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DoMyMinutes.com is for any small business formed as a for-profit corporation or limited liability 

company.  DoMyMinutes.com creates the minutes of your company’s annual meetings of the 

Directors (Managers) and/or owners (Shareholders or Members). The Annual 

Directors/Managers meeting details all the actions and resolutions made throughout the year 

to grow your company.  The Shareholders/Members meeting is held after your 

Directors/Managers meeting to inform the Shareholders/Members of actions throughout the 

year, and if needed, gain ratification for some, all, or none of the actions. Ratification is based 

on your formation documents. DoMyMinutes.com helps your business stay compliant, saving 

you money and avoiding future headaches that arise when the IRS, or other authority requests 

to inspect your minutes. 

 

 

This vital, yet time-consuming record keeping chore is 

easy for you to do in much less time.  Your subscription 

allows you to do an unlimited number of prior years for 

meeting minutes, whether for the present year, last year, 

or a dozen years in the past, all for one low price. 

 

 

 

DoMyMinutes.com helps you comply with 

the formalities of operating your business as 

a corporation or LLC by providing a written 

record of the actions, approvals, and 

authorizations enacted by your corporation's 

Directors and Shareholders or your LLC's 

Managers and Members. 

 

 

DoMyMinutes.com is a tool to help you bring and keep your Company Record Book back up to 

date by assembling minutes of annual meetings of stakeholders and the governing 

management authority of corporations and LLCs.  
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The Importance of Annual Meeting Minutes 
 

Annual corporate meetings are required under state law in several 

states.  Although many see it as a legal formality, you can lose the 

liability protection of your corporate status for failure to complete.  

Your meeting minutes provide a record of important company 

transactions.   

 

 

Minutes document key actions and keeps shareholders/members 

informed of company decisions.  Your minutes prevent disputes by 

proving all decisions were made fairly with full disclosure to the 

shareholders/managers. 

 

 

Banks, escrow and title companies, and property management 

companies often ask companies to submit a copy of their Annual 

Minutes documenting a resolution approving a loan, purchase, or 

rental of property. 

 

 

 

The IRS will ask to examine your company’s meeting minutes when 
conducting an audit. 

 

 

 

Your minutes provide directors/managers, shareholders/ 

members, creditors, and IRS, and courts (if a dispute arises) 

that your company acted appropriately and in accordance to 

the law.  

 

 

 

This Photo by Unknown 

This Photo by Unknown Author 

This Photo by Unknown 

http://www.onyxtruth.com/2014/12/31/decisions/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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Getting Started-Corporations 
To get started, you should have your Company Record Book and your accounting, 

bookkeeping, and/or banking records with you for the year for which you are doing minutes. 
Company Registration Information 

 

 

When complete, select  

 

Enter your company name exactly as it appears 

in your formation documents. 

Select the type of company from the dropdown 

menu.  Domyminutes.com tailors the appropriate 

language for each type of company.  For 

example, a corporation is governed by Directors; 

its owners are Shareholders.  Whereas, an LLC 

is governed by its Managers; its owners are 

Members.  

Select the state where you formed your company 

from the dropdown menu.  Then enter your 

company address. 

Throughout the site there are “Tool Tips” to 

assist you.  Scroll over the “?” or “!” for more 
information. 
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Document Builder-Corporations 
The document builder is divided into 4 sections.  
 

For a corporation, the sections are: 

 

 

Section One: Board of Directors 
Annual Meeting Details 

 

 

 When complete, click  

 

When entering the date, you can 
enter previous years to update 
all your yearly records 

If your meeting is not held at your company 
address, select “No” and a space will be 
provided for the address of the meeting. 
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After completing the 2 additional questions about the meeting chairperson and secretary, 

 click  

 

The next screen asks for changes in roles for next year.                                           

 

 

 

 

                                 

 

 

You have now completed steps 1-3 in the first section of the Document Builder!                        

Now you’re ready to tell DoMyMinutes.com what actions you resolved to take during the year. 

Once you input the number of attendees the 
screen will load the appropriate number of boxes 
to fill in each attendee’s first and last name. 

