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Executive Summary (up to 300 words)
 
If reporting on a meeting, begin with the name of the group, the date and location of the meeting, and the attendee list.
  
[Ex: The SAA Committee on Education met April 12-14, 2011, at SAA headquarters.  In attendance were Committee Chair TK; members TK, TK, and TK; and staff members TK and TK.  Not attending were: TK and TK.”]
 
If reporting on a task force meeting, cite the charge in addition to the above.
 
[Ex: “The Task Force on Fundraising, created by the SAA Council in May 2008, met at SAA headquarters on Saturday, June 25, to address the following Council charge: ‘To develop….’  In attendance were….”]
 
Contextual Information (up to 500 words)
Describe the issue more fully, providing a balanced discussion of the pros and cons of various approaches to it or actions that SAA might take in response to it.
 
Describe why this Action Item/Discussion Item is being submitted. 
 
[Ex: Is it in response to a charge from the Council or another group?]
[Ex: Does an appointed group, component group, or individual member wish to bring a matter to the attention of the Council?  Why?]
 
Provide historical context for the issue.
 
[Ex:  What is the issue?  Why is it important?  What has been done about it in the past?]
 
The support statement provides a very brief rationale for or summary of the recommendation.  The naïve reader should be able to glean much of the intent of the motion by reading the support statement, without having to read the background and discussion. Many organizations publish only adopted motions and support statements in their minutes. Write the support statement as if this were SAA’s policy.
 
[Ex: “SAA participation in Sunshine Week could provide an opportunity to expand the Society’s efforts to advocate for open access to government records at the same time that it could connect SAA with others who have similar interests.”]
Alignment with Strategic Priorities
Describe how the proposed recommendation addresses one or more of SAA’s strategic priorities. Or indicate that it does not.
 
[Ex: “The work of the proposed task force would assist in achieving Desired Outcome #3 of SAA’s Diversity Priority.”]
 
Fiscal Impact
Where adoption of a motion will have a fiscal impact on the organization (via either direct or indirect expenses), estimate that here.
 
[Ex: “The cost of hiring a consultant to assist with development of an RFP for a new association management software system will be approximately $10,000.”]
[Ex: “The estimated staff time associated with this activity is 1 staff member @ 20 hours plus 1 staff member @ 40 hours.”]
Potential Benefits
 
Potential Drawbacks
 
 
Recommendation (Action Items only)
Recommendations from appointed groups, staff, and others should be written in such a way that the SAA Council can easily re-word them to form a Council motion.

[Ex: “That the SAA Council adopt the following revisions to Section X of the Governance Manual:  TK.”  This could then be reworded in the Council motion to read: “That Section X of the Governance Manual be revised as follows: TK.”]
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