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Public Meetings Calendar 
This manual gives an overview of the pages and features of the Public Meetings Calendar 

section of the Secretary of State’s new KB website.  

Go to the North Carolina Secretary of State’s Office website at: https://sosnc.gov. 

Select Agency Information. 

 

Figure 1. Agency Information menu highlighted 

This takes you to the Agency Information page. 

 

Figure 2. Agency Information page 
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Select Public Meeting Calendar. 

 

Figure 3. Red arrow pointing to the Business Registration link 

This link takes you to the Public Meetings Calendar page. 

 

Figure 4. Public Meetings Calendar 

The North Carolina Secretary of State’s Office also provides a Public Meetings Calendar that 

includes notices for specific statutory public bodies and advisory committees, ensuring 

transparency and citizen participation in government proceedings. 
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The interactive calendar displays linkable days of the month. You can click on the days that 

appear as active links. 

 

Figure 5. Visual and interactive calendar with date links 

Select one of the dates on the calendar. See Figure 6. 

 

Figure 6. A red arrow points to an active date link 
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The date link takes you to the search results. See Figure 7. 

 

Figure 7. A red arrow points to the plus sign beside the meeting name 

When you click on the plus sign (+) beside the meeting name, the tile expands, displaying 

meeting details and links. 

 

Figure 8. Expanded tile displaying meeting details 
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Contact Us—For Calendar Help 
Select the Contact Us link on the sidebar of links. 

 

Figure 9. Contact Us link on the right side of the screen 

When clicking on the Contact Us—For Calendar Help link, you activate the email address for the 

Public Meetings Calendar team.  

Email: calendar@sosnc.gov 

FAQs for Government (PDF) 
Select FAQs for Government (PDF) link in the sidebar of links. 

 

Figure 10. Select FAQs for the Government (PDF) link 

mailto:calendar@sosnc.gov
https://test.sosnc.gov/webfiles/documents/Guides/Calendar/Calendar_FAQs_for_Government.pdf
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The PDF contains thirteen questions and answers about public meetings. 

 

Figure 11. FAQs for Government PDF 

You can find a link to the Article 33C Meeting of Public Bodies law in the second paragraph of 

the PDF. See Figure 11. 

 

Figure 12. PDF of Article 33C, Meetings of Public Bodies law 

https://www.ncleg.net/EnactedLegislation/Statutes/HTML/ByArticle/Chapter_143/Article_33C.html
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According to Article 33C, open meetings are important because "public bodies that administer 

the legislative, policy-making, quasi-judicial, administrative, and advisory functions of North 

Carolina and its political subdivisions exist solely to conduct the people's business" and, 

therefore, "it is the public policy of North Carolina that the hearings, deliberations, and actions 

of these bodies be conducted openly." 

The FAQs for Government (PDF) addresses common questions about filing notices of regular 

public meetings with the Secretary of State. It’s important to note that this information is 

provided for informational purposes only and does not constitute legal advice. 

Throughout the FAQs, the term “agency” refers to various State entities, including agencies, 

commissions, advisory committees, and boards, all falling under the broad definition of 

a “public body” as defined in the Open Meetings Law. 

Remember to consult official sources or legal counsel for specific guidance related to your 

agency’s obligations.  

Who has to file? 
Question 1. Who has to file meeting notices with you?  

The Open Meetings Law defines “public body”. The law says that public bodies that are part of 

State government have to file a schedule of regular meetings with us. Read the Open Meetings 

Law. 

Question 2. Is there a list of agencies that have to file meeting notices with you?  

No, there is not a list. The reason is that the definition of “public body” is very broad. Read the 

Open Meetings Law. 

Question 3. Does local government have to file their meeting notices with you?  

No, the law has other requirements for local governments. Read the Open Meetings Law. 

Question 4. Who decides if an agency has to file regular meeting notices with you?  

The individual agencies decide. They may consult their attorney or the Attorney General to help 

decide if notices have to be filed with us. For more information, you may find the Attorney 

General’s FAQs and Guide to Open Government helpful. Visit the Attorney General’s website. 

What do we have to file? 
Question 5. We’ve changed our regular meeting schedule. Do we have to file a new notice 

with you?  

Yes, you should file the new schedule with us at least 7 days before the first meeting under the 

changed schedule. Click here to read the law. 

