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MINUTES FORMAT AND GUIDELINE: 

Minutes shall reflect the agenda topics, order and format.  

All changes to the agenda shall be noticed in the minutes. 

All motions, whether passed or not shall be noticed in the minutes; notice shall include the name 
of the director making the motion, and the specific action(s) taken. If multiple motions are made, 
each one shall be noticed separately. A brief summary of the discussion, if any, regarding the 
motion shall also be noticed. 

When members of the public make comments at Board meetings, their comments shall be 
included in the minutes with their names (when provided). Direct quotes of the speaker shall be 
used with the exception when multiple speakers make the same comment (or nearly the same) on 
one topic, only one of the comments of one speaker shall be noticed in the minutes. Detailed 
summarization of the comments of the remaining speakers, with names, shall be included in that 
instance.   

Consent Calendar – Suggested changes to items on the consent calendar shall be noticed in the 
minutes with motions accordingly.  

All presentations shall be noticed in the minutes and shall include: the speaker’s name (s), and 
the key talking and subject points. Detailed reporting and commentary shall be omitted.  

Written reports in the Board packet from Board committees shall be noticed in the minutes. Only 
limited detail on the presentations supporting these written reports shall be captured.  

The Financial and Administrative reports in the Board Packet shall be noticed in the minutes. 
Commentary on these reports should be limited to capturing factual data. A summary of 
discussions about these reports shall be noticed in the minutes as needed for clarity. These 
summaries should be brief unless action is taken by the Board concerning these reports and is 
pertinent to a vote. 

Board comments shall be noticed in the minutes and shall include the name of the director and a 
detailed summarization of the comments.   

The time of the meeting’s adjournment shall be noticed in the minutes. 
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In cases where an audio or video recording of a Board meeting is made for whatever purpose by 
or at the direction of the District Board, these recordings shall be retained until the minutes are 
approved or for thirty (30) days, whichever is longer. (California Government Code section 
54953.5(b)). These recordings are subject to the California Public Records Act.  

Recordings of Board Committee meetings shall be retained until the minutes of the meeting have 
been approved by the Committee. 

 


