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Governance Council Committee Meetings
SAMPLE 

Agenda / Minutes

	( INSERT Committee NAME) Educational Spaces Committee 

	Date of Agenda Posting:
	October 29, 2013 (must be dated at least 5 days to meeting date)

	Meeting Date:
	November 12, 2013

	Meeting Start Time: 
	2:00 PM

	Meeting Actual Start Time: 
	(To be filled in on actual meeting date)

	Meeting Location:
	Room 4090  Knight Campus

	Meeting Secretary : 
	Elect member of the committee to take notes


Member Attendance
	Committee Member Name
	Title
	Present
	Notes

	Insert in this template the names and other information of all members of the committee.  Doing so will make it easier to record attendance at each meeting by simply inserting “Y” or “N” at each meeting in the third column.
	
	Y/N
	An example of a type of note to include:  Mr. Smith participated via teleconference from the Lincoln campus.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Guests in Attendance
	
	
	

	You will need to create a sign in sheet for each meeting for guests who attend.  Later you can enter their names into the form for each meeting.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Agenda
	Agenda Item 1
	Notes on Discussion

	Getting Started:
· Introductions

· Review of Committee’s Role- See Governance document
· Review of Robert’s Rules of Order- See Appendix IV
· Electing a Chair/Secretary
· Agree on meeting dates throughout the rest of the year

· Committee votes on who will serve a one-year term and who will serve a two-year term


	Example: Provide a brief summary of discussion; “Convener asked everyone to introduce themselves, including committee members and guests.  Reviewed and distributed copies of Robert’s Rules of Order.
We elected a chair (name) and secretary (name) for the committee.

Committee voted on which positions would be one-year terms and which positions would be two-year terms.

	Agenda Item 2
	Notes on Discussion

	Convener will have circulated a call for agenda items, and these will be listed in these spaces.
	

	Agenda Item 3
	Notes on Discussion

	
	

	(and so forth) 
	

	
	


Meeting Action Items

	Action
	Assigned To
	Deadline

	Example: Posting the minutes electronically
	Secretary
	7 business days after conclusion of meeting

	Example: Items approved by committee
	Chair – forward to Senior officer
	7 business days after conclusion of meeting

	
	
	


Decisions Made

(Document any decisions made during the meeting) 

	Decision 1
	

	Agenda Item 1
	Example: Elected Mary Smith as Chair and John Adams as Secretary.
Committee voted the following positions to be one-year terms and the remaining positions to be two-year terms:  See the results as listed here:

Note:  The committee voted to accept a “draw-from-the hat” process in which 7 slips were identified as two-year terms and 6 slips were identified as one-year terms; total committee members = 13.

	Decision 2
	

	Agenda Item 2 
	Approved proposal to designate Room 2010 Knight Campus for adjunct faculty to use for meetings with students from their classes; passed unanimously.

	(etc.)
	

	
	

	
	

	
	


Meeting End

	Meeting Schedule End:
	4:00

	Meeting Actual End: 
	Fill in actual time meeting adjourned

	Next Meeting Date:
	Tuesday, December 10, 2013

	Next Meeting Time:
	2:00

	Next Meeting Location: 
	Room 4090 Knight Campus (Note: You might want to reserve a room for the entire year of meetings)
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