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The Minute Taker’s Guide

Section B: Taking Minutes in an Interactive
Meeting

The traditional style of meeting discissed so far ks not particutarly suited o mlormal
problem solving, collaboraton, or for working oul complex, interdepandent issues,
MNowadays, progressive organizations are adopting “interaclion” mestings.

in conventional meatngs. tha chair has the most authorty. The chair controls how tha
meaing proceeds, taks more Lhan anyone else, and is responsible for the Tinal decsions.
This can negativaly effect group paricipation and morale and can resull in poor group
decision making.

The Role of the Facilitator

in the interaction-siyle meeting, the chair separales protedural and decision-making
responsibilties and appoinis someona 0 assume a naw role — lacifitator. This enables the
chair to 52 and §sten fully o the opinions of the group.

The faclitators job is o accomplish a spécilic task. The faciitator must solicil opinions from
the entire group, ensure that everyone leels comfortable with the process, and keep the
mealing on target

The taciilator is assisted by the recorder, who ensures thatall the memibers’ main points
are wrilten on large sheats of paper taped 1o the wall in frent of the group. In this way,
everyona has a clear and immediale understanding of what is being said and can see thal
all staements are accurate. As al deas are considerad to come collectively from the group
— nol frem individuals - the names o the anginalors of suggestions ara nol recorded.

Both the facinator and the recordar must remain neutral and refrain frem voicing their
opinions or editor@izing. If either one leals the need to make a parsonal slatement, he or
sha must ask the group’s permssion to lamporarly step oul of the assigned role.

An deal sitluation would have all ihe members of (he group laking tums 10 acl as lacillalor
and recorder. In fact, the faciltalor and recorder may evan ba invilad from an outside

depariment or group.

Praject Team Meeting Minutes

Amtendees: Mallery Newell, Pam Grey, Carla Maitland, Becky Bartindale, Paula Norell, Bartsn Varela, Lindisy
Wiest, Linds Mahi, Lester Lyons, lulie Ceballos, loe Moresu, Shanon Luthw, Chién Shih, Pam Eberharde, Liss
Hocevar, Matt Rapcayrnsks, Chris Dubeau, Deepa Prassd, Katia Rostam Yazdi, Linda Kovama

. Reviewed the Foundation website

I,  Shared the migrated ETS website in Omnivpdate. Same content as the Manila site, Ready for updating,
Showed example of how to do simple editing in Omniupdate.

i, internal vs. extemal information
A, Each department should think abouwt which part of their website information is for an internal v,
external sudience
B. ETS still imeestigating the techaical solution in provideng info for internal anby

IV. Went over project objectines, project scope, critical success Factors, and conversion process overview [will
be posted on the Omniupdate Project webaite).

¥. Need to finalize the template design in the next fow seecks. Ouestions were raised on what B static and
what i modifiable. Project members would like input on the shared labels or fistures, for the links to
each dept. for example(iLe HE, business). Will be decided a8 a group.

Wi Each depariment needs to bet ETS know a point person for the department who will be the primany
person responsible for maintaining the dept. website.

Wil Decided on the sequence of dept. conversions:
1. ETS and institudional Research concurrently,
HE
Purchasing
Butinisy
Chancellor's affice (not December]
Facilities

o e B

'MEETING MINUTES
Meeting Project Name: | Nowious Wieed Management Advisory Councll Meeting

Date of Mesting: January 9, 2012 Tiene: _ ﬁ:ﬁ-ﬂ a.m. — 2200 p.m.
_mrmﬂ&p Carol Bearden Locallon; Hemage Inn, Great Falls
1. Mesting Objective

Businass Mealing

.I'.Aﬂinhll

Councd Membars: Jim Gordon, Jennifer Andersan Vermilion, Margie Edsall, Dan Jackson, Nico Cantalupo,
Todd Wagner, Jack Edde, Dick Zoanni, Jim Clnerez

Agency Represanialives: Joe Weigand, Jim Jacobs (conference call). Larry Benekar, John Gaskin, Steve
Shelly, Pater Sevenson, Mike Miller, Stave Siegelin, Tracy Sterling (conderence call), John Simons. Dan
Dobler, Gary Adams

Guests: Taplor Andersan, Joa Merenz, Calestine Duncan

Momana Dept. of Agricultura (MDA) StaH: Greg Ames, Denna Rise, Dave Burch, Kim Johnson, Carol
Biearden, Jeremy Seditz, Craig McLane

'memmm

Welcome MNew Grgg Ames opened The meeting and walcomed new councll members, Jim Qivaresz,
Council Members | Dick Zoanni, and Jack Eddg. Introduchons weng made.

