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January 11, 1982 
Juneau, Alaska

To: Sen. Bob Mulcahy, Clrair
Senate labor and Canmerce Carmittee

From: Sen. Tim Kelly, Chair 
Senate Rules Committee

Re: Carmittee' Records

Attached is a copy of the Carmittee Minutes form adopted by the Joint 
House and Senate Rules Ccmvdttees. In addition, I have attached a ccpy 
of the Carmittee Records Office Manual. The manual sets out tire respon­
sibilities of carmittee chairpersons and procedures for record keeping.

In order to facilitate the effects of the new Uniform Rules it i.s 
imperative that the procedures be followed from the first days of the 
session.

If you have any questions concerning records procedures please contact 
the Conmittee Records staff.
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STATEMENT OF COMMITTEE RESPONSIBILITIES

Each chairperson of a standing, special and joint committee 

of the Alaska State Legislature is responsible for preparation of 

the following pursuant to Rule 23 of the Uniform Rules:

A. an electronic recording of carmittee meetings with 
a log of the recording adequate to locate specific 
testimony;

B.. minutes of each meeting of the committee on a 
standard form prescribed jointly by the Rules 
Committees of the house and senate;

C. announcements of public hearings and ccmrdttee 
meetings pursuant to Rule 23, section (a)
of the Uniform Rules;

D. a ciaronological file of minutes, copies
of which shall be made available upon request tc 
comruttee members and. the public; committee minutes, 
tapers and other materials of research value stall be 
delivered by the camittee at the end of each session 
or each legislature to the legislative library for 
appropriate disposition;

E. In addition may make available to the Legislative 
Affairs Agency a copy of all minutes of corrrittee 
meetings during the session for entry of the minuter, 
as a date bast? on the legislative computer system.



Carmittee Records Staff

Purpose: The purpose of Conmittee Records Staff is to

facilitate and insure ccmmittee compliance with the 

Uniform Rules by maintaining computer files for all 

standing , special and joint comittees of the Alaska 

State Legislature.

The office staff '-Till gather, collate and disseminate 

information required to be made upon request by comm­

ittee members and the public pursuant to Rule 23 of 

Uniform Rules.

Procedures
1. Prepare and disseminate to person responsible tire 

following forms;

A. Staff Identification form;

B. Carmittee Minutes form;

C. Caimitt.ee Minutes Request form;

D. Puli lie Hearing and Conmittee Meeting 
Announcement form;

2. Gather and collate completed forms.

3. Enter data on computer.

4. Assist in data retrieval as requested.

5. Present a bi-weekly compliance report to the Rules 
Conmittee.



COMMITTEE MINUTES FORM

This form is to be prepared and submitted to the Committee Records 
Staff within the next legislative day following the public hearing 
or conmittee meeting. Please submit this form completed with the

Members Present:

Public hearing or committee meeting on:

Address:
Phone:
Surrmarized Position Statement:

Reference Number:
Statutory Reference:
Amendments Formally Considered:

Member Moving Adoption:
Action: Passed or Failed 
Voting Record:

following information pursuant to Rule 23 of the Uniform Rules..

Conmittee Name Date:

COMMITTEE CALENDAR

bill number bill title

bill number bill title

WITNESS REGISTER

Witness Name 
Affiliation:

PREVIOUS ACTION

ACTION NARRATIVE
Tape Recording
Number 0000 Chair opens at

etc.
with members present



.
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COMMITTEE MINUTES REQUEST FORM'

This form is: to be; filled out in duplicate to the chairperson who c:hairs 
the carmittee of wliich the minutes ai:e requested. One cropy is to be; 
retained by the chairperson, the duplicate copy sent to Conmittee 
Records Staff within the day of the request. Please conplete the form 
with the following information.

Conmittee Name:

D.ite of meeting minutes requested: 

Subject of meieting or hearing requested:

Pecjuested by: 
Affiliation? 
Address:
Contact Phone: 
Date of Request:



ALASKA STATUTORY REFERENCE

A.S. 24,05.135(b) The Legislature shall provide by uniform 
joint rule for the recording or: reporting of carmittee session 
proceedings.

UNIFORM RULES REFERENCES

Rule 23. COMMITTEE MEETINGS, (a) Written notice of the time, 
place and subject matter of all meetings of standing, special, and 
joint conrnittees during a week shall be provided by the person who
chairs the caTmittee to the chief clerk or secretary by 4:00 p.m.,
on the preceding Thursday. The person who chairs the carmittee to 
which a bill or resolution is first referred shall provide to the 
chief clerk or secretary written notice of the tine and place of 
the first public hearing on the bill or resolution at least five 
days before the hearing. However, this requirement may be waived 
by motion of the person who chairs the conmittee to which a bill 
or resolution is first referred if concurred in by majority vote 
of the full membership of the house. The chief clerk of secretary 
shall jjublish and distribute copies of the weekly schedule of 
carmittee meetings and of the five-day notice of hearing.

(b) The person who chairs a standing, special or joint
carmittee shall provide the chief clerk or secretary' written
notice of the change in time, place, or subject matter of a 
meeting. At the next daily legislative session, notice of the 
schedule: change shall be announced by the chief clerk or secretary 
and published as a notice in the journal of the house.

(cl A  scheduled meeting of a standing, special, or joint 
carmittee may be cancelled at any time. If possible, notice of toe 
cancellation shall lae given in the same manner as provided for 
notice of change in (b) of this rule.