For each officer selected, you will be prompted for the 
name of the officer.  If your company is a one-person 
organization, you might hold the offices of both President 
and Secretary.  This assumes that all officers attended the 
Board of Directors Annual Meeting. 

For meeting options, if you select phone conference, an 
additional box will ask for the conference call number.  If you 
select Video Conference, you will then select Skype, 
Hangouts, Face Time, or type in the video conference 
platform used for your meeting. 

This defaults to “No,” but if you select “Yes,” you 
will be presented with choices of newly 
appointed officers of your company.  For each 
newly appointed position, you will be prompted 
fill in the new officer(s)’ name(s).” 



8 

 

Section 2:  Actions and Resolutions 

 
 

 

 

 

The DoMyMinutes.com document builder generates resolutions that authorize approve, and 

ratify actions your company might have make during a given year.  Each resolution selected 

will prompt you for an approximate date that the action was authorized by your board of 

directors and/or your shareholders.  Select a date no later than the date that the action 

occurred (e.g. if your company bought a vehicle, choose a date on or before the date you paid 

for it, as indicated in your records.) 

 

Action and Resolution Checklist: Section One 

 

 

 

 

Choose all actions your company took during the year for which you are doing minutes by 

clicking the checkbox.  For our example, we selected Open a Business Bank Account and 

Apply for and Obtain a Business Credit Card to show the process for memorializing each 

action.  

If you did not take any action on the list check the box for the item at the bottom of the list,  

then click  

 

 

This is the first of SEVEN checklist screens of 
resolutions that memorialize actions taken by 
your company’s Board of Directors for the 
reported year. 
Each of the action items are actions that are 
commonly taken by companies in their normal 
operations.  When you select an action, the 
website will prompt you for more information 
about that action after you click the 'Next' 
button. 

 

An action is a task that must be accomplished 

that helps the company operate efficiently and 

effectively.  A resolution is a formal way in 

which a company can approve tasks, and ratify 

decisions that are made at a meeting of 

company members.  Actions and resolutions 

should always be documented.  Your company 

Officers and Shareholders decide if any 

actions and resolutions need to be ratified 

(voted on) by Shareholders. 
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For our example, we enter the date of 05/01/2019 for the date we opened a bank account.  

Dates can be approximate, and we know from our bank statements that the first statement was 

sent at the end of May 2019, so we selected the first of the month for the authorization of this 

action. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates are complete, click  

 

Things to remember:   
• Actions are things you do to run your business effectively and efficiently. 

• A resolution (Director decision) authorizes and approves an action and remains in 

effect unless otherwise specified. 

• You have the option to assign to the Shareholders for their ratification and approval 

on any, all, or none of the checked items (your actions and resolutions) for 

discussion and ratification during the Shareholders meeting that will be held after 

your Annual Directors meeting.   

 

 

 

 

 If this action will be/was ratified 
(voted on) at the Shareholders 
meeting, select “yes.”  If not, 
the question automatically 
defaults to “no” for this 
program.   

 If you took this action again during the 
same reporting year, select “yes” and the 
website will prompt you with an additional 
date. 

Enter an approximate date when the action occurred.  Follow 
your bookkeeping records or accounting records:  the action 
should be authorized on a date on or before the date that the 
action was actually taken. 
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As you continue through the program building the minutes for The Board of Directors Meeting 

and The Shareholders Meeting minutes, at the top of each screen is a completion meter so 

you can see where you are in the process. 

 

 

 

At the bottom of each screen is a Document Preview of the meeting minutes you are in the 

process of creating! 
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You will now repeat the process with sections two through seven.  For each section, the most 

common actions are highlighted with further explanations.  If you need further clarification on 

any of the actions, select them, and on the next screen will appear a question mark next to the 

item.  Scroll over the question mark and a definition and/or further details for that action are 

available.  If you don’t need to memorialize that action after all, just go back to the previous 
screen and unclick the box. 

Action and Resolution Checklist: Section Two 

 

  Check all actions that were authorized for the year, and on the next screen, fill in the date(s) 

of authorization.  

 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates and questions are complete, click                           

  

Remember: The Action questions 

automatically default to “no” and must 
be changed by you if you completed 

this action more than once during the 

year, or require approval of action at 

your meeting. 

