	Section & Script 
(Presiding Officer / Secretary)
	Southwest DeKalb Alumni Association Inc. 
Recording of the Official Minutes 

	1. Call to Order

Presiding Officer: “The meeting will come to order. The time is [state time].”
	Presiding Officer:
	Kurtis Greene-Richards

	
	Location:
	Virtual

	
	Date:
	2/14/2026
	Type of Meeting: 
☐ Regular 
☐ Special

	
	Time:
	12:03pm
	

	2. Roll Call / Attendance

Presiding Officer: “The Secretary will please call the roll.”

Secretary: Reads names aloud, marks present/absent.
	Name: 
	Title 
	Present
	Absent

	
	N/A
	President
	N/A
	

	
	Soleil Hamlett
	Vice-President
	x
	

	
	Duntay Seay
	Parliamentarian
	x
	

	
	Oneka Willabus
	Secretary
	x
	

	
	Ahmed Hussein
	Treasurer
	x
	

	
	Nicholas Williams
	Director of Communications
	x
	

	
	Kurtis Greene-Richards
	Director of Membership and Engagement
	x
	

	
	Quorum = 2/3 of voting members present for voting to take place.
Quorum for 7 = 5 Board Members 
Quorum for 5 = 4 Board members
	Total Present
	Total Absent

	
	Is there a quorum present?
	
	7
	0

	3. Adoption of Agenda

Presiding Officer: “The agenda has been distributed. Are there any additions or changes?”

If none: “Hearing none, the agenda stands adopted.”
If amended: “The agenda is adopted as amended.”
	Special Meeting Note: For special meetings, the presiding officer should state at the beginning: Presiding Officer: “This is a special meeting called for the purpose of [state purpose]. Only business stated in the official call may be considered.”
Action: ☐ Adopted ☐ Adopted as amended 
Notes:

	4. Approval of Previous Minutes

Presiding Officer: “The Secretary will read the minutes of the previous meeting.”
(or) “The minutes have been distributed. Are there any corrections?”

If none: “The minutes stand approved.”
If corrected: “The minutes stand approved as corrected.”
	Motion: _____Nicholas Williams______________________
Action: ☐ Approved ☐ Approved w/ corrections ☐ Tabled
Vote: For ___ALL / Against ___ / Abstain ___

	5. Reports

Presiding Officer: “We will now hear reports. First, the President’s report.” (Continue through Treasurer and committees.)
	1. President’s Report: If applicable attach a copy of the report to minutes 
2. Treasurer’s Report: 
	a. Starting Balance: $ 
	SEE REPORT

	b. Income Since Last Report: $ 
	SEE REPORT

	c. Expenses Since Last Report: $ 
	SEE REPORT

	d. Ending Balance: $ 
	SEE REPORT


3. Vice-Presidents Report: If applicable attach a copy of the report to minutes
4. Director of Communications Report: If applicable attach a copy of the report to minutes
5. Director of Cultural Affairs Report: If applicable attach a copy of the report to minutes
6. Standing Committee Report(s): If applicable attach a copy of the report to minutes
7. Special Committee Report(s): If applicable attach a copy of the report to minutes

	[bookmark: _Hlk206945722]6. Unfinished Business

Presiding Officer: “We will now consider new business. Are there any new motions?”

1. Restate motion, 
2. Allow discussion, 
3. Call for vote.)
4. “The result is [passed/failed].”
	Motion #1
	Adopt the Parliamentarian’s report


	
	Moved by:
	Ahmed
	Second By:
	Nicholas

	
	Votes for:
	ALL
	Votes Against:
	0
	Abstain:
	0

	
	

	
	Motion #2
	Adopt the Treasurer’s report


	
	Moved by:
	Oneka
	Second By:
	Kurtis

	
	Votes for:
	ALL
	Votes Against:
	0
	Abstain:
	0

	
	
	

	
	Motion #3
	Adopt Membership and Engagement report


	
	Moved by:
	Ahmed
	Second By:
	Oneka

	
	Votes for:
	
	Votes Against:
	
	Abstain:
	

	7. New Business

Presiding Officer: “We will now consider new business. Are there any new motions?”

1. Restate motion, 
2. Allow discussion, 
3. Call for vote.)
4. “The result is [passed/failed].”
	Motion #1
	

	
	Moved by:
	
	Second By:
	

	
	Votes for:
	
	Votes Against:
	
	Abstain:
	

	
	
	
	
	
	
	

	
	Motion #2
	

	
	Moved by:
	
	Second By:
	

	
	Votes for:
	
	Votes Against:
	
	Abstain:
	

	
	
	
	
	
	
	

	
	Motion #3
	

	
	Moved by:
	
	Second By:
	

	
	Votes for:
	
	Votes Against:
	
	Abstain:
	

	
	
	
	
	
	
	

	
	Motion #4
	

	
	Moved by:
	
	Second By:
	

	
	Votes for:
	
	Votes Against:
	
	Abstain:
	

	8. Announcements
Presiding Officer: “Are there any announcements?”
	1- Full overview of the elections and nominations process.
2- Brick Campaign update about one more month to attempt to get all donators to communicate their preference. Will create a graphic to post daily for one week for this purpose.
3- Danny D. said planning is underway for Alumni Fest and he will be working in conjunction with R. Horne to eventually pass it on to him.

	9. Adjournment

Presiding Officer: “Is there a motion to adjourn?”

Member: “I move to adjourn.”

Presiding Officer: “It has been moved and seconded that we adjourn. All in favor say ‘Aye.’ Opposed ‘No.’ The meeting is adjourned at [time].”
	Motion: ___________________________
Seconded by: _____________________
Time adjourned: _____12:51pm_____________

	Secretary’s Certification
	I certify that the above minutes are a true and accurate record of the proceedings.
Secretary Signature: ___Oneka Willabus___________ Date: March 1, 2026______

	
	




