


















BOARD Meeting Checklist 

Board Meeting:         Date:       
Must be POSTED 72+ hours prior to meeting 

_____Prep for Board Meeting 
 ___ Calendar invite to BOR / Cabinet / Ramiro / Nataly 

___ Complete room reservations with Facilities 
 ___ Custodial request for Tucker Hall (to be completed prior to meeting) 
 ___ Order BOR dinner / make meal choice cards for next meeting / check drinks & supplies at Tucker 

___ Identify Student Spotlight, send information, and notify MPA (Brian/Chris) for certificate(s) 
 ___ Send reminder email to Cabinet of due date of action items ___________ (date) 
 

_____ Organize Boardbook 
 ___ Edit Action Items as needed / Leslie review 
 ___ Affix signatures (JA, LV, LG) to Action Item pages (Shana) 
 ___ Create Meeting Notice and Agenda 

___ Scan/attach signed Action Items, Exhibits, Minutes, and Financial Report 
___ Have 2nd person review and verify all BoardBook items for accuracy ____________ 
 Minutes, retirements/resignations, financials, action items/exhibits – open and review each document 

 ___ With Leslie’s approval, ask Cabinet to review/approve (mtg status In Review) ___________ (date) 
 ___ Release to Public View (with Leslie’s approval) ___________ (date) 

* Except financial and minutes – anyone with login only 
 

_____ Request Public WebEx link from Ramiro (if not already received)  

_____ Send Public View link and WebEx link to Roger Demary to post on the Lee College website  

_____ Physically post Notice and Agenda on Rundell Bulletin Board (maintenance) 
 ___ In Boardbook, enter posting date/time in Posting Information area of Edit Meeting screen 
 

_____ Email the Boardbook link (www.boardbook.org):   
___ Board/President/Leslie 
___ Attorney John Hopkins and admin Betsy Maggard (attach agenda) 
___      President’s Cabinet 

 

_____ Email the Boardbook PUBLIC LINK (https://meetings.boardbook.org/Public/organization/747) and WebEx 
link to the following:  
___ ALL USERS/MYLCUSERS - (BCC) 
___ Baytown Sun: Skewes, Phoebe Buras, Rogers, Hollis (in Boardbook, meeting status Published) 

 

_____ Print Board packets  
___ Print 2 copies of agenda/action items/financial report/retirements & resignations 

(Hall, Himsel) 
___ Print 1 full packet with ALL documents. Prepare packet for signatures (BOR and President) 
___  Make copies of Board of Regents calendar, and any other handouts for Board Meeting  

 

_____ Email Dr. V Student Spotlight information and retirements/resignations 
_____ Send meeting reminders to others, as needed 
_____ Arrange for Food / Parking / Security / Supplies / Room Reservation 
_____ Take Attendance Poll in late morning on the day of the meeting  
_____ Pack Board Bag – BOR Mail, BOR Packets, originals for Signatures, Minutes to be signed, 
            10 Copies of Agenda(s), Forms – Minutes, Executive Session, Public Comments, Chair Instructions 
 



Following Board Meeting – to be completed within one week of meeting:   
 
_____ Board Signature documents  

___ Approved Minutes for prior month – upload to Boardbook and change meeting status 
to Completed for release to public (update permissions to allow public access to documents) 

___ Download/Save prior month packet & attachments for all meetings, also signed minutes for 
each (pdf files) to J drive folder 

___ BOR Signature Originals/Resolutions/Action Items to Leslie – make copy for original packet 
 
_____ Give documents needing Dr. V’s signature to Vanessa 
 
_____ Download USB Audio & presentations to Boardbook (request Student Success PPT if any) 
 
_____ Financial Reports and Other Reports – release on Boardbook following Board meeting.  Non- 

confidential information/documents should be released to public on Boardbook following meeting. 
 
