Minute Guidelines

Use this guide with making of the minutes:
· No use of diminutives.
·  Possessive pronouns (“my”, “your”, “theirs” in English), demonstrative pronouns (“this”, “that”, “these”, “those” in English) and reflexive pronouns (“myself” , “yourself”, “itself” in English) may be used in the minutes.
· Using personal pronouns (using the personal pronouns “I”, “you”, “he”, “she”, or “it” to refer to someone or something literally) in the minutes should be avoided.
· Do not use the form of the verb “shall” and “must”.
· Write in the present perfect tense (“has been” in English). The simple past tense is not used (“was” in English).
· After a euro sign comes a space and between thousands comes a comma according to the English notation (€ 1,000.50).
· Write down a date with the relevant day and year.

· Abbreviations are only allowed if they are included in the Internal Regulations of Study association “De Veetelers” in the Explanatory list. If this is not the case, a ‘redactionele toevoeging’ (, red.) should be added with the explanation. 
· Numbers up to and including twenty must be written out, tens (such as thirty) must also be written out. Ages may be noted as a number (… is 20 years old).
· Board Members are appointed according to their position (“Board Member President” in English).
· Write committees with capital letters (see IR). Activities are also capitalized.
· Non-students and graduates are written with Mr. or Ms. use Mr. or Ms. instead of prof. dr. ir. to prevent mistakes (Mr. of Ms. in English and Mrs when women are married).
· Students of the WUR are written with first and last name. If the name has already been written out in the chapter, then only the first name may be used. With a new 'chapter' the name has to be written out again.
· Companies will receive an editorial addition (, red.) that makes it clear what kind of company it concerns. When the company is mentioned several times in the same chapter, only the first time an editorial addition needs to be added.
· After a course name, the course code is placed in brackets (no (, red.)). The course name itself is enclosed in single quotes.
· Use Times New Roman font, font size 11, and use bullet points. 
· Use written language, not spoken language.
· Use spelling and grammar checking after writing the piece. This already removes a lot of typos from the text.
· When you quote a sentence, word or phrase from the previous minutes, it must be enclosed in double brackets. When you put the replacement word in the minutes, it must be enclosed in single brackets (for example: ''study-association'' has to be changed to 'Study association').
· Make use of the explanatory list in the Internal Regulations of Study association “De Veetelers” when using certain names that lie closely to the association.

· Single brackets are used when fixed agenda point is discussed (‘Closure’). When a proposal, budget, settlement or activity is mentioned for the first time, without being present on previous agendas of a certain meeting, single brackets should be used. 
· Double brackets are used when a non-fixed agenda point is discussed. Also double brackets are used when a previous proposal, budget, settlement and activity is discussed (“Annual Account 2020-2021"). 
· When an activity is mentioned is the minutes, the day, date and year need to be mentioned after the activity name (“SRE” of Monday 25 October 2021). 
· In the minutes, sentences always need to start with “mentioned is”, “asked is”, and “answered is”. When have a sentence that starts with “Asked is”, the next sentence needs to start with “Answered is”. In a couple of scenario's, the sentences do not have to start with these.
· When making the minutes of a financial piece, you need to be very specific. Make sure you mentioned if the discussed point is about the expenditures or incomes, at what “ad” they are mentioned and if this “ad” is written out in different subjects, you should also mention the subject. The “ad” and subject should be in double brackets (at expenditures at “ad promotion” at “flyers”).   
· At present, the surnames should be placed in alphabetical order (except for Board Members in the rigro minutes). 
· If you have any doubts on how to write the minutes, you can take a look into the rigro minutes of previous years. 
