
 
CUPFA Notetaking Form for PTHC Meetings 

 
 
Unit/Department: Date: 

1.General Information 

Part-time Representatives: 

Full-Time Representatives: 

Chair: 

Time start: Time end: 

Number of courses posted: 

Number of courses allocated: 

Number of reserve courses posted: 

2. Procedures prior to the meeting 

Were you able to check the Appendix H application forms 
at least 48 hours prior to the meeting of the PTHC? 

Yes 
 
No 

If yes, was the documentation provided in an electronic, e.g. “.pdf”, format? 
 
 
 

If no, when did you verify the Appendix H application forms? 
 
 
 

Were there any part-time members who applied to more 
than one Department/Unit? 

Yes 
 
No 

If yes, did the chair check to see if the other relevant 
PTHCs had already met, and verify the relevant course 
allocations from those meetings? 

Yes 
 
No 

If yes, what measures did the chair take (e.g. phone call or email to other PTHC 
Rep, consult FRIS, information provided by PTHC members, etc.) 
 
 
 
 

In the case of members with cancelled courses, was the 
chair able to confirm these and adjust allotments of those 
members accordingly? 

Yes 
 
No 

	  
See	  over	  …	  

	   	  



3. Non-unanimous votes (please take notes) 

Part-time member 
name: 

Vote results 
(N, Y, or 
Abstain) 

Rationale 

   
 
 
 

   
 
 
 

   
 
 
 

   
 
 
 

   
 
 
 

   
 
 
 

   
 
 
 

Please attach any more documentation if necessary (e.g. if there isn’t enough space 
here to list all the relevant issues. 

4. Was a 10.19 list prepared before the meeting was 
adjourned? 
 

Yes 
 
No 

 
PTHC CUPFA Representative: _____________________________ 
 
PTHC CUPFA Representative: _____________________________ 
 
Please fill out this form during the PTHC meeting, and return it to the CUPFA offices 
within a week of the meeting.  
Internal mail: CUPFA, K340.  email: cupfa@concordia.ca 
 
Thank You for your service! 
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