

[COUNCIL / COMMITTEE AGENDA TEMPLATE]
(formatted in Arial font, 12 pt., 1.5 line spacing)
10 January 2026 – formatted as day, month, year (date the agenda is sent – one week prior to the meeting date)
Faculty Senate




TO:		Council/Committee Name: alphabetical list of all voting members
Advisory Members: alphabetical list of non-voting advisory faculty/administrator members
		Ex Officio(s): name of Executive Board member liaison
GUEST(S):	John Smith, Director, Admissions (name and affiliation of each guest)
FROM:	Nancy Doe, Chair (name of chair and title of Chair)

Council / Committee Name
AGENDA
17 January 2029 – 10 to 11 a.m.
Ellsworth Hall – room 9999 or Webex Link-as a hyperlink
(Date of meeting, time of meeting start and end, location/weblink)

1. Acceptance of the Agenda
2. Approval of Minutes
a. Council Meeting Minutes of 10 December 2025 
(name of council/committee and date of minutes to be approved)
3. Guest(s) Report
a. Admission Rates – John Smith, Director, Admissions
(topics should be expressed as a “title” not as a sentence or question. The title of topic the guest is speaking about – first and last name of guest and title)
4. Action Items
a. Memorandum of Action-26/15: Revision of Policy – Doe
(title of any business that requires a vote of the council/committee members – last name of committee member to introduce the topic and/or motion)
5. Reports of Officers
a. Chair Report – Doe (chair’s last name only)
b. Ex Officio Report – Johnson (ex officio’s last name only)
6. Reports of University Representatives
a. Administrative Representative Report (name of office/unit) – Brown (representative’s last name only)
b. Student Organization(s) Report (name of organization-only for councils that have student representatives) – Jones (representative’s last name only)
7. Reports of Councils/Committees Standing Committee(s) (if any exist)
a. Name of standing committee – standing committee representative’s last name only
8. Unfinished Business
a. Any business/topic that was not completed at prior meetings – last name only of committee member to lead discussion
(topics should be expressed as a “title” not as a sentence or question)
9. New Business
a. Any new business/topic that needs to come before the council/committee – last name only of committee member to lead discussion
(topics should be expressed as a “title” not as a sentence or question)
10. Announcements
11. Adjournment

(for councils only to always include)
COUNCILS ONLY: Elected members who cannot attend the meeting are asked to send a substitute of their choice who also represents their respective college. Non-elected members are not restricted as to whom they may designate to substitute for them.
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