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East Bay Chapter Society for Technical Communication

Administrative Council Meeting

Agenda and Council Reports for Month Year

Your Name & Role: (Example: Becky Rude, President)

Note: If you are filling more than one role, please complete a form for each role.

Your Report: 

Tell us what you did to fulfill your council duties and/or meet award requirements last month.

1. Example 1: Contacted members regarding filling vacant positions. Recruited Ashwini Tharval as Secretary, Hillary Russak to continue as VP of Arrangements.

2. Example 2: Wrote text to update chapter website: article regarding chapter awards announced at the June chapter meeting, Region 8 conference cancelled, new international issues SIG, and Prof Development SIG meeting announcement.

3. Example 3: Completed binder for archiving the documentation for our Award of Excellence. 

Your Action Items

List your action items from the last meeting minutes. Include the due date, status, and other relevant information.

1. Example 1: Create a new SIG. 
Due Date: 12/31/04 
Status: Completed 
Additional Info: New SIG has 500 members and posted 1000 messages since its launch on 01/15/04. 

2. Example 2: Forward information to PR Manager. 
Due Date: 11/1/04 
Status: Not completed. Haven't received information to compile. 
Additional Info: Waiting for information from volunteer. Will pursue other avenues if necessary. 

3. Example 3: Write an article for the newsletter. 
Due Date: 07/01/04
Status: Not completed. Will write two articles next month instead. 
Additional Info: Haven't finished reviewing the material. 

Old Business

List any old business items here to be sure these get carried into this month's agenda under Old Business. Add your name to the item so it can be copied into the agenda.

1. Example 1: Last month's decision to not sponsor Touchstone. [Your Name]

2. Example 2: Positive or negative feedback on last month's speaker, meeting turnout, etc. [Your Name]

New Business

List any new business items here to be sure these get carried into this month's agenda under New Business. Include a brief explanation for this item. Add your name to the item so it can be copied into the agenda.

1. Example 1: Appoint Ashwini Tharval as Secretary. [Your Name]

2. Example 2: Decide whether to authorize funds for the 2005 regional conference. [Your Name]
Last year EBSTC lent the conference $300, which has still not been repaid. As the conference was cancelled and is in financial trouble, it’s not known whether the loan will be repaid. Next year’s conference chair is asking chapters to again loan at least $200 to reserve the conference facilities. My opinion (Becky) is that we should not loan any more money until the region does market research on what members want and whether they want a conference next year.

Send your council report to the Secretary by the deadline: 

Send your report as a Word doc file using the filename format: ROLE_CURRENT_MEETING_MONTH_YEAR. For example, a Word doc might be PresAug2004.doc.

Email it no later than the COB (close of business) the Friday prior to the council meeting to ashwinitharval@yahoo.com.
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