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1.0. Purpose
This procedure applies to all official meetings of the Sample Transportation System (NSTS) to ensure optimal updates and communication among staff. Meetings are scheduled on a monthly bases or an emergency meeting can be requested and scheduled when needed. 
2.0. Objective
This procedure describes how meetings should be planned and recorded. 
3.0. Responsibilities
The NSTS Logistics Officer is responsible for scheduling the meetings and the NSTS Data Clerk is responsible for recording minutes. 
4.0. Procedure
4.1. Preparing for the meeting

Any member of staff can request a meeting to be scheduled, subject to the approval of the NSTS Logistics Officer. Meeting objectives and agenda, must be defined and approved prior to the meeting, and will be distributed to all staff during the meeting (See the Agenda request form).  
4.2. Conducting the meeting

At the beginning of the meeting and in the absence of the NSTS Data Clerk, a staff member will be designated to record and take minutes of the meeting. 

An attendance sheet will be available at the beginning of the meeting for staff to sign, which will provide a list of all staff who attended the meeting.
4.3. Finalizing the meeting minutes

The meeting minutes will be made available for two days among staff for comments or proposed edits. After this time, the minutes will be modified as appropriate and the final version saved.
5.0. Related documents
i. List of attendants
ii. Minutes of the meeting 
iii. Meeting Agenda request form
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