Sample Meeting Summary
Generated by ChatGPT from Zoom Summary
 Steps for Creating Meeting Summaries for CUMC
Using ChatGPT and Zoom (created 9/2025)

1. Use the Meeting Summary feature of Zoom. Here are the steps: 
· Launch Zoom. Notice the two buttons in the bottom menu bar pointed out by the yellow arrows in the graphic below.
[image: ]
· Click on “Participants” in that menu at the bottom of the screen, and then on the lower right of the resulting pop-up, click on “Claim Host.” 
· In the next pop-up, enter CUMC’s host key 313719 and click  “Claim.” 
· Now click on “AI Companion” in the menu at the bottom of the screen. After you click, AI Companion starts recording. After the meeting, Zoom generates a summary that is automatically emailed to emailed to Phil Lindberg at this address: cumc.zoom.adm@gmail.com. (See the sample Zoom summary attached.)
· Please send Phil email at phil.lindberg@gmail.com ) with the subject line “Please Send Zoom summary of [committee] on [date] ”. No text is needed in the message; he can simply respond to your message, attaching the Zoom file.

2. Use ChatGPT to streamline and reformat the Zoom summary. Here are the steps:
· Launch ChatGPT.
· Provide a “prompt”—i.e., tell ChatGPT what you want. Here is a prompt that you can use and that produces good results for meeting summaries.
I am going to give you our Zoom meeting summary from the Administrative Board Meeting held on August 21, 2025. Would you please organize and shorten the summary using bullets to make it more readable. Would you also include a table at the end that identifies what follow-up needs to be done, when it needs to be completed, and who is responsible.
· After you enter that prompt, then copy and paste the Zoom summary into ChatGPT and press return. 

3.  Once ChatGPT has printed your summary on the screen, it may offer to put it in Word or pdf format. Be sure to ask ChatGPT to put the result into a Word document so that you will be able to add the attendees and date of the next meeting, as well as make any other necessary changes when you proof the document. Once it has done that, you can click on the blue link with the filename to download the file into your Downloads folder.

4. Remember that your meeting summary/minutes should include who was present (at the beginning of the document) and the date of the next meeting (at the end). These are items that ChatGPT will not be able to add for you.

5. Please proof your summary carefully to make sure it is all correct. Both Zoom and ChatGPT may include erroneous information, so it is very important that you double check things carefully.
   
6. Finally, send a copy of your minutes to committee/team participants for them to review and offer any corrections or other changes.





1

	[image: ]



	


Meeting assets for Recurring worship and prayer meeting are ready!
Hi CUMC ZOOM ADMIN
The following assets for the meeting - Recurring worship and prayer meeting are now available.
	


