DIANA'S AGENDA FORMAT

Kim,
I do use the same format everytime.  This is one that Dennis suggested in Sitka with a few additions such as comments by committee members and assignments.   I type it up on my laptop and then whoever is there to take minutes can just write under each heading.  I also handed out the form that states what should be included in the minutes and what should not from VMI.  This has made minute taking much easier.
 

The format is as follows:  I also allow for public comment on each agenda item, but stopped putting this on the agenda.  I've tried to have members make a motion before we discuss something--and after 4 months they are finally becoming comfortable doing this.
 

1.  Call to order
2.  Roll Call
3.  Review and approval of agenda
4.  Approval of minutes
5.  Reports
6.  Public Comment on non-agenda items (limited to  
     3 minutes)
7.  Unfinished business
8.  New business
9.  Additional comments by committee members
10. Assignments
11. Adjournment
 

Diane
