Proposed , Revised Procedures Policy for Recording, Preparing, and Distributing the Minutes of the 
Willowbank County Service Area (WCSA) Advisory Committee

Approved byPresented to the WCSA Advisory Committee for action at its August 25January 19, 20210, Meeting

In a June 25, 2020, e-mail note to the members of the Advisory Committee, the Chair suggested trying out a new process for preparing and reviewing the meeting minutes.  The Chair proposed that if the process worked acceptably to present it to the WCSA Advisory Committee at the August 25, 2020, meeting for approval.  The goal of the new processthis policy is to reduce the time taken to get complete and distribute the draft WCSA Advisory Committee minutes out to the Advisory Committee Members  and to residents of the WCSA, while at the same time maintaining the high quality of the notes.  A second and equally important goal is to reduce the time spent at WCSA meetings by Committee Members in the review of the minutes.  The basic concept is to streamline the process by eliminating unnecessary reviews and to give more authority to the volunteer Recording Secretary (RSC) as to both form and content..  Based on the trial run, the Chair recommended, and the Advisory Committee approved, the procedure described below:

1) RSC prepares the draft minutes from his/her notes and from a voice recording (digital or analog) of the WCSA Advisory Committee Meeting.
2) The RS consults with the Chair and may, at his/her discretion, consult with a less-than-quorum subset of the sitting Members. (The Chair and one or two Committee Members, depending on the number of vacancies on the Committee at any particular time.)
3) RC sends the draft minutes to the Chair for distribution to the WCSA Committee Members, the District 4 Supervisor’s Office, and to select County staff.
4) All recipients review the minutes and provide feedback, as appropriate; additions/deletions to be made in tracking via Microsoft Word and sent DIRECTLY to RC (not to “Reply All”).
5) The RSC considers input received and prepares a Final Draft set of minutes, which is sent to the Chair for distribution to the WCSA Advisory Committee e-mail list (includes, Advisory Committee Members, Residents of the WCSA, and appropriate certain Yolo County Officials, and others, as appropriate).
6) At the subsequent Advisory Committee Meeting, approval of the minutes of the previous meeting will be placed on the agenda and a vote will be taken. At the Chair’s discretion, he/she may send out the Final Draft minutes one last time just before the upcoming meeting as a last chance opportunity for the Members to make sure that there are no significant changes that need to be made.  Any suggested changes to be sent directly to the RC who will make the final call on whether or not to include the suggested changes.  
7) If the RC should decide to make changes to the Final Draft he will notify the Chair so that the Chair can make the Advisory Committee aware prior to its taking action at the upcoming meeting.  
8) [bookmark: _GoBack]If a Member believes that he/she has identified a significant change discrepancy or error in the draft minutes, to which the RC has not responded, the Member should make a motion at the meeting to modify the item.  If there is no second, the motion dies.  If there is a second, then the body, after ensuring itself that the issues are understood, votes the change up or down, the majority prevailing, or asks the RS to review the recording and revise the minutes as appropriate for approval at the next meeting.
9) After the minutes have been approved for a particular meeting, the RS disposes of the recording of that meeting.
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