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SOCIETY FOR CREATIVE ANACHRONISM





***** (Office) Report  *** Quarter 

Date ***** 
           Modern name


Address


SCA Name


Membership # and expiry


Date assumed office 

(Please also include this information for your major deputies and drop dead deputy if applicable – this would be an Addendum to the report)

INTRO

A. REQUESTED BOARD ACTIONS

**** A Request for Board Action should contain three major elements: (i) a summary statement of the action requested; (ii) the proposed Resolution; and, (iii) pertinent background information.

I. Action Request. Set forth the issue for Board action as concisely as possible.  Make it as clear as possible, be brief and to the point. 

II. Proposed Resolution. The Resolution will serve as a statement of what kind of Motion you would like. 

III. Explanation and Background. A Request for Action should anticipate and answer questions that might be raised in the discussion of the Action item, such as: why this came up, what the rationale behind the action is, etc.   It is also helpful to provide a heads-up as to what possible fallout may occur. 

B. POLICY INTERPRETATIONS 

****  Similar to Action items.  Provide the full Policy citation that is being addressed. Again, clearly identify the issue and anticipate questions and provide some context for the Board.

C. NEW POLICIES 

******  Again, similar to the above.  Be sure to identify the issue and what resolution you hope the new policy will provide. 

For all of these things you essentially need to do the following: 

· Review underlying concerns. Ask, "Do we have a policy about...?" Then, "Do we need a policy about...?" 

· Relate to philosophy, values, mission, goals. If it doesn't help further the mission and goals of the Society then it may not be an appropriate issue 

· Describe desired outcome. What do you want this policy to do when implemented? 

· List positive and negative reactions that may occur. Look for weaknesses and limitations. Try to eliminate major gaps. 

· Choose the best alternative.

D. COMMENDATIONS

*****  this is relatively self explanatory.  It is included in the Minutes, so it is the place to publicly acknowledge exceptional efforts and work.  Keep it brief and to the point.  Include both Modern and SCA names and the Kingdom for individuals. 

E. GENERAL STATUS REPORT

****  This is an overall summary of the current state of your office.  

· Ongoing Projects

· Deputy Summaries (if applicable)

· Kingdom summaries (if applicable) 

F. TRAVEL 

**** Make note of any significant travel in the past quarter related to the office including meetings held etc. 

G. PUBLISHABLE SUMMARY

****  This is a brief blurb to the public, it goes in the Minutes.

Closing…..

CONFIDENTIAL SECTION 

****  This is where any sanction activity is noted.  Be certain to follow correct sanction procedure and make sure that the President is aware of any action items that may need to be noted for the Executive Session Agenda

This would also be the place for any concerns as to the state of the office, or particular issues.  

ADDENDUMS

- List of Deputies 

