
Committee Board Rep(s)

Minutes Recorded by 
secretary of committee or 

designated person

Draft Minutes Emailed to 
Board Rep(s)

Summarize draft minutes into 
Board Report.

(Keep report brief using 
bulleted items.)

Draft Minutes to be 
approved at next 

committee meeting

Email Board Report to 
KPOABoard, cc to KalaPointer

Approved Minutes to be 
Emailed to Felice/Admin, 

cc Board Rep(s)

Board Rep(s) responsible to 
verify Approved Minutes have 

been submitted to Admin.

Monthly Committee Minutes and Board Report Flow Chart

Administrative/Publications

Admin to post on the BOD Landing Page 
under the appropriate committee.

Publications to included in the next issue 
of Kala Pointer.  (Note:  Deadline to submit 
to Kala Pointer is the 19th of each month.)

Admin to post approved minutes to 
appropriate committee landing page.
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