Review June 22, | The minses from the Juna 22, 2011 council meeting wera reviewed. Margle Edsall
2011 Minuies moved to accepl the minules as written. Todd Wagner saconded the motion,
| which was approved unanimously.

Raview November | The minutes from the Movember 21, 2011 council meating ware reviewed. Margle
21, 2011 Minutes | Edsall moved to accept the minutes as written. Mico Cantalupo seconded the
mation, which was approved unanimously.

MNoxious Wead | Ofeg Ames provided information on the funding estsmated 10 be available for the 2012
Trust Eund Noxious Weed Trust Fund (NWTF} grant hearings. Greg stated that the NWTF grant
Budgel Report budged for fiscal year 2012 incleded §1,250.000 in Initial S1ate Special Revenue
Funding, $101,153 in General Fund dofars, and 3565,000 from the Unitled Stales
Fores! Service (USFS) Cooperalive Forastry AssistanceFones) Health Program.

Grag advigad the council that the Missouri River Walershed Coaliton Propect {$40,000)
and the Weed Free Borders Progact {540,000), bath specilically designated for funding
by the Forast Senvice, had already been awarded. Greg said that $18.150 of the USFS
funding had been committed for a summaer inbern o358 share, and 518,840 (threa
percent o grant funding) wis alletated lor operating expenses within the MDA Central
senvices Division.

