To use this template, first save it as “Minutes_mm/dd/yyyy”, in a folder on your hard drive. That way you won’t overwrite this template and can use it again.
The template font (Helvetica)  matches that in the RNCC website and so can be pasted directly into the “Visual” window when writing a new post, with minimal formatting needed to achieve consistency. Some formatting is needed, though. 

· Bulleted lists with lower case letters (called an “ordered list”) must be done in the Visual window, by selecting the list elements and clicking on the ordered list button.

· Bold and italic text must also be applied in the Visual window.

· You must indicate that this post is in the “Minutes” category  (Category check box below the edit window).

· Do not place a title in the template. It must be entered into the Title field of the Write Posts window.

· After you have changed the text below (blue for most frequently needed changes), and renumber the numbers as needed. Then copy the text below, and paste it into the Write Posts window, “Visual” view.

Template starts here:

1.  MEETING CALLED TO ORDER by President Woodrow at 7:00 p.m.

2.  SELF INTRODUCTIONS by each person present.

3.  MONTH XXth AGENDA REVIEW-Approved unanimously.

4.  MINUTES of Month Xth 2008 General Meeting-Approved unanimously.

5. NEIGHBORHOOD REPORTS: Carriage Hills North, Fairmede/Hilltop, Iron Triangle, Laurel Park, May Valley, North & East, Panhandle Annex, Parchester Village, Point Richmond, Pullman, Quail Hill, Richmond Annex, Richmond Heights, Santa Fe.

6. ITEM TITLE: Text

7. REPORTS

· CITY OF RICHMOND: Text, text, text, text, text , text, text.

· PUBLIC SERVICES: Rich Davidson, speaker; Text, text, text, text, text , text, text.

· MAYOR’S OFFICE: Marilyn Langlois, speaker; Text, text.

· CITY MANAGER’S OFFICE: Rochelle Monk, speaker. Text, text, text, text, text , text, text.
BREAK 7:55 

Refreshments provided by May Valley & Richmond Heights-THANK YOU!!

· POLICE DEPT. Chief Magnus, Tim Higares speakers. Text, text, text, text, text , text, text.

· WEST CONTRA COUNTY SCHOOL DISTRICT: Dr. Bruce Harter, speaker: Text, text, text, text, text , text, text.

8. PRESENTATIONS: Text, text, text.

9. EXECUTIVE BOARD: Text, text, text.
10. OLD BUSINESS: Text, text, text.

11. NEW BUSINESS: Text, text, text 

Meeting Adjourned by President Graham at 8:45 p.m.

--James Jenkins, Recording Secretary

NEXT RNCC GENERAL MEETING:  Month XX, 200X
NEXT RNCC BOARD MEETING: Month XX, 200X
