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Committee Meetings 
Minutes & Attendance 

1. Create new committee minutes using the Committee Minutes Form. You can access 
the Form either through the Texas REALTORS® My Apps Dashboard or through this direct 
link, Committee Minutes. 

 

2. Both links will take you to the Committee Minutes Form. 

 

 

 

 

 

 

 

 

  

https://www.texasrealestate.com/my-apps/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fform.jotform.com%2F260325886574063&data=05%7C02%7C%7C8f8efcc29f5d450f0f5208de9fb4c298%7C816d87e8aaec4e919abd94a5c7632f48%7C0%7C0%7C639123795936699768%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=of13dZzuytr3S%2FuROHHP8m0tl1KP6UFcnr7tSmk%2Bv2w%3D&reserved=0
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3. Input required information into the appropriate fields including the Meeting Type, 
Location, Informational Items, and whether the minutes are “Pending” or “Approved”. 

 

 

 

 

 

 

 

 

 

 

 

4. Adding Attendance. Select “Yes” if attendance was tracked. Additional text boxes will 
open to record attendance. Add the names of members in the appropriate boxes that 
attended the meeting, were absent, or had an excused absence. There is also a box to 
add names of non-committee members, such as staff, that attended. You can copy & 
paste names from the committee roster or type in names individually. Please Note: You 
must also add the attendance record to Tangilla. See Paragraph 13. 
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5. If the committee considered any motions, select “Yes”, and a text box will open to add 
the motions. Label each motion as “Motion 1”, “Motion 2”, etc. Record the exact 
language of the motion and include the result, “adopted”, “failed”, “tabled”, etc. Do not 
include the number of votes or how each member voted. 

 

 

 

 

 

 

 

 

 

6. After you’ve completed the Form, click the “Submit” button. You will receive an email 
confirmation with a PDF copy of the minutes attached. 

 

 

 

 

 

 

 

 

7. Download the PDF of the minutes to your computer. Choose an appropriate filename. 
For example, you can include the committee’s name, date of meeting, and 
pending/approved status, “BudgetandFinance20260421-Pending”.  

 

8. Upload the PDF to Tangilla! All Committee Minutes, Pending and Approved, must 
be stored within Tangilla for appropriate record keeping!  

 

 



 

Last Updated: April 2026 

9. How to Upload Minutes to Tangilla on the “Meetings” screen. 
 

a. Step 1 – Select the “Committees” tab at the top of the screen.  
 

 

 

b. Step 2 – Click on the 3 dots on the right side of the screen for the appropriate 
Committee. Select “Meetings” in the pop-up box to take you to the Meetings screen. 

 

 

 

 

 

c. Step 3 – On the Meetings screen, click on the “edit” icon button for the appropriate 
meeting date. 

 

 

 

 

 

d. Step 4 – On the Edit Meeting screen, click on “Attach” on the Minutes line to upload 
the minutes PDF. Click the “Save” button. Minutes should be attached to the 
Meeting they correspond to. Do not upload “previous minutes” in this field. 
“Previous Minutes” that will get approved at the meeting should be part of the 
meeting materials. 
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10. Approval of Previous Minutes 

Minutes must be approved by the committee before they become official records of the 
Association. Minutes first created by staff for a particular meeting are considered a “draft” 
version. Draft minutes should be marked as “Pending” when first created. At the next 
committee meeting, approval of previous minutes should be an item on the meeting 
agenda. Once approved by the committee, minutes must then be updated from “Pending” 
to “Approved”.  
 
11. Updating Minutes from “Pending” to “Approved”.  
 
Reopen the original Form and resubmit.  There is a link at the bottom of the email 
confirmation from your original submission where you can reopen and edit the original 
Form. You can change the status on the form to “Approved” and make any other needed 
changes such as updating attendance records. Click the “Submit” button and you will 
receive another confirmation email that will have the newly “Approved” Minutes as a PDF 
attachment. 

 

 

 

 

 

 

12. Save the “Approved” Minutes PDF to your computer and update the filename. Upload 
the Approved Minutes PDF to Tangilla on the Meetings Screen using the same 
process used to upload the original “Pending” minutes. The approved Minutes 
should be uploaded to the Meeting that the minutes correspond to. The “Approved” 
Minutes will automatically overwrite the “Pending” Minutes that were uploaded before.  
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13. Adding Attendance to Tangilla. It’s important for our record keeping that member 
attendance data is stored in Tangilla! We will use committee attendance as a factor in 
determining future key leadership positions. To input attendance, click the “RSVP & 
Attendance” icon on the Meetings screen. 

 

 

 

 

 

14.  This will take you to the RSVPs & Attendance screen. Under the “Attended” column, 
select the appropriate attendance for each member of the committee. Options include, 
“No”, “Virtual”, “In Person”, or “Excused”.  

 

 

 

 

 

 

 

 

15. Pro Tip: Track Attendance using an Excel Spreadsheet. 

Some staff find it helpful to track attendance using a spreadsheet during the meeting. A 
spreadsheet provides you with flexibility on how you can record, present, and transfer 
attendance records to other sources. 

Note: Attendance records must ultimately be inputted into Tangilla for permanent 
record keeping! 

  


