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PNWU Guide for Creating a Meeting Agenda
The agenda should be compiled the week prior to the meeting and distributed to all committee members no later than 24 hour in advance (preferably 2 to 3 days in advance).  The agenda serves as the template for the minutes and serves to keep the meeting moving and accomplish the needed tasks.  If there are no action items for a meeting, consider compiling a report of contributions from committee members in lieu of meeting.

FORMAT:The name, date, time, location may be centered.  Using the PNWU-COM logo is optional.


Name of Committee or Group
Date
Time
Location
Actions prior to meeting: (list specific tasks to be done before the meeting occurs such as, read minutes from previous meeting, review attached documents. . .)
Agenda: (provide a time frame for each agenda item, list person(s) responsible for presenting/facilitating each agenda item, note action items or list them separately)

 (Sample #1)
Bylaws Committee Meeting
[bookmark: _GoBack]May 8, 2010
11:00 a.m.
Rainier Boardroom

Prior to meeting please read and make any notes on the current adopted bylaws (attached) regarding possible updates/changes and bring your copy with you.

Agenda:
11:00		Review purpose and function of the Bylaws Committee		Dr. Welby
11:15		Review Articles one and two						Dr. Quinn
Noon		Lunch delivered (working lunch)
1:00 p.m.	Review Article three							Dr. Quinn
2:00 p.m.	set next meeting date, time, place, & agenda				Dr. Welby




[image: ]Pacific Northwest University of Health Sciences
Committee Name (Sample #2)
	DATE:
	
	TIME:
	
	LOCATION:
	

	Conference Room  Call In: Toll-Free Number: 


	Item # or Time
	Facilitator
	Pg #

	1. 
	Call to Order
	Chair
	

	2. 
	Reading/Approval of Minutes
	
	

	3. 
	Educational Presentation:

	
	

	4. 
	Announcements
	
	

	5. 
	Reports (sub-committees or others)
· 
	
	

	6. 
	Unfinished Business:
· 
	
	

	7. 
	New Business:
· 
	
	

	Adjourn:  

	ADDITIONAL ITEMS/UPDATES:

	Next meeting:     	
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Yakima CME Meeting Agenda

	DATE:
	June 13, 2011
	TIME:
	7:00 am
	LOCATION:
	PNWU IH Rainier Room



	Item(s)
	Facilitator
	Section

	7:00
	Call to Order
	Dr. Sutton, Chief Academic Officer
	

	7:02
	Reading/Approval of Minutes
	Committee
	##

	Unfinished Business:
	
	

	7:05 
	Collaborative Areas:
· CME calendar (pnwu.org)
· CME application forms
	Dr. Sutton

Amber, Charlene, Vikki
	
Handout

	New Business:
	
	

	7:10 
	Yakima CME Committee proposal
	All
	##

	7:17
	CME Coordinator and CME Assistant job descriptions
	All
	##

	7:35
	Financial commitments
	All
	

	8:00
	Summary, wrap up, clarify assignments
· Set next meeting date
	Dr. Sutton
	

	Adjourn:  8:15 am 






PNWU Guide for Creating Meeting Minutes
The name, date, time, location may be centered.  Using the PNWU-COM logo is optional.

FORMAT:
Name of Committee or Group
Date
Time
Location
If the committee has permanent/elected members use a table (X = present)
	X
	Dr. Welby, Chair
	X
	Dr. Quinn, Secretary 

	
	Dr. Jekyll, member
	X
	Dr. Who, member

	X
	Dr. Seuss, member
	
	Dr. J, member


If the committee has changing members:
Present: Dr. Welby, Chair; Dr. Quinn, Secretary; Dr. Who, Dr. Seuss
Absent: Dr. Jekyll, Dr. J.
(Be sure to indicate if guests are present at the meeting)

Called to order at (time), by (usually chair)

· Remember that meeting minutes are for future and outside readers as much as they are for the people present. Make sure whatever you write down will be clear to people coming into the process at a later time. 
· Typing meeting minutes on a laptop can make the process quicker and easier; however, a pen and paper work well, too, and might keep you from writing down too much information. 
· Use the meeting agenda as an outline for the minutes. 
· Details do not belong in meeting minutes. Do write down any motions and decisions made, including specific actions to be followed and by whom.  Also write the key findings of any reports. 
· Use bullet points to make the minutes easier to read. Each bullet statement should represent a different finding, discussion, or decision. Use nested bullets (bulleted statements within a bullet) if appropriate. 
· Make a note of issues that were tabled until future meetings; this will serve as an important reminder to the board of things that still need to be done. 
· Transcribe or review minutes as soon as possible after the meeting, while your memory of what happened is still fresh. 
· Proofread the minutes for typos and omissions, and then provide to the committee chair for his/her review before being published and/or sending to appropriate entities.

Adjourned at (time)
Next meeting: (date, time, place)
Agenda items for next meeting: (list, this is where the tabled items would reappear)
Minutes submitted by (name and title)

Note the optional footer.  Having a footer will allow one page to be used as reference rather than printing the entire document.  Regardless of the footer, the document needs page numbers if over one page in length.  




MINUTE SAMPLE #1
Bylaws Committee Meeting Minutes
May 8, 2010
11:00 a.m.
Rainier Boardroom

	X
	Dr. Welby, Chair
	X
	Dr. Quinn, Secretary 

	
	Dr. Jekyll, member
	X
	Dr. Who, member

	X
	Dr. Seuss, member
	
	Dr. J, member



Meeting called to order at 11:05 a.m. by Dr. Welby, Bylaws Committee Chair

Review purpose and function of the Bylaws Committee		
· Dr. Welby read the purpose and function statement as provided by the bylaws – no discussion

Review Articles one and two (see attached draft bylaws 05 08 10)
· Changes were proposed to Article 1.2 and 1.4 by Dr. Seuss (to more closely reflect the COCA standards)
· Changes were proposed to Article 1.3.1 and 1.3.3 by Dr. Who (to eliminate ambiguity) 						
Lunch delivered at noon (working lunch)
· Changes were proposed to Article 2.4.3 and 2.4.4 by Dr. Quinn (to shift treasurer to oversight from actually performing the functions)

Review Article three
· Changes were proposed to Article 3.5 by Dr. Who (to more closely reflect the COCA standards)							

Adjourned at 2:00 p.m. by Dr. Welby, Bylaws Committee Chair

Next meeting:	May 17, 2010
		8:00 a.m.
		Rainier Boardroom

Tentative agenda:
· Review, in advance, the proposed changes and be ready to refine
· Review and propose changes to Articles five through fifteen

Minutes respectfully submitted by 


Dr. Quinn, Bylaws Committee Secretary

		DATE:
	
	TIME:
	
	LOCATION:
	

	

	Pres
	Members:
	Pres
	Members:
	Pres
	Members:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	P: Present     T: Present via Polycomm     A: Absent     X: Proxy provided (if allowed)





[bookmark: MinuteTopic][bookmark: MinuteItems][bookmark: MinuteDiscussion]
	#
	ITEM
	DISCUSSION
	ACTION

	1. Call to Order:
	

	2. Reading of Minutes
	
	

	Educational Program:
	

	3. 
	
	
	

	Announcements:
	

	4. 
	
	
	

	Sub-Committee Reports:
	

	5. 
	
	
	

	Unfinished Business:
	

	6.  
	
	
	

	New Business:
	

	7. 
	
	
	

	Adjournment:
	



	NEXT MEETING:
	

	Submitted by:
	Attested by:


	Minute Taker
	Committee Leader/Chair
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