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Approval of Minutes: 
 
Written and recorded minutes shall be kept of all open meetings. 
Minutes shall be read by members prior to the next scheduled meeting, 
including electronic meetings.  At the beginning of the meeting, at the 
direction of the chair, minutes shall be amended and/or approved with 
individual votes recorded in the minutes.  The minutes will be then marked as 
“Approved.” 
 
Publication of Minutes: 

• The recording of the meeting shall be made available to public with 3 
business days. 

• Written minutes from open meetings will be made available within 15 
business days. 

• When minutes are complete but waiting for official approval they are 
public record and must be marked as “Unapproved.” 

• When the minutes are “approved” they will be so noted in the printed 
and online versions. 


