Recording Effective Meeting Minutes

This document outlines the main requirements and techniques for recording meetings for formal
committees.

The Senate Bylaws state that standing committees of Semititeperate under theerms of reference of,

Recordingninutes
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Recording/oting outcomes
Usually voting outcomes are clear and there is no needdount the votes
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For a substantive or contentious amendment, the group may want to record it separately, even iffrules o
order suggestourecordonly the final wording of the motion.

Recordinggddenda

An agenda item added to the agenda aftergtsblication is to be recordeih the minutes asn addendum.
Any item distributed or circulated as part of the new agenda itetn ¥ dtachedto the minutesof the
meetings as an appendiExample A proceduresiocument titled Effective Senate Meetir(hereby known
as Appendix A in the minutesas circulated to theommitteefor review.

Recordindoelayd or Avoicd Voting

The following indicates how to record decisidasielay or avoid a direct vote on aotion:

Motion How to record

Move to postpone consideration of the main MOTIONTHAT (groupdupports postponement

motion to afuture date of themotionuntil (date) meeting.

Move to table the motion MOTIONTHAT (group) supports the tabling of
the motionuntil later in the meetingn order that
(action to be taken).

Request that the motion be withdrawn

Note:
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