 Vehicle: A work truck, delivery van, or 

perhaps a forklift, bulldozer, railroad 

locomotive, boat, ship, or even an 

airplane.  This might also include a 

vehicle purchased that may, in turn, be 

provided to a director or officer by 

choosing this item in combination with 

“Provide Company Vehicle for 

Director/Officer use”, Section 4. 
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Action and Resolution Checklist: Section Three 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When selecting, Hire Professionals, the next screen will be a checklist of possible 

professionals your company may have hired in the past year.  The final screen for this step will 

then ask the approximate date each of these professionals was hired.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates and questions are complete, click                           

 

 

 

 

Insurance:  This can be any kind or line of 

insurance, including but not limited to 

Liability, Premise Liability, Premise Fire, 

Automobile/Vehicle, Casualty, Workman's 

Comp/Casualty, Health, Life, Maritime and 

other varieties of insurance (there are 100s 

of them).  The insured – the beneficiary of 

the insurance purchased -- might be the 

company itself or its Officer(s), Director(s), 

Shareholder(s), or another party. 
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Action and Resolution Checklist: Section Four 

 
 

 

When selecting Authorize Transactions(s) between Company and Shareholder(s), the 

following screen will ask you to select the nature of the transaction. 

 

 
 

 

When selecting Purchase Services, remember all 

maintenance and repairs, and any service you paid for 

to help your business run more smoothly and 

effectively is included. 

 

 

 

After authorization dates and questions are complete, click                           

Company Vehicle: Provide a company 

owned or leased vehicle for the 

business and/or personal or business of 

Director or Officer of the company. It is 

common to select this item in 

combination with the resolutions that 

authorize the "Purchase of a 

Vehicle" or the "Lease of a 

Vehicle" on Section 2 as is appropriate 

to your situation. 

Purchase Services: “Services” might 
include janitorial, maintenance, repair, 

website deployments, production 

services, etc. 
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Action and Resolution Checklist: Section Five 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The difference between Investments and Intellectual Property (IP) Investments 

 

 

 

 

 

 

 

 

 

 

 

If you select Purchase or Sell a Business Franchise, on the next screen you will select the 

role of your company in this action. 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates and questions are complete, click                           

 

 

Investments:  Securities such as Corporate Shares of Stock, 

Stock Options, Stock Warrants, Mutual Fund interests, 

Corporate Bonds, Government Bonds including School, 

Municipal, County, State and Federal Bonds and Treasury 

Bills, other debt instruments, Notes, Commercial Paper, 

Derivatives, Limited Partnership interests, Limited Liability 

Company (LLC) Membership interests, Currency – Foreign 

Exchange Units (FOREX), Commodity Futures (Precious and 

Industrial Metals, Energy, Food and Agricultural, Plastics, 

Chemicals and Minerals, etc.), and Other Investments (e.g., 

Fine Art, Collectables, Race Horses, etc.).  

 Intellectual Property: Assets 

that are intangible items 

including copyrights, patents, 

trademarks, service marks, 

trade/formula/process secrets, 

Internet domains, commercial 

trade dress, industrial design 

rights, fashion art design rights, 

plant variety protection rights, 

and other intangible property 

rights. 
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Action and Resolution Checklist: Section Six 

The final Actions Section is for any and all other actions that are not previously listed that you 

can add to your minutes. 

 
 

 
 

 

After authorization dates and questions are complete, click                           

 

Approve Contract: This resolution memorializes your 

company’s authorization to approve a contract. Attach the 

contract being approved to these minutes. 

Obtain License: To apply for and obtain from appropriate 

governmental agencies certain business licenses and 

permits required to engage in the business of your 

company. 

Foreign Entity: This resolution memorializes your 
company’s authorization to qualify and register in a 
state beyond the state in which it was formed. For 
example, if your company was formed in Texas but 
you located your business in Oklahoma, your 
company would be “foreign” to Oklahoma. 
For a Corporation, the entity type could be 
Corporation (C-Corp or S-Corp), Professional 
Corporation, or Professional Association. 
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Action and Resolution Checklist: Section Seven 

DoMyMinutes.com will ask you if any Additional Actions were taken during your Board of 

Directors Meeting.  Answer “Yes” to this question and you may describe the actions in the 

blanks provided.  

