LWVH Observer Report  
Public Body 
 ____________________                              Date ______________       Time ____________
Type of Meeting (underline) Regular   Special   Workshop   Emergency                    Location ___________
	FEATURE EVALUATED
	  YES
	NO
	COMMENTS

	Did the meeting start on time? 


	    
	 
	Start Time                       End Time 


	    Were all elected/appointed members present?
Last name, Specify titles     
	 
	
	Present  

Absent 

	Was a quorum present?                   
	 
	
	

	Did the members come prepared for discussion? 

	  
	
	

	    Did members act with professional conduct between                              themselves and with the public? 
	   
	
	

	    Were Robert’s Rules of Order or some identifiable order of business outlined on an agenda and followed?  (Including call to order, roll call, vote procedure and adjournment.) 
	  
	
	

	    Was notification of the meeting time/date provided to the public?  
	  
	
	Date posted, where

	    Were documents used for meeting discussion and made available to the public; online before the meeting or hard copy at the meeting?
	
	   
	Online and or hard copy (date)

	    Agenda posted before the meeting on website and/or by email request? Distributed hard copy at the meeting?  

	
	
	Date posted.  How distributed.


	   Were agenda items fully and clearly discussed including reference to supporting documentation and/or presentations?

	
	
	

	    Was a Consent Agenda used as per policy?
	
	
	

	    Was Executive Session on the agenda? 

	
	
	Reason 

	    Were minutes approved and voted?   

	 
	
	Date(s) 

	Are the previous voted minutes available online for public access? 
	 
	
	Date(s) last published online minutes 

	    Was a Finance Report presented and voted for       approval?

	
	
	Remarks

	Was media present?  Name the organization.


	
	
	Name 


	Was the public in attendance?


	
	
	Number Estimate 



	     Was the administrative staff present?
Last Name, Specify staff titles


	  
	
	Present

Absent 

	    Was there an opportunity for public comments?

	 
	 
	Cite policy/time constraint

	     Was the meeting facility accessible for limited mobility individuals and or have adequate audio/visual in general?
	
	  
	 

	Have you (Observer) had any difficulty securing public records from this public body? 
	 
	
	 Name the record; were you successful?
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LWVH Observer Report 
Public Body ________________________  
 Date  _____________________  Time _________________                                                       

Type of Meeting: (underline) Regular  Special   Workshop  Emergency            Location ____________
A.  List number of citizens who speak, and their key themes expressed during Public Comments time. 
 Make note of any correspondence read into record.
B. List items of League concern and/or relevance to League positions.

C.  Did observer contact LWVH Advocacy Committee and/or President/Board with issues from this meeting?  Yes ______ No______ Date of contact________________
Volunteer Hours ________________
Observer Name: ________________



    


 
Location of observation Onsite ____ Livestream ______  Video recording _______
If livestream or video, describe quality of audio and video __________________________
Please email completed report to lwvhobservercorps@gmail.com  OR save for at least one year.  If saving, email  the OC Recorder with your number of volunteer hours each month.  Email LWVH Advocacy Committee if there is an issue that the League should consider.  Email OC Program Manager and President to request Board action or convey awareness of an immediate issue.
Thank you for your volunteer service!
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