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ASSOCIATED STUDENTS




BCU (from agenda) Minutes/Action Summary
Associated Students 

DATE, TIME (from Agenda) 

LOCATION (from Agenda)

Minutes/Actions recorded by: NAME
CALL TO ORDER TIME by NAME, Chair
A. MEETING BUSINESS
A-1. Roll Call 
	Name
	Note:

 absent (excused/not excused)

arrived late (time)

departed early (time)

proxy (full name)
	Name
	Note:

absent (excused/not excused)

arrived late (time)

departed early (time)

proxy (full name)

	Pre-entered Name
	
	Pre-entered Name
	

	Pre-entered Name
	
	Pre-entered Name
	

	Pre-entered Name
	
	Pre-entered Name
	


A-2. Acceptance of Excused Absences 
MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
A-3. Acceptance of Proxies 
MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
B. PUBLIC FORUM

a. Announcements/Information/Introductions
b. Testimony for items on today’s agenda (out of order)

c. Appreciations/Concerns
d. Request to have item added to today’s agenda

Note speakers’ names and affiliation, and request, if any. There should not be any motions.
C. REPORTS  
Brief reports on matters relevant to the BCU and matters of general interest to the public in attendance.  

C-1. Advisor’s Report 
Note speakers’ names and affiliation; bullet list of topics. There should not be any motions.
C-2. Executive Officer’s Report(s) 
Note speakers’ names and affiliation; bullet list of topics. There should not be any motions.
C-3. Group Project/Member Report(s)
Note speakers’ names and affiliation; bullet list of topics. There should not be any motions.
D. ACCEPTANCE of AGENDA/CHANGES to AGENDA 
The Chair may, with members’ consent, add items to the agenda for consideration at the current meeting if they meet one of the following criteria: 
a) Emergency Situation -- the issue falls within ten days from this meeting. 
b) Deadline -- if the issue arose after the agenda deadline and must be acted on before the next scheduled meeting.

MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
E. ACCEPTANCE of ACTION SUMMARY/MINUTES

E-1. Approval of our Action Summary/Minutes from DATE(S)
MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
F. ACTION ITEMS  
These are generally financial approvals. Detailed information and staff recommendations/reports are provided in attachments. Approvals of allocations of funds require Senate approval. Travel requests and exceptions to policy require Finance and Business Committee approval.

F-1. Old Business:  Items that were continued from some previous meeting date to this date for further discussion, usually after new research/information which was not available at the previous meeting.
a. Brief description and dates item continued from agenda
MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
Advisor/Staff Instruction/Request: INSERT if APPLICABLE
Responsible for Follow-through: NAME of PERSON/GROUP/N/A
Additional approval required: YES (Finance and Business Committee or Senate?)/NO
b. Brief description and dates item continued from agenda
MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
Staff/Advisor Instruction/Request: INSERT if APPLICABLE
Responsible for Follow-through: NAME of PERSON/GROUP/N/A
Additional approval required: YES (Finance and Business Committee or Senate?)/NO
F-2 New Business

a. Brief description from agenda 
MOTION/SECOND: Last Name/Last Name
Motion language
ACTION: Vote: X-X to APPROVE/DENY. 
Staff/Advisor Instruction/Request: INSERT if APPLICABLE
Responsible for Follow-through: NAME of PERSON/GROUP/N/A
Additional approval required: YES (Finance and Business Committee or Senate?)/NO
G. DISCUSSION ITEMS 
Items on which we may make a decision in the future. Public testimony is welcome. We will not make decision motions but may instruct members/staff to do research and/or place item on future agenda.
G-1.     Brief description & dates item continued from (if applicable)
Note speakers’ names and affiliation; bullet list of topics/suggestions/ideas. No motions unless administrative such as creating a committee, giving direction, or placing on a future agenda….
H. REMARKS
Note speakers’ names and affiliation; bullet list of topics. No motions

ADJOURNMENT
MOTION/SECOND to ADJOURN: Last Name/Last Name
ACTION: Vote: X-X to APPROVE/DENY. 
Vote Taken: TIME
General Note to Minute-Taker:


Use this document as instruction; begin with the agenda and “save as” replacing the word “agenda” in the document string with the word “minutes.”


Grey words are placeholders; please replace them with the applicable information. These notes are for your info and for the chair of the committee. The grey is a highlight to make it easy for you to see.  It should go away when you type in replacement info, if it does not, to remove highlight select whole section and choose “none” under highlights.   The blue will remain.


Fill in names at the beginning of the year and reuse. Adjust size of table as needed.





Note to Minute-Taker re: Absences and Proxies:


The BCU should make a single motion to approve excused absences and a single motion to approve proxies.  Be sure to record full names and time periods for each absence and proxy in the motion language. 





Please delete these notes as you go.








E-1 refers to this BCU’s approval of their own action summary from the previous meeting. 


If this committee ever has any other consent items, you can rename E. CONSENT ITEMS. They only need a single motion to approve all of them. That is what “Consent” means in this context.


Please delete these notes as you go.








Advisor Instruction/Request:


Only use this if the advisor gives some specific instruction/request that needs follow-through after the meeting.


Follow-through Instructions: Again, these will be called out if necessary.


Responsible for Follow-through: A name/group will be identified or, if no follow-through is needed, use “N/A.”








Currently the Note-taker sends the completed Action Summary to several email boxes.  It is our hope to pass legislation early in the year allowing you to send it only to the BCU advisor who will review it and complete distribution.


Omead will notify you if the legislation passes.  In the meantime continue to send to mailer@as; admin-reception@as and the execs.
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