 

 
 

The Minutes from the Board of Director’s Annual Meeting are now complete.  The next 

section is the documentation of minutes for your Shareholder’s Annual Meeting.  You must 

hold a shareholder’s meeting if you selected “Yes” to any of your actions assigned to 
Shareholders Meeting for Ratification.  Even if no items are ratified for the Shareholders, it is a 

best practice to hold a meeting so that all Shareholders are notified on the Actions the 

company has taken in the past year. 

 

After authorization dates and questions are complete, click                           

 

This is the FINAL checklist of 
resolutions that memorialize 
actions taken by your company’s 
Board of Directors for the 
reported year. 
There could be instances when 
there are actions taken by 
companies in their normal 
operations that are not listed in 
the previous checklist 
screens.  The default is "No", but 
if you select "Yes" you will be 
prompted to fill additional details 
about that action. 

 

Additional Action: The Action must be 
concise and be able to work within the 
confines of the following statement: 
"Resolved, effective (date), that the 
(company) <the new company action will be 
inserted here>." 
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Section 3: Shareholders Section 

 
 

When complete, click  

 

 
 

 

 

When complete, click  

 

If you are holding the Board of Directors annual 

meeting back-to-back with the Shareholders 

annual meeting, allow sufficient time for the first 

meeting to take place. 

Please enter a value between 1 and 10. 

You will be presented with a 

corresponding number of blanks to fill in 

with the names of your Shareholders. 

Meetings might be held in person, by telephone conference, by 

video conference, or in a combination of participation options. If 

phone is selected, you will be prompted for the phone number 

used, and if you select video, you will be prompted to choose 

between Skype and other options. 
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When complete, click  

 

 
 

If you selected “No” for ratification on all actions, your screen will look like this:  

 
 

When complete, click  

If you selected "Yes" to the question “Will Action be 

Assigned to Shareholders Meeting for Ratification?” for 

any resolution made at the Board of Directors (Corporation) 

Meeting, said resolution(s) will appear here to be specifically 

approved by the Shareholders.  

 

Choose “Yes” or “No” to have the Shareholders approve each 
action and resolution assigned to Shareholders Meeting for 

ratification and approval.  

 

If you selected “No” for all of the resolutions your Board of 

Directors made, you will see the screen message below. 

This defaults to “No,” but if you select 
“Yes,” you will be asked to provide the 
total number of Directors, and then to fill 

in the blanks for both the newly 

appointed/elected Directors along with 

the Directors who are carried forward 

from the last year. 
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When complete, click  

 

 

 
 

When complete, click  

 

Answer “Yes” to this question and you may describe said 
actions in the blanks provided.  Please look at the tooltips 

to help you format the action. 

The Action must be concise and be able to 
work within the confines of the following 
statement: 
"A Certain Resolution, effective (date), that the 
(company) <the new company action will be 
inserted here>." 

Enter the number of Shares and Votes per Share. This number 

ordinarily would be 1; some companies might assign multiple votes 

per Share. Please consult your record book for this information 

about voting. 

Enter each Shareholders information.  Please 

Consult your record book for the number of 

shares each shareholder owns. 
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Section 4: Final Preview, Email & Print 
 

DOCUMENT PREVIEW 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following documents will be generated and emailed, of which you can print what you need. 

 

Minutes of the Board of Directors and Shareholders Annual Meetings Describe the events of the 
meeting and includes a list of attendees, a statement of the issues considered by the participants, and 
related responses or decisions for the issues for the company fiscal year. 
  
Ratification of Meeting Minutes (Board of Directors and Shareholders): Officially validating the 
annual meeting minutes. 
  
Notice of Meeting (Board of Directors and Shareholders):  To inform when and where the meeting 
will be. The agenda informs what is to be discussed and done at the meeting. 
  
Record of Delivering Notice of Meeting (Board of Directors and Shareholders): To document that 
the specifics of the meeting have been shared. 
  
Waiver of Notice of Meeting (Board of Directors and Shareholders): Waives the right to the 
requirement for a notice of meeting. Commonly to allow proceedings to move along faster. 
  
