
Sample Board Meeting Agenda

--------- Public Library Board Meeting 
Date, 
Time 
Place 

Note: Please contact ____________ at _________ if you need accommodations to attend the meeting. 

1. Call to Order

2. Roll call and introduction of guests

3. Public comment period 

4. Approval of minutes of previous meeting 

5. Acceptance of minutes of board committee meetings

6. Director's report and statistical report 

7. Financial report 

8. Audit and approval of monthly expenditures 

9. Committee or other reports    

Examples are reports on legislative or other statewide issues, recent activity or program, planning progress for future activity, or activities of the Friends of the Library.  Any committee reports should be specifically listed (e.g. Building committee, Personnel committee.  If discussion or action on a particular issue is anticipated it listed separately.
10. Subject of issue to be considered by board 

11. Subject of issue to be considered by board 

12. Subject of issue to be considered by board 

Examples are discussion of policy revision, building maintenance issues, and upcoming activities.  Each item should be listed separately on the agenda with enough description that members of the public can tell what is being discussed.  

13. Closed session, if necessary

Planned closed sessions are generally placed last on the agenda so attendees do not have to wait outside the meeting for other items to be discussed after the closed session.  The agenda must quote the statutory reason for the closed session and the number of the statute.   If the board contemplates resuming open session and transacting business after the closed session the agenda must state that fact.  Otherwise the board may adjourn directly from the closed session.

14. Adjournment

Suggested Reports and Documents to Accompany the Agenda
To help ensure an efficiently-run meeting, copies of these reports and documents can be sent to the board, either emailed or paper copies, several days before the meeting so trustees may read them over before the meeting.

The reports and documents listed here are the minimum the board needs to exercise its statutory responsibility to oversee library finances and operations.  Any additional information requested or needed by the board should be added to this list.

Financial 

· List of monthly expenditures for approval

· Year-to-date revenue & expenditures vs. budgeted

· Gifts or donations received 

Statistical

· Monthly circ
· This could include breakdowns by type of material or borrowers’ residence if the board wishes this level of detail.  

· Computer use (Library PCs and wireless)

· Programs and program attendance
Any of these statistical reports could include comparisons with the same month of the previous year and/or year-to-date comparisons.

Director’s Report

· Recent or future activities, events, or programs
· Staff news 

· Building-related issues the board should be aware of

Other

· Minutes of previous meeting, including minutes of any closed session
· Minutes of any board committee meetings

· Correspondence received 


