Interagency Committee of State Employed Women (ICSEW)

Policy No.: 110.1

Policy Name:  Meeting Minutes Procedure

PROCEDURE

A record of the proceedings is taken at all ICSEW general membership and executive

board meetings and are called “minutes.” The fundamentals of the record are as

follows:

e The type of meeting (regular or stated, special, adjourned regular, or adjourned
special).

e ICSEW name and/or subcommittee name as applicable.

e Date and place of meeting.

e The presence or non-presence of the ICSEW chair and executive secretary, or, in
their absence, the names of their designees.

e The approval or non-approval of previous meeting’s minutes, the dates of the
meetings being given when it is customary to occasionally transact business at
other than the regular business meetings.

¢ All the main motions (except those withdrawn) and points of order and appeals,
whether sustained or lost, and all other motions that were not lost or withdrawn.

¢ The hours of meeting and adjournment, when the meeting is solely for business.
Generally the name is recorded of the member who introduced a main motion.

The executive secretary shall prepare and make available meeting minutes for board
approval within 14 days of the event.

The minutes are approved by the executive board by e-mail within 7 days.

When approved by the executive board they shall be published on the ICSEW web
site and sent to the general membership.

In the absence of further discussion of the minutes, the minutes shall be deemed
approved by the general membership within 72 hours of publishing.

RELEVANT LAWS/RESOURCES
Robert, General Henry M., Robert’s Rules of Order Revised (most current).
http://www.rulesonline.com/
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