Requirements for Board Meetings & Minutes

	Approved by:
	S. Parsons
	Chairperson

	Concurred by:
	P. Carnwith
	Secretary

	Revision:
	01
	 

	Approval Date:
	October 1, 1999
	 

	Review Date:
	October 2001
	(2 years)


Index

Revision Abstract
1.0 Purpose
2.0 Policy
3.0 Requirements for Board Meetings
4.0 Requirements for Board Minutes

Revision Abstract

	Rev
	Date
	Revision Details

	01
	1999/10/01
	· Summer teleconference meeting changed from mid July to mid August. 

· Added note from the Constitution that the represented organization is required to appoint a qualified member to the Board. 

· Added point that a regular members should appoint an alternate in their absence and that the alternate has the right to vote on their behalf. 

	00
	1997/09/19
	· New Policy. 


1.0) Purpose

This policy outlines the OEC Advisory Board's overall policy and requirements for Advisory Board meetings and minutes.

2.0) Policy

The Board shall meet on a regular basis in order to advise and oversee the progress of the OEC Organizing Committee and to conduct Board business.

Meetings shall be called with sufficient advance notice to allow for the schedules of the participants.

The Chairperson of the Board is responsible for organizing the meeting, setting the agenda, inviting the participants, and ensuring that minutes are taken and distributed.

3.0) Requirements for Board Meetings

The Board shall meet seven times per year. Three of the meetings shall be face to face meetings. The remaining four shall be teleconference. The schedule for the meetings is as follows:

1. late March - Teleconference 

2. late May - Face to Face 

3. mid August - Teleconference 

4. mid September - Face to Face 

5. late November - Teleconference 

6. mid January - Teleconference 

7. mid February (Sunday following
OEC) - Face to Face 

The suggested agenda for each meeting is available here:
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The Chairperson is responsible for setting the final date and time for the meeting. Meetings shall be held during normal business hours except the mid February meeting. Any Board member may request the Chairperson to call an additional meeting in the event of unusual or emergency circumstances.

The Chairperson is responsible for arranging the location of the meeting. Meetings shall be held in a convenient central location.

The represented organization on the Board is responsible to appoint a qualified and interested individual to sit on the Board. In the event that the regular member can not attend a scheduled meeting, that person is responsible to appoint the most qualified person to sit on their behalf. When sitting for a regular member, the alternate member carries all of the rights and responsibilities of the regular member, including the right to make, second, and vote on motions.

The Chairperson is responsible for extending invitations to all members of the Board. Meetings will be called approximately one month prior to face to face meetings and one week prior to teleconference meetings in order to allow for scheduling of the participants.

Observers or other interested parties may attend the meetings at the discretion of the Chairperson. The Chairperson is responsible for setting the agenda for the meeting. Any Board member may request the Chairperson to add additional items to the agenda.

The rules of order to be followed shall be set by the Chairperson.

4.0) Requirements for Board Minutes

The Chairperson is responsible for appointing a Recording Secretary at the start of each meeting. The Recording Secretary shall be a member of the Board, but will not be one of the major participants (e.g. current OEC Committee Chairperson, Advisory Board Chairperson).

The Recording Secretary is responsible for taking accurate and complete minutes. Particular attention shall be paid to results of discussions, decisions, motions, results of votes, and actions.

The Recording Secretary shall send the completed minutes to the Chairperson for review and comment within one week after the meeting. The Chairperson shall return the comments within one week of receiving the minutes.

The Recording Secretary shall prepare final minutes and distribute the minutes to the Board no later than three weeks after the meeting. The Recording Secretary is responsible for the distribution of the minutes. If the Recording Secretary will incur personal out of pocket expenses to distribute the minutes, arrangements can be made with another Board member to distribute the minutes.

