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Master Calendar Public Meeting/Conference/Workshop Request Form
Only meeting of public bodies subject to the Open Meetings Act
 and workshops and conferences available to the public will appear on the NDE Event Master Calendar. Please complete the form below (both pages) and send to Denise Fisher.  All requests will be approved prior to publication on the NDE Master Calendar.  

In order to meet the notice requirements of the Open Meetings Act, information on the meetings of public bodies must be posted at least one week in advance of the meeting
 and must include the time and place of the meeting
 and a current agenda.     
	Name of Public Body Holding Meeting or Title of Workshop of Conference
	 

	Event Type(check one)
	( Conference
	( Public Meeting
	( Workshop

	Event Contact Name
	 

	Event Contact Info
	E-mail
	

	
	Phone
	

	Event Link/URL or, for public meetings, a Link to the Agenda (if not attached)
	

	Start and End Date
	Start Date 
	
	End Date
	

	Start and End Time
	Start Time
	
	End Time
	

	
	(  All Day Event

	Location
	

	Description 

Provide a brief summary of the event and any additional information. 
	

	Attachment/Agenda
Have an attachment you would like to include (for public meetings, Agendas may be attached instead of linked). Please send with completed form.
	(  Yes

(  No


�  In addition to the State Board of Education, various councils, committees, and bodies associated with NDE that are created by law or by NDE (and advisory committees to such councils , committees or bodies) may be “public bodies” subject to the requirements of the Open Meetings Act.  Please contact the General Counsel’s Office if you are unsure whether a council, committee or other entity is a “public body.” 





�  Emergency meetings of public bodies may be held without such notice in certain circumstances.  Contact the General Counsel’s Office for assistance.





�  Public bodies may meet by videoconference subject to certain requirements.  Public bodies may not meet by telephone, except in emergencies.  Contact the General Counsel’s Office for assistance.