Meeting summary 
Quick recap
The meeting covered various church operations including financial matters, facility updates, and upcoming events. The group discussed the installation of a safe for storing church funds and gift cards, addressed a water leak in the sanctuary, and reviewed a grant proposal for EV charger installation that raised concerns about accessibility requirements. The conversation ended with discussions about the church's financial performance, the implementation of a gift acceptance policy, and plans for improving donation systems and online giving options.
Next steps
· Phil to research and purchase a $300 or less safe for collection deposits, using the church credit card
· Phil to coordinate with Kevin regarding safe installation location and requirements
· Fred to investigate Breeze deposit categories and provide clarification on large deposits
· Clara to provide official operating assessment and RFR values for OBIC to Kevin
· Kevin to update budget with revised clergy compensation calculations
· Admin Board to officially vote on Gift Acceptance Policy at church conference
· Natalie to continue developing endowment policy
· Angela to distribute church conference letters for care of members process
· Angela to continue fall planning and Green Team activities
· Worship team to implement new counting schedule
· Endowment Committee to compile input from Admin Board and Council of Ministry members on endowment policy uses before next committee meeting
· Natalie to give Q&A article to Judy for newsletter this week
· Natalie to provide how-to sheet for online giving flyers
· Lisa to create graphics and slide for online giving announcement
· Natalie to discuss with Mary Jo about placing giving link on website homepage
· Natalie to coordinate with Fred regarding donation categories for online giving system
· Council of Ministries to resume regular meeting schedule for future updates
Summary
Pastoral Updates and Church Initiatives
The meeting began with a prayer led by Lee. Angela provided a pastors' report, highlighting her busy schedule and various church activities, including preparing letters for inactive members, working on nominations with the Lay leadership team, and planning for the stewardship campaign. She also mentioned a new partnership with Cradle Rock Elementary School and their upcoming block party, as well as the revival of the Green team with Katie Weston as the new chair.
Church Fund Management Improvements
The group discussed the challenges of counting and depositing church funds, particularly the difficulty in finding enough counters and the inconvenience of frequent deposits. They considered installing a safe for bi-weekly deposits instead of weekly ones, which would reduce the frequency of counting and make it a smaller task for volunteers. Lee suggested depositing on the second and last Sunday of each month to align with financial reporting needs, while acknowledging that cash flow was not an issue. The group agreed that a safe would be necessary for secure storage of funds, and Phil was asked to provide his previous research on the topic.
Safe Installation and Storage Planning
The group discussed the purchase and installation of a safe for storing gift cards and cash. CUMC found a drop safe option in the $200-300 range that could be bolted to a wall, but they discovered that the walls at OBIC are made of sheet metal studs, which may not be strong enough to securely mount the safe. The group agreed to consult with Kevin about the best location for the safe and to check out the existing safe at the church before making a decision. They also discussed the challenges of storing gift cards, noting that the current stock is much higher than previously carried and may require a larger, more secure storage solution.
Church Safe and Leak Repairs
The meeting discussed the purchase of a safe for storing church collection funds, with a motion approved to spend up to $300 on a safe, to be charged as a miscellaneous expense and purchased using the church credit card. The group also addressed a recent water leak in the sanctuary's closet, which caused damage to the kitchen area below, with repairs expected to be completed by Sunday.
EV Charger Grant Accessibility Concerns
Kevin discussed the status of a grant for EV charger installation at Sanctuary CI, noting that the proposed locations on the lower level parking lot may not meet ADA accessibility requirements due to spacing constraints and terrain issues. The team identified that while the grant did not require ADA compliance, their proposal had claimed it would be implemented, and Kevin raised concerns about the lack of accessible parking paths and proper signage. The discussion revealed uncertainty about whether the installation would require repaving and power upgrades, with Kevin expressing worry about the impact on existing bushes and the limited financial resources available for repaving the entire lot.
Mosaic Chorus and Financial Update
The meeting covered two main topics: the Mosaic Community Chorus's upcoming performances and the treasurer's report. Kevin reported that the chorus had accepted one or two invitations to sing for congregations, with their first performance scheduled for Emmanuel United Methodist Church. The treasurer's report showed strong financial performance, with Kevin noting that collections and investment accounts were doing well, and the church had a surplus of about $4,000. There was also a discussion about Breeze, their online giving platform, and the need to improve visibility into different types of donations and their sources.
Church Financial Planning and Updates
The meeting focused on the church's financial status, with Lee and Kevin discussing the preliminary budget and the need to maintain accurate expense projections despite some members paying out of pocket. Kevin mentioned adjustments to Pastor Angela's compensation, balancing salary and pension to maintain the same net value as last year. Natalie presented the Gift Acceptance Policy for review and pre-vote approval, which will be formally voted on at church conference. The group celebrated improved financial health, noting that recent months' collections were significantly higher than expected, reversing a previous trend of underperformance.
Church Gift Acceptance Policy Discussion
The group discussed a gift acceptance policy for the church, focusing on how donated assets would be treated under the denomination's trust clause. Natalie explained that while the policy isn't legally binding, it serves as a guide for evaluating potential gifts, with the goal of aligning donations with church values and mission. The policy, inspired by the Mid-Atlantic United Methodist Foundation's sample, will be posted on the church's legacy giving website to help potential donors understand what types of gifts are welcome. Lee noted that while such unique gifts might be rare, having a clear policy in place would help facilitate discussions with donors.
Gift Policy and Endowment Updates
The meeting focused on the gift acceptance policy draft, which Lee moved to educate the congregation in preparation for voting at the upcoming Charge Conference on November 1st. Natalie reported that the Endowment Committee is working on the endowment policy, using a boilerplate sample from the Mid-Atlantic United Methodist Foundation, and will compile input from the Admin Board and Council of Ministry before their next meeting. The committee also discussed plans to launch online giving, which will be announced in the next newsletter and promoted with flyers at church on September 7th.
Donation System Implementation Update
The team discussed the implementation of a donation system, including the creation of categories for different types of gifts and the development of a giving section on the website with a QR code. Natalie reported progress on a newsletter article and a how-to sheet, as well as plans for incorporating the donation information into pre-service slides. The group also touched on the potential for future Breeze accounts for tracking giving, but decided not to roll this out immediately. The conversation ended with a brief update from Council of Ministries and a prayer for those affected by recent storms.
AI can make mistakes. Review for accuracy.
	Please rate the accuracy of this summary. 
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Sample Zoom Summary