Unanimous Consent and Ratification of Past Director Action without a Meeting of the Board of 

Directors: The title is self-explanatory 🙂 
  
List of Shareholders of Record: List of company members, their shares, and votes per share. 
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Please read and review your Minutes carefully to ensure accuracy and completeness. If there 

are any additions or changes, use the sections toolbar at the top.  Click on the section that 

needs to be corrected, and the site will take you back to that screen to make changes. 

 

 
 

Once your changes are made, click on the Final Preview to continue proofreading your 

minutes.  When you are satisfied with your product, click the Email PDF Document button. 

 

 
 

 

The final screen will notify you that your minutes are on their way to your email! 

 

You can log in to complete up previous Annual Meeting Minutes for your one-year 

subscription.  Make sure to keep your user name and password in a safe place for next 

year! 
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Getting Started-Limited Liability Company 
To get started, you should have your Company Record Book and your accounting, 

bookkeeping, and/or banking records with you for the year for which you are doing minutes. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When complete, select  

 

You chose to have your LLC to be 

managed by Managers or directly by its 

Members at the time you formed 

it.  Please select what you chose at that 

time. 

Enter your company name exactly as it appears 

in your formation documents. 

Select the type of company from the dropdown menu.  

Domyminutes.com tailors the appropriate language for 

each type of company.  For example, a corporation is 

governed by Directors; its owners are Shareholders.  

Whereas, an LLC is governed by its Managers; its owners 

are Members.  

Select the state where you formed your company 

from the dropdown menu.  Then enter your 

company address. 

Throughout the site there are “Tool Tips” to 

assist you.  Scroll over the “?” or “!” for more 
information. 
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Document Builder-LLC 
The document builder is divided into 4 sections.  
 

For a LLC (Limited Liability Company, the sections are: 

Section One:  Governing Authority 
Annual Meeting Details 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When complete, click  

 

 

 

 

 

 

 

If your meeting is not held at your company 
address, select “No” and a space will be 
provided for the address of the meeting. 

When entering the date, you can 
enter previous years to update 
all your yearly records 
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After completing the 2 additional questions about the meeting chairperson and secretary, 

 click  

 

The next screen asks for changes in roles for next year.                                           

 

 

 

 

                                 

 

 

You have now completed steps 1-3 in the first section of the Document Builder!                        

Now you’re ready to tell DoMyMinutes.com what actions you resolved to take during the year. 
 

 

Once you input the number of attendees the 
screen will load the appropriate number of boxes 
to fill in each attendee’s first and last name. 

For each officer selected, you will be prompted for the 
name of the officer.  If your company is a one-person 
organization, you might hold the offices of both President 
and Secretary.  This assumes that all officers attended the 
Governing Authority (LLC) Annual Meeting. 

For meeting options, if you select phone conference, an 
additional box will ask for the conference call number.  If you 
select Video Conference, you will then select Skype, 
Hangouts, Face Time, or type in the video conference 
platform used for your meeting. 

This defaults to “No,” but if you select “Yes,” you 
will be presented with choices of newly 
appointed officers of your company.  For each 
newly appointed position, you will be prompted 
fill in the new officer(s)’ name(s).” 

If your LLC is managed by Members instead of 

Managers, each time you see managers here 

in the instruction booklet, you will see Members 

on your screen. 
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Section 2:  Actions and Resolutions 

 
 

 

 

 

The DoMyMinutes.com document builder generates resolutions that authorize approve, and 

ratify actions your company might have make during a given year.  Each resolution selected 

will prompt you for an approximate date that the action was authorized by your governing 

authority and/or your members.  Select a date no later than the date that the action occurred 

(e.g. if your company bought a vehicle, choose a date on or before the date you paid for it, as 

indicated in your records.) 

 

Action and Resolution Checklist: Section One 

 

 

 

 

Choose all actions your company took during the year for which you are doing minutes by 

clicking the checkbox.  For our example, we selected Open a Business Bank Account and 

Apply for and Obtain a Business Credit Card to show the process for memorializing each 

action.  

