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Actions of the managers or members may be taken at an actual meeting or by unanimous written consent.  Whenever a meeting is held, written minutes must be created documenting the actions taken at the meeting.  The written minutes should include at least the following information:  (1) the type of meeting, (2) the date, time, and place of the meeting, (3) whether or not the meeting had a special or specific purpose, (4) the name and title of the persons who acted as chairperson and secretary of the meeting, (5) whether (if required by the operating agreement) the meeting was held pursuant to notice or that notice had been waived by those entitled to receive it, (6) a listing of members present either in person or by proxy and their voting power, (7) whether managers will vote at the meeting and identification of those present and voting and whether a quorum was present, (8) identity of any other persons present at the meeting, (9) whether minutes from a previous meeting were distributed and approved or approved as corrected, (10) a description of any reports presented and identification of the presenters, (11) any resolutions or other votes presented, discussed, approved, disapproved, etc., (12) any other business presented, and (13) time of adjournment.  Ideally, minutes should be prepared by the secretary within a few days of a meeting taking place and copies should be distributed before the next meeting so they can be reviewed.


Actions may be taken using a unanimous written consent action embodying the desired resolutions.  Unanimous written consent actions must be executed by all of the members or managers entitled to vote on the matters contained therein.  If a limited liability company has relatively few managers and members, it is generally simpler and more convenient to take action by unanimous written consent rather than through actual meetings.


If the limited liability company proposes to engage in a transaction affecting the basic structure or existence of the limited liability company, such as a merger or conversion with or an acquisition of another limited liability company, a reorganization in another state, or a dissolution of the company, it is strongly recommended that counsel be consulted to insure that all of the necessary documents and consents are prepared, executed, and where necessary, filed with the appropriate governmental authorities.  Failure to execute the proper documents and make the filings required by law could result in any such transaction being void and ineffective.