Administrative Board Meeting Summary
August 21, 2025
[You must enter the names of everyone present at the meeting—Zoom and ChatGPT will not do that for you.]
Pastoral Updates
Pastor Angela reported on:
Letters being prepared for inactive members.
Nominations work with Lay Leadership.
Fall stewardship campaign planning.
New partnership with Cradle Rock Elementary (block party).
Green Team revival with Katie Weston as chair.
Church Fund Management
Ongoing challenge: finding enough counters for weekly deposits.
Proposal: safe for bi-weekly deposits (2nd & last Sundays).
Motion approved: spend up to $300 on a safe, purchased with church credit card.
Safe location and installation to be confirmed with Kevin.
Facility Updates
Sanctuary closet water leak caused kitchen damage below; repairs expected by Sunday.
Safe installation: concern about sheet metal studs not supporting a wall-bolted safe.
Gift card storage needs reviewed (larger, more secure solution required).
EV Charger Grant
Grant proposal raised concerns:
ADA accessibility issues (paths, signage, terrain).
Possible need for repaving and power upgrades.
Budget limitations and landscaping impacts.
Mosaic Chorus
Accepted one or two invitations to sing; first performance at Emmanuel UMC.
Financial Updates
Treasurer’s report: strong financial health.
Surplus of ~$4,000.
Collections and investments performing well.
Budget adjustments made for clergy compensation (salary/pension balance).
Breeze donation tracking: need for clearer categories.
Policies & Planning
Gift Acceptance Policy:
Draft reviewed; based on Mid-Atlantic UM Foundation.
Will be voted on at Church Conference (Nov. 1).
To be posted on legacy giving website.
Endowment Policy:
Committee developing draft.
Input requested from Admin Board and Council of Ministries.
Online Giving
Implementation underway:
Donation categories being developed.
Website giving link and QR code in progress.
Newsletter article, flyer (Sept. 7), and slides planned.
Training/how-to sheet in development.
Council of Ministries
Will resume regular meetings for ongoing updates.
Follow-up Table
	Task
	Responsible
	Deadline

	Research & purchase safe (≤$300) with church credit card
	Phil
	ASAP

	Confirm safe installation location & requirements
	Phil + Kevin
	Before purchase

	Investigate Breeze deposit categories, clarify large deposits
	Fred
	Next meeting

	Provide operating assessment & RFR values for OBIC
	Clara → Kevin
	Next budget cycle

	Update budget with clergy compensation revisions
	Kevin
	Next Admin Board

	Official vote on Gift Acceptance Policy
	Admin Board
	Nov. 1 Church Conference

	Develop Endowment Policy draft with input
	Endowment Committee (Natalie lead)
	Before next committee meeting

	Compile policy input from Admin Board & Council of Ministries
	Endowment Committee
	Before next committee meeting

	Write newsletter article (Q&A on giving)
	Natalie → Judy
	This week

	Create how-to sheet for online giving flyers
	Natalie
	Sept. 7

	Design graphics & slides for giving announcement
	Lisa
	Sept. 7

	Add giving link to homepage
	Natalie + Mary Jo
	Sept. 7

	Align donation categories with Breeze & online giving
	Natalie + Fred
	Sept. 7

	Distribute Church Conference letters (inactive members)
	Angela
	Fall 2025

	Continue fall planning & Green Team activities
	Angela + Green Team
	Ongoing


[Please ad the date of the next meeting.] 
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