_1291245874.doc
Meeting Agenda General Framework for One Year


Index


1) Late March - Teleconference
2) Late May - Face to Face
3) Mid August - Teleconference
4) Mid September - Face to Face
5) Late November - Teleconference
6) Mid January - Teleconference
7) Mid February (Sunday following OEC) - Face to Face


1) Late March - Teleconference


1. Welcome, introductions, and opening remarks 


2. Review and approve previous minutes 


3. Past OEC 


· progress and financial update 


· review latest milestones document 


· any other business 


· questions / problems ? 


4. Current OEC 


· progress and financial update 


· review latest milestones document 


· any other business 


· questions / problems ? 


5. Future OEC 


· brief update 


6. Any other business 


7. New business 


8. Business for future agendas 


2) Late May - Face to Face


1. Welcome, introductions, and opening remarks 


2. Review and approve previous minutes 


3. Past OEC 


· review formal Progress & Financial Report to the Board 


· review latest milestones document 


· review Turnover & Transition Report 


· any other business 


· questions / problems ? 


4. Current OEC 


· review formal Progress & Financial Report 


· review latest milestones document 


· any other business 


· questions / problems ? 


· brainstorming session (10 minutes) 


5. Future OEC 


· review appointment of Chairperson of the OEC Organizing Committee 


· brief update 


6. Review / approve Official Rules of the Ontario Engineering Competition 


7. Review / approve policies & procedures as required 


8. Any other business 


9. New business 


10. Business for future agendas 


3) Mid August - Teleconference


1. Welcome, introductions, and opening remarks 


2. Review and approve previous minutes 


3. Past OEC 


· progress and financial update 


· review latest milestones document 


· Post Publication and Turnover & Transition Report status 


· any other business 


· questions / problems ? 


4. Current OEC 


· progress and financial update 


· review latest milestones document 


· any other business 


· questions / problems ? 


5. Future OEC 


· brief update 


6. Any other business 


7. New business 


8. Business for future agendas 


4) Mid September - Face to Face


1. Welcome, introductions, and opening remarks 


2. Review and approve previous minutes 


3. Past OEC 


· review final formal Progress & Financial Report to the Board 


· review final milestones document 


· review final Turnover & Transition Report 


· review Post Publication 


· any other business 


· questions / problems ? 


· past OEC closeout 


4. Current OEC 


· review formal Progress & Financial Report 


· review latest milestones document 


· any other business 


· questions / problems ? 


· brainstorming session (10 minutes) 


5. Future OEC 


· review organization and roles and responsibilities of OEC Organizing Committee 


· review preliminary milestones document 


· brief update 


6. Review / approve policies & procedures as required 


7. Any other business 


8. New business 


9. Business for future agendas 


5) Late November - Teleconference


1. Welcome, introductions, and opening remarks 


2. Review and approve previous minutes 


3. Current OEC 


· progress and financial update 


· review latest milestones document 


· any other business 


· questions / problems ? 


4. Future OEC 


· brief update 


· review appointment of remaining positions to the OEC Organizing Committee 


· review latest milestones document 


5. Far future OEC 


· Bid invitation list 


6. Any other business 


7. New business 


8. Business for future agendas 


6) Mid January - Teleconference


1. Welcome, introductions, and opening remarks 


2. Review and approve previous minutes 


3. Current OEC 


· progress and financial update 


· review latest milestones document 


· any other business 


· questions / problems ? 


4. Future OEC 


· brief update 


· review latest milestones document 


5. Any other business 


6. New business 


7. Business for future agendas 


7) Mid February (Sunday following OEC) - Face
to Face


1. Welcome, introductions, and opening remarks 


2. Far future OEC 


· Selection of Host University of the Ontario Engineering Competition 


3. Review and approve previous minutes 


4. Current OEC 


· OEC weekend in review by Organizing Committee Chairperson 


· comments from the Board 


· review any problems with the Official Rules 


· review formal Progress & Financial Report 


· review latest milestones document 


· any other business 


· questions / problems ? 


5. Future OEC 


· review formal Progress & Financial Report 


· review latest milestones document 


· questions / problems ? 


· brainstorming session (10 minutes) 


6. Review / approve policies & procedures as required 


7. Any other business 


8. New business 


9. Business for future agendas 