_____ Email Regents digital copy of calendar 
 
_____ Prepare minutes from meeting – Draft due to Leslie within 7 days of meeting 
 
_____ Update policies back-up (J drive) with any Board policy revisions/adoptions (Shana) 
 
_____ Keep all original Board Meeting related documents 
 ___ Indicate Approved/Not Approved on Action Items-Original Packet 
              ___ Send a scanned copy of the Approved/Not Approved Action Items to Jonathan 
              ___ Send a scanned copy of completed Action Items to each resource person listed on each item 

___ Bind Original packet in Board binder 
___ File Board preparation documents for reference (12 months) 
___ File Agenda in BOR Agendas binder for quick reference 
___ Empty portal, after saving submission cover pages as pdf files 

 
_____ Send email to Cabinet with agendas from the previous 3 years for the next month’s meeting and 

due date for next meeting action items  
(J. Atkin, L. Gallagher, D. Walcerz, A. Ferguson, C. Lightfoot, D. Zuniga, S. Bennett, K. Forde Spiers, 
M. Moreno, J. Norris, A. Summers, S. Tacconi, B. Waddle, F. Prestage, respective admins. and others 
– N. Balthazar, C. Barrios, S. Basquez, I. JohnBaptiste, G. Martinez, C. McCrory, T. Minor, J. 
Rodriguez, P. Rios, G. Woodruff, K. Zamagne) 

 
_____ Update the date of the next Board Meeting on the Action Item portal (Shana) 
 
General Information 
 

• Board meetings, Special meetings, Workshops, Retreats – require posting 72 hours prior to meeting  
• Committee meetings typically involve 3 members (no quorum) and therefore do not require 

posting – although the process remains the same. 
• Meals – BOR members (9), President, VP Atkin, VP Gallagher, Mohlman, Ramiro, IT staff (1), Security 

(2).  *Others if participating in meeting 
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LEE COLLEGE 
LEE COLLEGE DISTRICT 

OFFICE OF THE PRESIDENT 
 

MEETING NOTES OF THE BOARD OF REGENTS 
JOHN B. TUCKER LECTURE HALL 

 

Date: __________________________ Recorded by: _________________________________ 

Chair: _______________________________________ Start Time: ______________________ 

PRESENT: 

Vice Chair Pam Warford  Secretary Mark Himsel  

Regent Weston Cotten  Regent Judy Jirrels  

Regent Daryl Fontenot  Regent Heron Thomas  

Assistant Secretary Gina Guillory  Chairman Gilbert Santana  

Regent Mark Hall  President-Dr. Lynda Villanueva  

ABSENT: 

Vice Chair Pam Warford  Secretary Mark Himsel  

Regent Weston Cotten  Regent Judy Jirrels  

Regent Daryl Fontenot  Regent Heron Thomas  

Assistant Secretary Gina Guillory  Chairman Gilbert Santana  

Regent Mark Hall  President-Dr. Lynda Villanueva  

 

Call Meeting to Order and Establish Quorum 

Invocation and Pledge to the Flag by _______________________________ 

 

Student Spotlight 

 

 

 

 

 

 



 

Disposition of Minutes of: 

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Report of the Chairman: 

 

 

 

 

 

 

 

 

Building / Policy / Audit & Investment Committee Reports: 

 

 

 

 

 

 

 

 

 

 

 



Report of the President: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Informational Reports 

Retirements/Resignations: 

 

 

 

Financial Report: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Public Comment: 

 

 

  



Items of Discussion/Action: 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot   Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

 

 



Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

 

 

 



Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

 

 

 



Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

Item:          

Pam Warford  Mark Himsel  

Weston Cotten  Judy Jirrels  

Daryl Fontenot  Heron Thomas  

Gina Guillory  Gilbert Santana  

Mark Hall    

 

 

Executive Session Time: ________________  Reconvene Open Session Time: ________________ 

 

Matters of Concern for Future Agendas: 

 

 

 

 

 

 

 

 

 

 

 

Time of Adjournment: 



LEE COLLEGE 
BOARD OF REGENTS  

COMMITTEE/WORKSHOP  
OFFICE OF THE PRESIDENT 

 
 
 

Type of Meeting: _______________________________________  Date: _______________ 

Start Time: ______________________________ End Time: _______________________ 

Present: 

 

 

Absent: 

 

 

Notes (Attach Agenda): 


