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REFERENCES:


1) J4/00-0353,  “Directions to the Secretary”

2) J4/00-0319,  “J4 Meeting 223 MINUTES”

COMMENTS:

(See Reference 2 for some of the background on this document.)

First, I am extremely grateful that this standing document has been “resurrected” and for the effort taken to do so. This input document is intended to simply clarify and expand upon several stated and unstated items in it.

1) I believe that roll-call votes are by member organization and NOT by individuals.  Therefore, the actual roll-call section should reflect the organization (which will stay the same throughout a meeting) and not the individual (which may change) casting the vote.  (I actually like knowing the individual too, but I don’t think that is what is meant by roll-call votes.) If the members of J4 agree, then this should be specified in this document.

2) I do not believe that there is any time that a member (or member organization) should be recorded as “absent” during a roll-call.  The first part of the minutes records attendance; J4 votes (roll-call or otherwise) are “of those present”. If both “absent” and “abstain” are to be recorded, then a legend needs to make it clear which is which.

3) The paragraph on “straw votes” should make it clear that there are both recorded and unrecorded straw votes – and how it is determined which is which.  (The current paragraph applies ONLY to recorded straw votes – I think.) The 5th bullet in the bullet-list is also in error when it indicates that all votes are recorded – because of “unrecorded straw votes.”

4) Do the draft minutes need to be provided in paper format to those requiring hard-copy within 4 weeks of the end of the meeting?  If so, is this the Secretary’s responsibility, the chair’s responsibility, or someone else’s?

5) As J4 has reversed itself recently, I think it would be nice to add that the draft and final minutes should have different document numbers.

6) Concerning the 1st bullet, is it the secretary’s or the chair’s responsibility to record which days of a meeting each attendee is there?  I don’t care, but I think this should be made clear – whether the secretary needs to do it or get it from the chair.