If you did not take any action on the list check the box for the item at the bottom of the list,  

then click  

 

 

This is the first of SEVEN checklist screens of 
resolutions that memorialize actions taken by 
your company’s Governing Authority for the 
reported year. 
Each of the action items are actions that are 
commonly taken by companies in their normal 
operations.  When you select an action, the 
website will prompt you for more information 
about that action after you click the 'Next' 
button. 

 

An action is a task that must be accomplished 

that helps the company operate efficiently and 

effectively.  A resolution is a formal way in 

which a company can approve tasks, and ratify 

decisions that are made at a meeting of 

company members.  Actions and resolutions 

should always be documented.  Your company 

Members decide if any actions and resolutions 

need to be ratified (voted on) by 

Shareholders. 



26 

 

For our example, we enter the date of 05/01/2019 for the date we opened a bank account.  

Dates can be approximate, and we know from our bank statements that the first statement was 

sent at the end of May 2019, so we selected the first of the month for the authorization of this 

action. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates are complete, click  

 

Things to remember:   
• Actions are things you do to run your business effectively and efficiently. 

• A resolution (Manager decision) authorizes and approves an action and remains in 

effect unless otherwise specified. 

• You have the option to assign to the Members for their ratification and approval on 

any, all, or none of the checked items (your actions and resolutions) for discussion 

and ratification during the Members meeting that will be held after your Annual 

Managers meeting.   

 

 

 

 

Managers’ (LLC) Resolutions 
regarding ordinary 
management decisions of an 
entity’s Governing Authority are 
sometimes submitted to their 
entity’s Members (LLC) for 
approval. If this action will 
be/was ratified (voted on) at the 
Members meeting, select “yes.”  
If not, the question 
automatically defaults to “no” 
for this program.   
 

 If you took this action again during the 
same reporting year, select “yes” and the 
website will prompt you with an additional 
date. 

Enter an approximate date when the action occurred.  Follow 
your bookkeeping records or accounting records:  the action 
should be authorized on a date on or before the date that the 
action was actually taken. 

If your LLC is managed by its 
Members, this question will not 
appear on any of your actions. 

 



27 

 

As you continue through the program building the minutes for The Managers Meeting and The 

Members Meeting minutes, at the top of each screen is a completion meter so you can see 

where you are in the process. 

 

 

 

At the bottom of each screen is a Document Preview of the meeting minutes you are in the 

process of creating! 
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You will now repeat the process with sections two through seven.  For each section, the most 

common actions are highlighted with further explanations.  If you need further clarification on 

any of the actions, select them, and on the next screen will appear a question mark next to the 

item.  Scroll over the question mark and a definition and/or further details for that action are 

available.  If you don’t need to memorialize that action after all, just go back to the previous 
screen and unclick the box. 

Action and Resolution Checklist: Section Two 

 

  Check all actions that were authorized for the year, and on the next screen, fill in the date(s) 

of authorization.  

 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates and questions are complete, click                           

  

Remember: The Action questions 

automatically default to “no” and must 
be changed by you if you completed 

this action more than once during the 

year, or require approval of action at 

your meeting. 

 Vehicle: A work truck, delivery van, or 

perhaps a forklift, bulldozer, railroad 

locomotive, boat, ship, or even an 

airplane.  This might also include a 

vehicle purchased that may, in turn, be 

provided to a director or officer by 

choosing this item in combination with 

“Provide Company Vehicle for 

Director/Officer use”, Section 4. 
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Action and Resolution Checklist: Section Three 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When selecting, Hire Professionals, the next screen will be a checklist of possible 

professionals your company may have hired in the past year.  The final screen for this step will 

then ask the approximate date each of these professionals was hired.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates and questions are complete, click                           

 

 

Insurance:  This can be any kind or line of 

insurance, including but not limited to 

Liability, Premise Liability, Premise Fire, 

Automobile/Vehicle, Casualty, Workman's 

Comp/Casualty, Health, Life, Maritime and 

other varieties of insurance (there are 100s 

of them).   The insured – the beneficiary of 

the insurance purchased -- might be the 

company itself or its Officer(s), Manager(s), 

Member(s), or another party. 