Grag rapoeted thal other budgated expendituras for the year included $450,000 that has
bean awarded for the FY12 Special County'Resensabon Grants, ($7.500 per grani), and
£100,000 of Department of Transporation funding that is passed through the Montana
Departregnt of Agriculiure (MDA} b the comnbas.
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Create your eSignature and click Ok. Press Done. be ready to get more run of show ddd virtual meeting run of show template run of show meaning run of show agenda run of show script production run sheet template run of show for virtual event Use professional pre-built templates to fill in and sign documents online faster. Go digital and save time
with signNow, the best solution for electronic signatures. Select the area you want to sign and click Insert Initials or Insert Signature. Download your copy, save it to the cloud, print it, or share it right from the editor. Follow the step-by-step instructions below to eSign your run of show template: Select the document you want to sign and click Upload.
Press Done and your signature is ready. Get connected to a reliable web connection and start completing documents with a fully legitimate eSignature within minutes. After it’s signed it’s up to you on how to export your run of show template: download it to your mobile device, upload it to the cloud or send it to another party via email. You can
download the signed [Form] to your device or share it with other parties involved with a link or by email, as a result. Show details Printing and scanning is no longer the best way to manage documents. The way to make an eSignature for your PDF online The way to make an eSignature for your PDF in Google Chrome The way to generate an
electronic signature for signing PDFs in Gmail How to make an electronic signature from your smartphone The way to make an electronic signature for a PDF on iOS How to make an electronic signature for a PDF file on Android The way to make an eSignature for your PDF online Are you looking for a one-size-fits-all solution to eSign run of show
template? Create an account using your email or sign in via Google or Facebook. Click on the link to the document you want to eSign and select Open in signNow. How to make an electronic signature for a PDF file on Android Despite iPhones being very popular among mobile users, the market share of Android gadgets is much bigger. The way to
generate an electronic signature for signing PDFs in Gmail Due to the fact that many businesses have already gone paperless, the majority of are sent through email. Once you’ve finished signing your run of show template, choose what you should do next - download it or share the document with other people. The eSigned file will be attached to the
draft email generated by signNow’s eSignature tool. Look through the document several times and make sure that all fields are completed with the correct information. How to make an electronic signature from your smartphone Mobile devices like smartphones and tablets are in fact a ready business alternative to desktop and laptop computers. Gain
access to a GDPR and HIPAA compliant platform for optimum efficiency. Add the PDF you want to work with using your camera or cloud storage by clicking on the + symbol. Easily find the app in the Play Market and install it for eSigning your run of show template. If you don’t have an account yet, register. Below are five simple steps to get your run
of show template eSigned without leaving your Gmail account: Go to the Chrome Web Store and add the signNow extension to your browser. Use the Cross or Check marks in the top toolbar to select your answers in the list boxes. Log in to your account. With signNow, you are able to eSign as many papers in a day as you require at a reasonable
price. Therefore, signNow offers a separate application for mobiles working on Android. The signNow application is equally as efficient and powerful as the online tool is. Select the area where you want to insert your eSignature and then draw it in the popup window. signNow makes eSigning easier and more convenient since it provides users with a
range of extra features like Merge Documents, Add Fields, Invite to Sign, etc. After that, your run of show template is ready. The sigNow extension was developed to help busy people like you to decrease the burden of putting your signature on legal forms. The guidelines below will help you create an eSignature for signing run of show template in
Chrome: Find the extension in the Web Store and push Add. Therefore, the signNow web application is a must-have for completing and signing run of show template on the go. Choose My Signature. The whole procedure can last less than a minute. Begin eSigning run of show template using our tool and become one of the numerous happy clients
who’ve already experienced the benefits of in-mail signing. Send out for signature Speed up your business’s document workflow by creating the professional online forms and legally-binding electronic signatures. We understand how stressing filling out forms could be. Start completing the fillable fields and carefully type in required information. ’ The
answer is simple - use the signNow Chrome extension. All you have to do is download it or send it via email. Use My Signature to create a unique eSignature. Use signNow to electronically sign and send Run Of Show Template for eSigning. The question arises ‘How can I eSign the run of show template I received right from my Gmail without any
third-party platforms? Use our eSignature tool and forget about the old times with security, efficiency and affordability. To sign a run of show template right from your iPhone or iPad, just follow these brief guidelines: Install the signNow application on your iOS device. Follow our step-by-step guide on how to do paperwork without the paper. Click on
My Signature. For instance, browser extensions make it possible to keep all the tools you need a click away. Insert the current Date with the corresponding icon. Get access to thousands of forms. Draw your signature or initials, place it in the corresponding field and save the changes. Check the Help section and contact our Support team if you run
into any issues while using the editor. Search for the document you need to electronically sign on your device and upload it. Confirm and place it by clicking on the v symbol and then save the changes. Check that everything’s fine and press Done. signNow has paid close attention to iOS users and developed an application just for them. In order to
add an electronic signature to a run of show template, follow the step-by-step instructions below: Log in to your signNow account. And due to its multi-platform nature, signNow can be used on any gadget, personal computer or mobile phone, irrespective of the operating system. Open the doc and select the page that needs to be signed. The signNow
extension provides you with a selection of features (merging PDFs, including numerous signers, and so on) to guarantee a better signing experience. Start automating your eSignature workflows today. Get run of show template signed right from your smartphone using these six tips: Type signnow.com in your phone’s browser and log in to your
account. That goes for agreements and contracts, tax forms and almost any other document that requires a signature. Do that by pulling it from your internal storage or the cloud. Because of its cross-platform nature, signNow is compatible with any gadget and any OS. Utilize the Circle icon for other Yes/No questions. Use its powerful functionality
with a simple-to-use intuitive interface to fill out Run Of Show Template online, eSign them, and quickly share them without jumping tabs. With the collaboration between signNow and Chrome, easily find its extension in the Web Store and use it to eSign run of show template right in your browser. Add a legally-binding eSignature. The way to make
an electronic signature for a PDF on iOS If you own an iOS device like an iPhone or iPad, easily create electronic signatures for signing a run of show template in PDF format. Upload the PDF you need to eSign. Establishing secure connection...Loading editor...Preparing document... Use a run of show template template to make your document
workflow more streamlined. Download the resulting document. The way to make an eSignature for your PDF in Google Chrome Google Chrome’s browser has gained its worldwide popularity due to its number of useful features, extensions and integrations. Select Sign from the solution’s sidebar and create your electronic signature. If you want to
share the run of show template with other people, it is possible to send it by email. Open the email you received with the documents that need signing. Go to Sign -> Add New Signature and select the option you prefer: type, draw, or upload an image of your handwritten signature and place it where you need it. All you need is smooth internet
connection and a device to work on. signNow combines ease of use, affordability and security in one online tool, all without forcing extra ddd on you. Log in to your registered account. If you haven’t made one yet, you can, through Google or Facebook. To find it, go to the AppStore and type signNow in the search field. Finish filling out the form with
the Done button. Quick steps to complete and eSign Run Of Show Template online: Use Get Form or simply click on the template preview to open it in the editor. Send out for signature Coordinator, AV technician, security, venue staff, MC, etc>> Notes > - COOLAMON SHIRE COUNCIL... In a matter of seconds, receive an electronic document with a
legally-binding eSignature. You can take them everywhere and even use them while on the go as long as you have a stable connection to the internet. be ready to get more If you believe that this page should be taken down, please follow our DMCA take down process here. Place it anywhere on the page and click Done. There are three variants; a
typed, drawn or uploaded signature. Create your eSignature, and apply it to the page. Decide on what kind of eSignature to create.
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