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GUIDELINES FOR IDA MEETING NOTICES AND MINUTES

Public Officers Law Article 7 (Open Meetings Law) requires that notice of the time and place of all meetings be given prior to every meeting. 
"Meeting" is defined to mean "the official convening of a public body for the purpose of conducting public business" or a committee of such public body.
If a meeting is scheduled at least a week in advance, notice must be given to the public and the news media not less than 72 hours (3 days) prior to the meeting.  Notice to the public must be accomplished by posting in one or more designated public locations.  

When a meeting is scheduled less than a week in advance, notice must be given to the public and the news media "to the extent practicable" at a reasonable time prior to the meeting.  Again, notice to the public must be given by means of posting.
Notice of public hearings, agendas of the IDA and its committees, minutes of the IDA and its committees, current budget, financial reports, and independent audit reports must be placed on the IDA website.  Meeting notice is required to give time and place.  
Notice of public hearings will be processed by IDA bond counsel.  
Recording Minutes

The Open Meetings Law § 106 requires that minutes of both open meetings and executive sessions must be compiled and made available.  Draft minutes of meetings shall be available to the public within two weeks from the date of such meetings.  Minutes of an open meeting must consist of "a record or summary of all motions, proposals, resolutions and any matter formally voted upon and the vote thereon."  When available, a digital recording device shall be used at all monthly meetings.

Typical meeting minutes include: 

· Header – Name of board, date, time and place of meeting.  

· Footer – Name of computer file.  

· List of members attending meeting.  

· Time meeting called to order and adjourned.  

· Correction and approval of previous minutes.  

· Summary of reports and announcements.  

· Record of the motions, resolutions and votes.  

· Summary of the discussions that took place with important details

Minutes of executive sessions must consist of "a record or summary of the final determination" of action that was taken, "and the date and vote thereon."  Draft minutes taken of an executive session must be available to the public within one week from the date of the executive session.
Draft minutes 

· Mark minutes as “draft”.

· Distribute minutes before next meeting.  

· Board should review minutes near beginning of meeting.  

· Record any corrections or additions.  

· Board should vote to approve minutes.
Record retention – The minimum length of time a record must be retained before being disposed of legally

· Official minutes – permanently.
· Hearing proceedings – permanently.
· Recording of voice conversations (from digital recording device) – four months after transcription and/or approval of minutes or proceedings.
· Project files – permanently.
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