Sonoma State University Sub/committee Full Name (Abrv.) Meeting Minutes	Comment by Meredith Spires: Example: Faculty Standards and Affairs Committee (FSAC)
Meeting Date (Format = Month Day, Year)	Comment by Meredith Spires: Example: December 31st, 1999	Comment by Meredith Spires: Should the need arise… See By-laws for information on requesting meeting date and/or time changes from the posted public faculty governance meetings schedule.
Scheduled Start Time XX:XXpm-End Time XX:XXpm; Location/s	Comment by Meredith Spires: Example: 3:00pm-5:00pm	Comment by Meredith Spires: “Sonoma State University” In-Person Space “& Online” if hybrid or HyFlex or “Online” if online onlyAttendees: (members present, full name); Proxies: (if applicable); Absent: (members w/o proxy); Guests: (non-member presenters)

Adoption of Agenda – (Result)	Comment by Meredith Spires: Example: Adopted with the addition of a Special Report: Faculty Governance Meeting Minutes from the Academic Senate Analyst, S. Seawolf
Minutes of (Date of minutes draft for approval) – (Result)	Comment by Meredith Spires: Example: 12/17/1999	Comment by Meredith Spires: Example: Approved with the correction (detailed)
Information Items & Announcements:
· (“Info:” precedes information items to signal the difference; Announcements have no prefix. An Information Item is usually an item for which a document or other meeting material has been provided in the packet, whereas an announcement does not require additional meeting materials to be provided beyond the agenda document)
Business Items:	Comment by Meredith Spires: A Business Item is any item that requires an action from the Sub/committee.
· Item – Presenter; Time Certain
· (content key points or summary)
· Discussion: 
· (discussion content key points or summary)
· Result: 
Special Reports & Discussion Items:	Comment by Meredith Spires: A Special Report or Discussion Item do not inherently require an action/decision from the Sub/committee. If an action item arises from the special report or discussion, a Business Item should be agendized at a subsequent meeting.
· Item – Presenter; Time Certain
· (content key points or summary)
· Questions & Comments:
· (questions and comments key points and/or summary)
Standing Reports:	Comment by Meredith Spires: A Standing Report is a report expected to be given at every meeting occurrence.
· [bookmark: _Hlk147993976]Report Giver Role and/or Area – First Initial. Last Name	Comment by Meredith Spires: Example: Academic Senate Analyst – S. Seawolf
· 
Occasional Reports:	Comment by Meredith Spires: An Occasional Report is a report that may be given with some frequency less than every meeting. The differentiation between Standing and Occasional Reports communicates and guides member and guest expectations around meeting content.
· Report Giver Role and/or Area – First Initial. Last Name	Comment by Meredith Spires: Example: Academic Senate Analyst – S. Seawolf
· 
Meeting Motions:	Comment by Meredith Spires: Motions not tied to another agenda category like Business Items. Example: a motion to extend the meeting
· Motion: (motion-er name): (motion text); Second: (second-er name); Result: (Result)
Next Steps or Carry Over:
· (Postponed items, foreseen future items as a result of this meeting, 2nd readings, etc.)
Good of the Order:
· Item – Presenter (First Initial. Last Name)
Adjourned.
[bookmark: _Hlk238891597]Meeting Minutes prepared by: (Minute Taker First Initial. Last Name)	Comment by Meredith Spires: Example: S. Seawolf
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