Recorder Instructions

1. Maintain a running record of the proceedings for your committee.  Provide a final written report within one week of adjournment.  Report should include a synopsis of significant issues discussed, agreements reached and actions proposed.

2. Prepare Action Item Records.  Partially filled in sheets have been provided for current action items.  As each item is discussed, place a short synopsis of the discussion in the appropriate section.  Draft proposed agreements and action items resulting from the discussion and present them to the committee for concurrence.  Once consensus has been reached, place the agreement/action item on action item sheets in the appropriate section.  Ensure that action items are assigned to a specific activity for action.  Make two copies of each sheet (one for the person briefing the Executive Steering Committee (ESC) -Chair/ co-chair and one for the ESC Recorder).  Original shall be turned in to the ESC Recorder just prior to the (Chair/Co-chair) briefing of the action item to the ESC.  Please ensure that all writing is neat.  Start over with a fresh Action Item Sheet if necessary.  These sheets are the detailed record of the meeting.  In some cases, new issues will be brought up.  Blank Action Item Records have been provided for this contingency.

3. Periodically verify that all action items and agreements are included on the consolidated action item list and that responsibility is correctly assigned,

4. Attendee List - The list should include Name, Organization, Position, Phone Number and E:mail address of each attendee.  A list of each Subcommittee registered attendees has been provided to the Chair/Co-Chair and Recorder.  Attendees should initial by their name, make any needed corrections, persons not on the list should provide the requested information on the back of the list.   Attendee List shall be turned in to the meeting coordinator (Barbara Thomas) by the end of each day.  Copies of the consolidated list will be provided on the morning of the second day.  Recorders shall ensure that information on the consolidated list is confirmed with each individual and report accomplishment of this task to the meeting coordinator.

5. Collect filled out survey forms from each attendee before the end of the third day.  Turn the survey forms over to the meeting coordinator.  (Barbara Thomas).

6. Keep the meeting coordinator aware of problems encountered and material requirements to support the sub-committee.  Resolve as many of these issues as you can yourself.

7. Keep track of progress.   Make your concerns known to the committee chair if it appears that progress will not support completion of discussion by the end of the third morning.  Recommend COA to keep things on track.

Definitions

Action Item: A specific action to be taken to resolve an issue raised during committee discussion.  Action items include assignment of responsibility for completion.  Deadline for completion is automatically assumed to be by the next FMP Policy Implementation Conference unless another date is specifically assigned.

Agreement:   A common way of doing business.  Agreements are reached by consensus.  If consensus cannot be reached, an agreement should not be proposed.  Instead, appropriate action items should be assigned to obtain information or develop/modify processes so that consensus can be reached.

