
These templates get automatically pasted in to every new Proposal or Meeting page you create.

Spokescouncil Meeting Notes Template
Proposal Template
Spokesocuncil meeting agenda template
Ridgewood Commons Group Charter - Template

Page Templates



paste the agenda that we used for this meeting

<spoke name + delegate: name + note-taker: name> , <spoke name + delegate: name + note-
taker: name>,  ...

action item 1 - name of individual or groups bottomlining
action item 2 - name of individual or groups bottomlining
action item 3 - name of individual or groups bottomlining

action item 1 - name of individual or groups bottomlining, notes on status (ex. stalled due
to vacation, halfway done, need supplies)
action item 2 - name of individual or groups bottomlining, notes on status 
action item 3 - name of individual or groups bottomlining, notes on status 

Spokescouncil Meeting
Notes Template
Spokescouncil Meeting - Date: MM-
DD-YYYY
Agenda 

Meeting Highlights
Attendance

New Action Items 

Uncompleted/ In progress Action Items from Prior Meetings

Proposals Discussed



proposal name
proposal name
proposal name

proposal name
proposal name
proposal name

proposal name
proposal name
proposal name

proposal name
proposal name
proposal name

notes

Passed

Did not pass

Withdrawals

Proposals We Didn't Get To Discuss (will flow forward to
next agenda)

Detailed Meeting Notes



Name

Submission Date:
Vote date:
Vote result:

list motivations for proposal 

one sentence to describe the proposal (at the end of this document, you will include a
detailed description)

Any background info needed to understand function of proposal

List of groups or people this affects

Proposal Template
When you select a template, it doesn't fill out the page title.
Title proposal pages like so:

Proposal Title 
Person or group submitting

Proposal History

Motivation (why are you proposing this?)

Proposal summary

Details
Background info

Group(s) this proposal will affect

Labor required



Labor that will be needed, initial and ongoing. List the tasks that will be involved

Who will do the work required to enact this?

Does it cost anything? Will it cost anything in the future?

Write a detailed proposal description. If there are variations for people to choose between, list
those as well

Text of specific proposal

Text of specific proposal

Text of specific proposal

Individual or group doing labor

Money required

Proposal Description (and variations)

A) Cute name for a specific proposal

B) Cute name for a specific proposal

C) Cute name for a specific proposal



The agenda template below should be updated based on the triaging of proposals and other stuff
that may be happening that need attention.

Role call (5 min)
Role assignments (5 min)   

facilitator - 
meeting notes - 
stack
timer 

Spokescouncil process quick review (5 mins/ Q&A 5 min; e.g. how voting works, etc)
Admin committee updates - Report on what was done this month, challenges faced,
upcoming plans/needs, and any requests for support or approval. (25 mins; 5 min each) 

Finance (e.g. donations received (total and by source), expenses (total and by
category), surplus/ deficit, any upcoming big expenses) 
Facilities
Tech and comms
Fundrasing
Programming and rentals

BREAK 

Proposal voting (TBD based on nubmer of proposals) 
[Add proposals here]

Working group announcements (15 min)
Action item review (5 min)
Closing remarks (1 min)

Spokesocuncil meeting
agenda template



Working Group / Admin Committee Name:
Contact Information: [i.e. Email to reach out to to express interest, signal chat link, socials]
Date Charter Ratified: XX/XX/2025 (to be filled in once charter is ratified)

Connection Statement:
[This section is a space to provide a short statement on how your working group or admin
committee is connected with Ridgewood Commons (RC) and the community at large. Questions to
consider are:

What is the purpose of your working group / admin committee?
What are your priorities?
How does your working group / admin committee intersect with the RC space and
community?]

Example*: The Finance Committee aims to provide financial oversight for Ridgewood Commons to
ensure the collective makes sound financial decisions that consider both the effective replication of
the space as well as the needs of the community. Recognizing that financial management is a
potential source of conflict, the Finance Committee will prioritize trust, accountability, and
transparency to the Spokescouncil and members will maintain active involvement in the space and
community.

Powers & Rights:
[This section will outline the specific powers and rights that the working group or admin committee
has. This includes a general outline of how the group uses the space and any abilities the group or

Ridgewood Commons Group
Charter - Template

**********TEMPLATE*********

Ridgewood Commons Group
Charter



committee has. Note that any and all of these powers and rights will be ratified by the
Spokescouncil, thus empowering the group or committee to act in accordance with this charter.
Future/expanded powers and rights would be decided through the proposal process. Questions to
consider are:

How do you use the space currently?
What necessary abilities and powers does your group need in order to autonomously
function, while also maintaining accountability to the space and Spokescouncil?
In what ways could these powers and rights come in conflict with your responsibilities and
any liability noted in the section below?]

Example*: The Finance Committee is empowered to:

Provide oversight on Ridgewood Commons finances, including any/all fundraising streams,
spending decisions and patterns, and future financial and community goals. This oversight
includes veto power for financial decisions that endanger the replication of the RC space.
Utilize the RC space when free and available to conduct meetings.

Responsibilities & Liability
[This section will outline the specific responsibilities and potential liability that the working group or
admin committee has. This includes a general outline of how the group is accountable to the
Spokescouncil and RC community. Note that any and all of these responsibilities will be ratified by
the Spokescouncil, thus solidifying the accountability the group or committee has. Future/expanded
responsibilities would be decided through the proposal process. Questions to consider are:

What areas of the space is your group utilizing, and what does your group need to do in
order to maintain these areas for your use as well as the use of the RC community?
Cleanliness is key!
What are any hazards or potential liabilities that your group should consider in order to
make sure RC can continue to function?
How are you accountable to the Spokescouncil?
How will you ensure that your group lives up to its responsibilities?
What general commitments (financial or otherwise) does your group make to the RC
space to ensure its effective reproduction?
In what ways could your group potentially come into conflict with other groups or others
who use the space, and how can you mitigate this potential conflict?]

Example*: The Finance Committee is responsible to:

Ensure that any/all financial decisions consider both the effective replication of the space
(including, but not limited to, meeting and maintaining buffers for all expenses, ensuring
legal financial compliance, and mitigating internal conflict arising for financial reasons), as
well as the needs of the community and RC Points of Unity.
Provide clear and transparent reasons for any major financial decisions, including vetoes
on spending.
Provide regular reports to the Spokescouncil on revenue/expense trends.
Maintain secure financial records.



* The examples provided are preliminary drafts and not reflective of the Finance
Committee’s charter, which will be completed in preparation for Spokescouncil
ratificationMaintain secure financial records.

Ratified: XX/XX/2025


