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POLICY & PROCEDURE

SUBJECT:
Recording and Distribution of Minutes


POLICY
The minutes of all ONCB meetings shall serve as the official, permanent record of ONCB proceedings and shall be distributed to meeting attendees.

PROCEDURE
1.
The minutes of all ONCB meetings shall be recorded by the Secretary-Treasurer, or designee.

2.
The recorder shall complete the minutes within 2 weeks after any meeting.  If the Secretary-Treasurer is serving as the recorder, minutes shall be distributed initially through the Executive Committee for review.  If a designee has recorded the minutes, they shall be sent to the Secretary-Treasurer for review before distribution to the ONCB. 
3.
After initial review, minutes shall be sent to all board members by the management staff. Minor changes (e.g. editorial) can be made immediately and minutes approved by board consensus. Significant changes shall be discussed among voting board members before minutes can be approved.

4.
Minutes of ONCB meetings shall be sent only to board members and to those invited to attend the meeting.  A summary of pertinent items from the ONCB minutes shall be sent to the Test Committee and Recertification Committee members by the chair.  

5.
Approval of minutes shall be recorded in the minutes of the succeeding ONCB meeting as part of the consent agenda.

6.
Interim decisions shall be recorded in the minutes of the succeeding ONCB meeting.

7.
Minutes of all meetings shall become permanent records of the ONCB and shall be kept at the 
national office (See policy 1b, “Maintenance of ONCB Records”).  
