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These draft minutes are not the official minutes until approved by this committee.
(Minutes shall contain a record of what was done at a meeting, not what was said, and shall summarize significant discussions.  Technical presentations or material made available to the PC upon which the PC is making a decision related to standards actions shall be included as an attachment to the minutes or the minutes shall indicate a publicly available source of the material.) 
Note:  For votes concerning standards actions all members must be given an opportunity to vote.  In the event all members are not present at the meeting a letter ballot will be sent to the absent members to vote, that will include all negative votes at the meeting and a Chair’s response.  In the event negative votes are received during the continuation ballot a recirculation ballot will be conducted.

Negative voters with comment on publication public review votes will be given an opportunity to appeal once the Board of Directors has approved the document for publication.  Negative voters who do not comment will not be offered a right to appeal.
Attendees 
	Name
	Present
	Absent

	List All PCVMs
	
	

	
	
	

	List All NVMs, Consultants and Liaisons
	
	

	
	
	

	List Guests (name and affiliation)
	
	

	
	
	


Action Items

Updates to previous action items noted in red

	Meeting/Conference Call Date

	#
	Action 
	Responsibility 
	Status

	1
	
	
	

	2
	
	
	

	3
	
	
	


Approval of minutes from last meeting
Any votes should be recorded as (Yes, No, No with comment, Abstention) 
Old business

·  MACROBUTTON  DoFieldClick "[Open issue/summary of discussion/Vote Result]" 
New business

·  MACROBUTTON  DoFieldClick "[New issue/summary of discussion/Vote Result]" 
Next Meeting

Adjournment
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