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Academic Year:

SENATE YEAR END CHECK LIST

	Complete By
	Item
	Done

	May
	Prep thank you letters for Chair’s signature for each outgoing Senate/Standing Committee member – cc HR.  Give copy of letter as a gift at the last Senate meeting.
	

	May
	Send welcome email to new Senate members.  Invite them to the June Senate meeting as an observer & prepare Senate binders which includes:

· Bylaws and Procedures

· Membership

· University Act

· Master Meeting Schedule
· Statement of Conduct

· Most Recent Year-End Report


	

	June
	After last Senate meeting, send email to retiring Senators to collect Senate binders them
	

	June
	Update “Senate & Standing Committee Membership” (under “S:Senate/Elections”)  spreadsheet with new members of Senate & Standing Committees.  Make note of members not returning
	

	June
	Prep “Word from the Chair” for yearend/annual report – send to Chair for review
	

	June
	Once Chair reviews yearend report post to web.  Send link to all-employees and Board support for their info.
	

	June
	Meet with Chair, Registrar, Vice-Chair,  & University Secretary to prep retreat agenda
	

	July 1st
	Update the website reflecting new members of Senate and Standing Committees
	

	July
	Add Senate & Standing Committee meeting dates to the VIU Event Calendar
	

	July
	Send membership & meeting dates to Facilities to allow Senators to have elevator access during Senate meeting dates
	

	July
	Set the submission deadlines for Senate agenda items and Standing Committee Reports and post them to the web.  Email the dates to Faculties & Standing Committee support.
	

	July
	Update the “Senate and CC Submission Deadlines” document and print for reference
	

	July
	Set up meetings in Outlook for at least 1½ weeks before each Senate meeting with the Chair, Vice-Chair, and University Secretary to review the agenda
	

	July
	Create meeting file folders with one file for each meeting date
	

	July
	Update templates for minutes and agendas as necessary
	

	July
	Create mailing labels for new and existing members.  These are to be printed before each meeting.
	

	July
	Prep envelopes and weigh bills for courier deliveries (normally Board rep & Alumni rep)
	

	July
	Update RSVP list with new members.  These are to be printed before each meeting.
	

	July
	Print off sign-in sheet and place one in each meeting date file.
	

	July
	Update Outlook/email distribution lists
	

	July
	Create tent cards for new members
	

	July
	Update attendance record 
	

	July
	Update year end report 
	

	July
	Prep printing requisitions for both in-camera package and regular package and place in each meeting file
	

	July
	Update “regular meeting checklist” as necessary and place one in each meeting file
	

	July
	Submit “Material Handling Form” via Facilities website for the set-up and take down of tables for Senate meetings in the Library Boardroom
	

	July
	Create new folders on shared drive under Senate – meetings, agendas, etc
	

	August
	Add new Senate members as users to the Course Management System – remove old members if applicable
	

	August
	Add permissions for new committee members to Senate and standing committee web archive as necessary – remove old members
	

	August
	Finalize retreat agenda/arrangements
	


For more information please review the Senate operations manual.

S:\Senate\Operations Manual\Checklists\Checklist for Year End Activities.doc

