[bookmark: _Toc361133964]Making and Distribution of the Agenda and Minutes
0. The agenda for each meeting shall be prepared by the Director of Internal Affairs. The Director of Internal Affairs shall arrange all business going forward to EngSoc Council in properly prepared form. Any member of EngSoc who wishes to have items placed on the agenda, must give a written notice to the Director of Internal Affairs by their designated deadline, so that it may be distributed with the agenda. 
0. The Director of Internal Affairs shall distribute the agenda for the forthcoming meeting no later than 48 hours before the meeting. The agenda will be available at the same time for the public.
0. Notice of regular meetings shall be made to members of the EngSoc Council at least two weeks before each meeting. This may be realized by an appropriate announcement having been made at the preceding meeting. It is not necessary that the notice give details of the business for the meeting, but it must state the time and location for the meeting.
0. [bookmark: _GoBack]If a special Council meeting (that does not fall on the regular Council schedule) is required, all members must be notified of the time and location of said meeting as soon as possible, no later than 9648 hours prior to the start time. The agenda for the meeting must also be presented at this timebe presented no later than 48 hours before the meeting. In cases of emergency, the Executive may call a special meeting at any time. 
0. Full minutes of every meeting of EngSoc Council shall be taken by the Secretary and retained by the Director of Internal Affairs, and these minutes shall be made public no later than 1 week after the Council meeting took place.