30 

 

Action and Resolution Checklist: Section Four 

 
 

 

When selecting Authorize Transactions(s) between Company and Member(s), the 

following screen will ask you to select the nature of the transaction. 

 

 
 

 

When selecting Purchase Services, remember all 

maintenance and repairs, and any service you paid for 

to help your business run more smoothly and 

effectively is included. 

 

 

 

After authorization dates and questions are complete, click                           

 

 

 

 

Company Vehicle: Provide a company 

owned or leased vehicle for the 

business and/or personal or business of 

Director or Officer of the company. It is 

common to select this item in 

combination with the resolutions that 

authorize the "Purchase of a 

Vehicle" or the "Lease of a 

Vehicle" on Section 2 as is appropriate 

to your situation. 

Purchase Services: “Services” might 
include janitorial, maintenance, repair, 

website deployments, production 

services, etc. 
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Action and Resolution Checklist: Section Five 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The difference between Investments and Intellectual Property (IP) Investments 

 

 

 

 

 

 

 

 

 

 

 

If you select Purchase or Sell a Business Franchise, on the next screen you will select the 

role of your company in this action. 

 

 

 

 

 

 

 

 

 

 

 

 

After authorization dates and questions are complete, click                           

 

 

Investments:  Securities such as Corporate Shares of Stock, 

Stock Options, Stock Warrants, Mutual Fund interests, 

Corporate Bonds, Government Bonds including School, 

Municipal, County, State and Federal Bonds and Treasury 

Bills, other debt instruments, Notes, Commercial Paper, 

Derivatives, Limited Partnership interests, Limited Liability 

Company (LLC) Membership interests, Currency – Foreign 

Exchange Units (FOREX), Commodity Futures (Precious and 

Industrial Metals, Energy, Food and Agricultural, Plastics, 

Chemicals and Minerals, etc.), and Other Investments (e.g., 

Fine Art, Collectables, Race Horses, etc.).  

 Intellectual Property: Assets 

that are intangible items 

including copyrights, patents, 

trademarks, service marks, 

trade/formula/process secrets, 

Internet domains, commercial 

trade dress, industrial design 

rights, fashion art design rights, 

plant variety protection rights, 

and other intangible property 

rights. 
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Action and Resolution Checklist: Section Six 

The final Actions Section is for any and all other actions that are not previously listed that you 

can add to your minutes. 

 
 

 
 

 

After authorization dates and questions are complete, click                           

 

Approve Contract: This resolution memorializes your 

company’s authorization to approve a contract. Attach the 
contract being approved to these minutes. 

Obtain License: To apply for and obtain from appropriate 

governmental agencies certain business licenses and 

permits required to engage in the business of your 

company. 

Foreign Entity: This resolution memorializes your 
company’s authorization to qualify and register in a 
state beyond the state in which it was formed. For 
example, if your company was formed in Texas but 
you located your business in Oklahoma, your 
company would be “foreign” to Oklahoma.  For a 
Limited Liability Company (LLC), the entity 
type could be Manager-Managed LLC, Member-
Manager LLC, Manager-Managed Professional 
LLC, or Member-Managed Professional LLC. 
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Action and Resolution Checklist: Section Seven 

DoMyMinutes.com will ask you if any Additional Actions were taken during your Board of 

Directors Meeting.  Answer “Yes” to this question and you may describe the actions in the 
blanks provided.  

 

 
 

The Minutes from the Governing Authority of (Your Company Name) Annual Meeting are 

now complete.  If your LLC is run by its Members, you will complete the Members of Record 

Screen, found in the middle of page 34. The next section is the documentation of minutes for 

your Annual Members Meeting.  You must hold a Members meeting if you selected “Yes” to 
any of your actions assigned to the Members Meeting for Ratification.  Even if no items are 

ratified for the Members, it is a best practice to hold a meeting so that all Members are notified 

on the Actions the company has taken in the past year. 

 

After authorization dates and questions are complete, click                           

 

This is the FINAL checklist of 
resolutions that memorialize 
actions taken by your company’s 
Governing Authority for the 
reported year. 
There could be instances when 
there are actions taken by 
companies in their normal 
operations that are not listed in 
the previous checklist 
screens.  The default is "No",  but 
if you select "Yes" you will be 
prompted to fill additional details 
about that action. 

