Jack’s email
12-8-08

I propose the following process for conducting the committee meetings.  This approach may initially take more effort prior to the meetings, but I think it will benefit all by making the meetings more efficient.
 

General outline of agenda:
 

(1)     Opening activities
(2)     Old Business
(3)     New Business
(4)     Informational Items
(5)     Closing Activities
 

Items (2) and (3) shall be limited to topics that require BOD action.  Each item under old or new business should contain (a) an executive summary, (b) supporting documentation and (c) a recommended motion.  The executive summary should be at most a one page outline of the issue that describes alternatives (when applicable), costs and benefits of each alternative (when applicable), time line for board action (if time is a constraint) and rationale for the recommendation.  Documentation should be presented in a format that allows BOD members to easily examine the relevant issues in order to make an informed vote.  Please make every effort to verify the accuracy of all data presented to the BOD.  Also, please limit supporting data to material that is relevant to the issue under review.
 

Item (4) should include items of note to the BOD that do not require BOD action in the near term.  Each item under the informational section should contain (a) an executive summary and (b) supporting documentation.  The executive summary should be at most one page.  It should provide a high level summary of the supporting documentation and a brief statement describing the relevance to the BOD.   I will assume that everyone has read the informational items prior to arriving at the committee meeting.  Thus, committee time on these subjects will be limited to the administration answering questions from committee members.  Please don’t schedule informational presentations unless requested by a member of the committee.
 

Arthur and David are welcome to place items on the agenda at any time.  They don’t need my input, but I would ask the courtesy of an email to all committee members indicating items are being placed on the committee agenda.  I would also ask them to allow ample time for you to prepare the appropriate documentation.  If they are suggesting items for BOD action, please ask that they propose a motion for the committee to consider and that they offer you some guidance on the documentation they may like to see at the meeting.
 

If other BOD members want items placed on the CIT committee agenda, please refer them to me.
 

Thanks.
 

Jack
 

PS – Please call if you have questions.