(d) Tire provisions of (a) and (b) of this rule do not apply 
to a standing, special, or joint carmittee meeting scheduled after 
the date a conference carmittee has been d r  sen to consider amend­
ments to or differences 1 between versions of the general appro­
priation act. However, a person who chairs a standing, special, or 
joint carmittee shall post written notice of the time, place, and 
subject, matter of a meeting at least 24 hours before the meeting

(e) The provisions of (a) - (d) of this rule do not apply to 
meetings of

(1) the Rules Conmittee when it meets for the purpose 
of preparing the daily calendar;



(2) the Conmittee on Ccranittees referred to in Rule 1(e);
or

(3' standing, special, aid joint committees when the 
carmittee meets during the interim between sessions.

(f) Each standing, special, and joint carmittee

(1) shall record its meetings electronically and prepare 
a leg of the recording adequate to locate specific 'testimony;

(2) shall prepare minutes of each meeting of the ccmr.t- 
ittce on a standard form prescribed jointly by the Pules Cormittees 
of the house and senate; the minutes shall include

(A) a list of the names of each member present 
during the meeting;

(B) a list of the name and affiliation cf each 
witness testifying before the committee;

(C) a brief statement of the position of the witness 
on the subject testified upon; and

(D) e'~",h amendment formally considered by the comm­
ittee, the name of tl .ember moving adoption of the amendment, the 
action taken on the amendment, and the yeas ar.d nays if a cormitt.ee! 
member has requested a roll call vote on adoption of an amendment;

(3) shall maintain a chronological file of minutes, 
copies of which shall be made available upon request to committee 
members and the public; carmittee minutes, tapes and other 
materials of research value shall be delivered by tee. carmittee at 
the end of each session or each legislature to tee legislative 
reference library for appropriate disposition;

(4) may make available to the Legislative Affairs Agency 
a copy of all minutes as a data base on the legis]ati.ve computer 
system.



OCMMTITIEE RECORDS FORMS

Overview

The Carmittee Records Staff will gather, collate and disseminate 
information based on the return of the following completed forms to 
the CormiLttee Records Office within the schedule provided.

Please submit to the Conmittee Records Staff the following 
completed forms:

1. a Conmittee Staff Identification form to be prepared and 
submitted to the C.R.O. the first (2/ days upon the con~ 
vening of the Alaska State Legislative session. This form 
will identify conmittee staff responsible for preparation 
and submission of carmittee minutes pursuant to Rule 23 
of the Uniform Rules;

2. a Carmittee Minutes form to \ya carp.leted ar.d submitted to 
the C.R.O. within the next legislative day following
the public hearing or committee meeting. 7i person who 
chairs a standing, special or joint carmittee is 
responsible for an electronic recording of carmittee 
proceedings pursuant to Ri;le 23 of tire Uniform Rales;

3. a Carmittee Minutes Request form to be filled out in 
duplicate to the person who chairs ihe carmittf of which 
the meeting minutes are requested. One copy is to he 
retained by the chai_person with the duplicate copy to 
be sent, to the C.R.O. the day in which the request was 
made.

4. a Public Hearing anu Carmi tree Meeting form to be used by 
committees of first referral for announcement of public 
hearings with'n the (!3) days prior requirement and. for 
announcement of carmittee meetings by 4:00 p.m. on the 
Thursday preceding the week in which the meeting is to 
be held pursuant to Rule 23, section (a) of the Rules.
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February 4, 1982

Dear Constituents:

At the last minute, I had to cancel my trip to Anchorage. I 
am m o s t  sorry to not be w i t h  you today. Because of 
condit ions b e y o n d  my control, I suddenly find myself 
chairman of two major standing c o m r i t t e e s — House Labor & 
Commerce, and House Health, Educat ion and Social Services. 
Both c ommittees  have many bills to c o n s i d e r  in this 
(hopefully) short session; thus wee ke n d s  are fully used for 
research and scheduling.

By way of this letter, I introduce Mr. Jeff Barry, who is my 
admini s t r a t i v e  assistant. He has, on short notice, flown up 
at m y  e x pense to represent me. You can be m o s t  assured that 
Mr. B arry w i l l  forward your concerns to me, and prop er 
follow-up action will be taken. I look forward to talking 
with you at our District 8 telec o n f e r e n c e  on Tuesday, 
February 1C, at 8 PM.

Yours very truly,

R e p r e s e n t a t i v e  Terry Martin
«

jfm



COMMITTEE MINUTES
COMMITTEE : ;  '
HEARING DATE_____ ' __________________________________
TAPE NO.  ______________________________________________ _

The meeting was called to order by Chairman_________________________ at
____________________ o'clock ^ ______ .M., In R o o m  ; , ___________________
Building, Juneau/ Alaska. Committee members present in addition t o  the

Chairman were  ;__________________________________________________________________
________  Committee staff in attendance

w e r e : ____________ •________________ ;____________________________________________________

The committee schedule called for the consideration of the following
items: _________ __________________ _________ . Testifying before the committee

r e g a r d i n g ____________w e r e ___________________________________________________________

(Here insert paragraphs containing information on who testified regarding 
what matter, whether the testimony was In favor or against the measure, 

any motions, etc.)

As there were no further items to come before the committee a t  this 
time, the Chairman adjounred the meeting a t _________________o ' c l o c k ____ .M...

MINUTES REVIEWED AND APPROVED:

Committee Chairman
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