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Memorandum

To:
Great Lakes Commission Board of Directors

Fr:
John Linc Stine, Vice Chair

Tom Crane, Deputy Director
Re:
Proposed schedule for completion, review and approval of the Operations and 


Procedures Document
Da:
February 14, 2017
The Operations and Procedures Committee continues to make excellent progress. The team met on February 9 to review and comment on the final two sections of the operations and procedures document. 

Our plan is that Commissioners will receive the final printed copy of the document, in a three ring binder with other supporting materials, when they arrive in Washington for the SAM. In order for that to be possible, your help is required. This memo outlines the schedule for final review of the document leading up and coordination and review by Board members and all Commissioners, Associates and Alternates.  

The following table provides a timeline for the completion, review and approval of the document. 
	Activity
	Lead 
	Deadline Date

	Complete edits to entire operations and procedures document 
	Staff
	February 14, 2017

	Email final draft document to GLC Board and Operations and Procedures Committee for review. Post online on Board website
	Staff
	February 14, 2017

	Board discussion of complete final draft
	Staff and Board
	February 16, 2017

	Board members to circulate draft to all Commissioners. Board members will invite commissioners to transmit any comments back to Board members.
	Board
	February 16

	Deadline for Commissioners to transmit comments on final draft document to Board. 
	Commissioners
	March 2

	Board members to transmit comments received from commissioners to staff
	Board
	March 2

	Meeting of the Board
	Staff and Board
	March 2 or 3

	Conference call for all Commissioners to present final document, discuss new meeting format of SAM and logistics/talking points for Hill visits
	Staff, Board of Directors, Commissioners
	early in week of March 6 

	Distribute document to Commissioners
	Staff
	March 14, 2017


Action Request:  
· Approve the timeline for the completion of the Operations and Procedures Document

· Take follow-up steps to share document with Commissioners, collect and synthesize their input to return to Staff by March 2.
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