Bringing Items to EC and Senate
Once your committee has polished up a draft policy or resolution and it’s ready for prime time, please follow these steps:

· First, ensure the document is in the proper format (see Business Item Template in your Moodle Tool Kit).

· Email Marcia (mwoolf@csusm.edu) and provide:

· The date of the meeting at which you will present the item

·  The title of the new agenda item

· The document(s) to be attached to the agenda.

· For Senate items, be sure to upload a revised version following the first reading and in time for the second reading, if any changes are made.

· The same goes for any EC items that are discussed on multiple dates.

· Note:  Committee chairs are responsible for modifications to their documents based on EC or Senate feedback or action (i.e., Marcia will not automatically make changes for you; she is not privy to the emails/discussions you may have received in the interim, though she is psychic in many other ways).
· Due date for these emails is 8 a.m. on the Monday before the meeting
