•
•

if they are recorded, discussion summaries should be concise and not identify statements
made by individuals.
All motions, resolutions, and outcomes are clearly identified

4 STANDARDS FOR SUBMISSIONS TO THE BOARD
Covering Memo
Content: a memo from the chair of the standing committee, or area represented, addressed to the
Board, sent to the Chair of the Agenda and Governance committee. Use the template provided by the
Agenda and Governance Committee or the President's office.
What to include in the memo
Preamble: For requests for the Board to make a decision or recommendation, in the opening
paragraph, indicate what the request/recommendation is, and what committee/area is making the
request. Also, provide an outline of the consultation which has taken place with other standing
committees, administration, faculty, staff, or other unit of the institution, complete with appropriate
supporting documentation, and dates of any consultations, in order to assist the Board in making an
informed recommendation or decision.
For reports to the Board of an update nature, the report should be a concise summary with dates of
meetings attended, or an outline of major milestones achieved, project status, whether timelines and
project budgets are being met, or a similar contextual outline.
Motion or Recommendation: The next paragraph will be a formal motion for Board consideration if a
decision is being requested. For reports of an update nature, a motion to approve the report may be all
that is required.
Provide supporting documents
Track changes format: if applicable (the Board is being asked to consider changes to an existing
document) supporting documentation will include documents with tracked changes which visually
outline what revisions are being proposed to policies, programs, and other items for Board
consideration. Word and PDF copies of memo and exhibit items are requested.

5 STANDARDS FOR COMMITTEE MEETINGS

Committee meetings, generally considered to be working group meetings, need not follow many of the
formalities intended for materials to be presented to the Board. However, the standards of content and
confidentiality outlined in this policy still apply and must be adhered to. An agenda should be
provided and minutes may be of a summary nature. All motions,resolutions, and outcomes must be
clearly identified in the minutes. All committees are deemed to meet in a closed session unless
otherwise specified.
6 ACCESS
•
•
•

The Board Chair has authority to deem as confidential any Board agenda item or document
related to an agenda item
The President's office is responsible for determining the location of and controlling access to
Board documentation and materials
the agenda of an open Board meeting is published on the BINM website once it has been
released by the Agenda and Governance Committee
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•
•
•

minutes of an open Board meeting are published on the BINM website after they have been
approved by the Board at a subsequent board meeting.
The agenda, minutes, and all attachments of a closed Board meeting remain confidential, and
printed copies may be collected after a closed session has adjourned
the agenda, attachments, and minutes for a closed Board meeting are not published on the
BINM website. These items will be locked and stored separately from the agendas and
materials of open Board meetings, and have restricted access to only those persons authorized
by the Board Chair to view confidential Board information.
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