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Meetings

1. The Minnesota State Council has the responsibility to conduct at least four (4) formal business meetings annually, in accordance with the current edition of Robert's Rules of Order. They may conduct in person or via tele-conference. . Ideally state council meetings should be held on a quarterly basis. 

2. Meeting dates and locations should be determined at the beginning of the year. Advance notification of meetings should be given to all members of the state council.  

3. The Minnesota State Council officers should use previous agendas and meeting minutes to prepare the upcoming agenda in order to maintain consistency and to avoid overlooking outstanding issues.

4. Agendas should typically include, at a minimum, the following items:

A. Call to Order

B. Introductions.

C. Additions to the Agenda

D. Approval of Previous Meeting Minutes

E. Secretary/Treasurer Report

F. Officers and Board of Directors Report

G. Committee Reports

H. Old/Unfinished Business

I. New Business

J. Adjournment

5. Time frames should be established for each agenda item to keep the meeting flowing within the allotted time.

6. The President (Chair) conducts the meeting unless otherwise specified. The meeting should be called to order at the designated time and the agenda should be followed closely. If discussion occurs that is not directly associated with the issue on the table, the chair of the meeting should return the participants’ attention to the original agenda item. Objective direction is very important in order to conduct the meeting in an efficient and professional manner, ensuring that the participants are comfortable in verbalizing any statements or opinions.

7. The meeting agenda should be prepared at least a week in advance and will be posted on the Minnesota State Council website or distributed with the meeting notice when possible. Prospective meeting attendees should be given the opportunity to make additions to the agenda prior to the meeting. A current agenda should also be distributed at the meeting.

8. Copies of information to be distributed at the meeting should be prepared in advance and individuals presenting at the meeting should be advised to bring enough materials for all in attendance. Additional copies of the meeting information should be kept for the files.

9. Reports by Standing Committees and informal groups should be a regular feature of business meetings and include position statements, achievements, and evaluation, along with the regular discussion and identification of professional issues.

10. Meeting minutes will be distributed to Minnesota State Council members prior to the next scheduled meeting. Ideally within 2 weeks.  Additionally, approved minutes will be kept in the Secretary archives, as well as posted on the Minnesota ENA web site. 

