CITIZENS ADVISORY COMMITTEE RECOMMENDATION
TOPIC:  Recommendations for More Effective CAC Meetings
DATE ADOPTED: October 27, 2014, by a 28-1 vote of the Citizens Advisory Committee
______________________________________________________________________________
Issue Presented

At the Sept. 22, 2014 CAC meeting the Community Outreach Committee was asked to develop recommendations to enhance the effectiveness of our meetings. We acknowledge that our members are busy individuals who are doing our best to fulfill our responsibilities and that as a new entity we have learned and grown during our first year. 

Factors that may affect our meetings include the following:

A. We meet on a monthly basis for two hours and need to make the best possible use of this valuable time. 

B. We are constrained by the scheduling of fixed bus and on demand services of our region's transit providers. For instance, those members using on demand must leave at 6:00 pm and SMART stops coming into the City of Detroit at 6 pm. 

C. Some members may have less frequent access to the Internet or check their email less frequently than other members. 

D. We want to allow our members who convert meeting documents into other formats sufficient time to do so. 

E. For all of us, we want adequate time to review documents to be properly prepared and be ready to engage in the important work of the CAC during our monthly meetings.
Recommendation

Considering these factors, the CAC makes the following 10 recommendations:

Disseminating Meeting Documents

1. Strive to distribute the proposed agenda and meeting documents one week before our monthly meetings via email and placing in an shared folder that only CAC a members have access to. 

2. Assign one person to email these documents to avoid multiple emails with what appear to be the same documents. If there has been a revision then indicate in the Subject Line and body of the email as well as within the revised document. 

3. Until the RTA sets up its own independent website, the CAC can use an online shared folder like Google Drive and provide training for those members unfamiliar with it. We recommend setting up subfolders by meeting date and to remove earlier drafts of documents to reduce confusion. Create subfolders for the 4 committees- Executive, Senior/ADA, Policy and Community Outreach. 

4. Once there is a RTA website, we want a CAC page to serve as a repository of public and non-public documents created by and accessible to CAC members. Only public documents like agendas, minutes and resolutions would be available to non CAC members / the public. 

Conducting the Meeting 

5. Ask CAC members to RSVP by a certain date so we will know if and when we have quorum. (We understand there are efforts to reach out to members who have missed meetings and to revisit the number of people on the CAC. This will also help us to reach a quorum). 

6. Revise the agenda to put the items requiring discussion and voting in the middle of the meeting. This would allow us to start the meeting without a quorum and to reserve time for the most important matters. 

7. Eliminate the Committee reports and ask the Committee chairs to advise the CAC chair that they have action items -- either wanting feedback or a vote. Committee and liaison reports can be placed in the shared folder with the expectation that members will review beforehand and contact the chair with questions or comments. Reports should be disseminated and placed in the shared folder no later than one week before the monthly meeting. 

8. A member can ask the CAC chair to put an item on the agenda according to the CAC bylaws. Indicate whether for feedback or voting. 

9. Indicate on the proposed agenda the amount of time allotted for each item or section and adjust as necessary. Assign a timekeeper to keep us on track. 

10. Prioritize agenda items which are most important and/or must be acted by a deadline or the CAC needs to act in a timely manner. We understand that the CAC may choose to address many issues, we should spend most of our meeting time on issues that most important as determined by the CAC as a whole.