 

Additional Action: The Action must be 
concise and be able to work within the 
confines of the following statement: 
"Resolved, effective (date), that the 
(company) <the new company action will be 
inserted here>." 
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Section 3: Members Section 

 
 

When complete, click  

 

 
 

 

 

When complete, click  

 

If you are holding the Governing Authority annual 

meeting back-to-back with the Annual Members 

meeting, allow sufficient time for the first meeting 

to take place. 

Please enter a value between 1 and 10. 

You will be presented with a 

corresponding number of blanks to fill in 

with the names of your Members. 

Meetings might be held in person, by telephone conference, by 

video conference, or in a combination of participation options. If 

phone is selected, you will be prompted for the phone number 

used, and if you select video, you will be prompted to choose 

between Skype and other options. 

If your LLC is run by its Members, you will 

not have an additional Members Meeting.  

Your next screen will be the Members of 

Record screen at the bottom of page 34. 
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When complete, click  

 

 
 

 

If you selected “No” for ratification on all actions, your screen will look like this:  

 
 

When complete, click  

If you selected "Yes" to the question “Will Action be 

Assigned to Members Meeting for Ratification?” for any 
resolution made at the Governing Authority (LLC) Meeting, 

said resolution(s) will appear here to be specifically approved 

by the Members. 

 

Choose “Yes” or “No” to have the Members approve each 
action and resolution assigned to Members Meeting for 

ratification and approval.  

 

If you selected “No” for all of the resolutions your Board of 

Directors made, you will see the screen message below. 

This defaults to “No,” but if you select 
“Yes,” you will be asked to provide the 

total number of Managers, and then to 

fill in the blanks for both the newly 

appointed/elected Managers along with 

the Managers who are carried forward 

from the last year. 
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When complete, click  

 

 

 
 

When complete, click  

 

Answer “Yes” to this question and you may describe said 
actions in the blanks provided.  Please look at the tooltips 

to help you format the action. 

The Action must be concise and be able to 
work within the confines of the following 
statement: 
"A Certain Resolution, effective (date), that the 
(company) <the new company action will be 
inserted here>." 

Enter the number of Units and Votes per Unit. This number 

ordinarily would be 1; some companies might assign multiple votes 

per Unit. Please consult your record book for this information about 

voting. 

Enter each Members information.  Please 

Consult your record book for the number of 

units each member owns. 

 



37 

 

Section 4: Final Preview, Email & Print 
 

DOCUMENT PREVIEW 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following documents will be generated and emailed, of which you can print what you need. 

Minutes of the Governing Authority and Members Annual Meetings: Describe the events of the 
meeting and includes a list of attendees, a statement of the issues considered by the participants, and 
related responses or decisions for the issues for the company fiscal year. 
  
Ratification of Meeting Minutes (Governing Authority and Members): Officially validating the annual 
meeting minutes. 
  
Notice of Meeting (Governing Authority and Members):  To inform when and where the meeting will 
be. The agenda informs what is to be discussed and done at the meeting. 
  
Record of Delivering Notice of Meeting (Governing Authority and Members): To document that the 
specifics of the meeting have been shared. 
  
Waiver of Notice of Meeting (Governing Authority and Members): Waives the right to the 
requirement for a notice of meeting. Commonly to allow proceedings to move along faster. 
  
Unanimous Consent and Ratification of Past Director Action without a Meeting of the Governing 

Authority: The title is self-explanatory 🙂 
  
List of Members of Record: List of company members, their units, and votes per unit. 
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Please read and review your Minutes carefully to ensure accuracy and completeness. If there 

are any additions or changes, use the sections toolbar at the top.  Click on the section that 

needs to be corrected, and the site will take you back to that screen to make changes. 

 

 
 

 

Once your changes are made, click on the Final Preview to continue proofreading your 

minutes.  When you are satisfied with your product, click the Email PDF Document button. 

 

 
 

 

The final screen will notify you that your minutes are on their way to your email! 

 

You can log in to complete up previous Annual Meeting Minutes for your one-year 

subscription.  Make sure to keep your user name and password in a safe place for next 

year! 