Question 6. Is there a list of information I have to include in my notice of regular meetings?  

https://www.ncleg.net/EnactedLegislation/Statutes/HTML/ByArticle/Chapter_143/Article_33C.html
https://www.ncleg.net/EnactedLegislation/Statutes/HTML/ByArticle/Chapter_143/Article_33C.html
https://www.ncleg.net/EnactedLegislation/Statutes/HTML/ByArticle/Chapter_143/Article_33C.html
https://www.ncleg.net/EnactedLegislation/Statutes/HTML/ByArticle/Chapter_143/Article_33C.html
https://ncdoj.gov/
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We suggest you think about it like an invitation. What do you need to know to decide if you’re 

going to accept an invitation? That’s the kind of information you may want to include in your 

public meeting notices. To help you, we’ve provided a table showing the parallels between an 

invitation and a public meeting notice. If you use our electronic calendar and e-file, it works like 

an e-form. There are mandatory items you have to fill in, marked with an asterisk. There’s also 

space for optional information.  

Note: There’s an optional information space for contact information if someone has questions 

about the meeting. If you don’t put anything in that blank, it will enter your contact information 

as a default. That’s because people need to know who to call or email if they have questions 

about a meeting. 

For more information, you may find the Attorney General’s FAQs and Guide to Open 

Government helpful. Visit the Attorney General’s website for more information. 

Question 7. Can we file notices of special meetings with you?  

Yes. We’ll accept any meeting notices you want to file with us including:  

 Special or called meeting notices 

 Public hearing notice 

How do we file? 
Question 8. What are the advantages of e-filing our Calendar notices of meetings? 

 You control not only what gets posted on line but when it gets posted. 

 You’ll be able to add or edit meetings on line at any time of day or night (which may 

help with meeting deadlines). 

 Your meeting notices will be quickly posted online. 

 Your meeting notices will be searchable by clicking on a calendar, by entering dates, 

locations or your agency’s name. 

 You can send a link to the calendar and meeting notice out to people interested in your 

meetings. 

 You provide better customer service to citizens and interested parties. 

Question 9. Do we have to use your e-filing system and file online?  

Yes, the old way of posting meetings is no longer available. 

Question 10. I want to e-file our meeting notices. How do I do that? 

Step 1. Check to see if your agency already has been set up in our system. If not, follow the 

steps to “request a new entity”. 

Step 2. Request an account for yourself (if you don’t already have one). 

https://ncdoj.gov/
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Step 3. After both you and your agency have accounts, you can begin to add meeting notices to 

the Calendar. 

Visit the Public Meetings Calendar. 

Question 11. Can I set up recurring meetings on the electronic Calendar?  

Yes, you can set up recurring meetings. You can even set up recurring meetings with some 

different elements. For example, if all meetings except November and December are on the 3rd 

Thursday, you can do that. First, create the recurring meetings. Then go back and edit the 

November and December meetings to change the date.  

Question 12. My agency has created some new committees. I have to file meeting notices for 

those committees. Can I do that on line?  

Yes, you can do that. There are two different ways to approach e-filing those committee 

meeting notices: 

 You can set up each committee’s meeting under your agency. Create the meeting the 

same way you would an agency meeting. Name the meeting with the committee’s 

name. We recommend that you consider trying this method. 

 You can set up the committee as a new entity and then create the meeting for it.  

Question 13. Is there a form I can use to file the public meeting schedules with your office?  

No, we do not have a form for filing paper, email or fax meeting notices 

  

https://test.sosnc.gov/online_services/calendar
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FAQs for Public and Media (PDF) 
The FAQs for Public and Media PDF provides information about public meeting notices filed 

with the NC Secretary of State. It answers common questions for both the public and media. 

These notices inform people about upcoming meetings, their agendas, and other relevant 

details. The goal is to promote transparency and ensure everyone stays informed about 

important events. 

 

Figure 13. Link for FAQs for Public and Media (PDF) 

The FAQ document contains twelve questions and answers about the public meetings calendar. 

 

Figure 14. FAQ document for the public and members of the media 

https://test.sosnc.gov/webfiles/documents/Guides/Calendar/Calendar_FAQs_for_Public_and_Media.pdf
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The twelve questions are as follows: 

Question 1. Who has to file meeting notices with you?  

The Open Meetings Law defines “public body”. The law says that public bodies that are part of 

State government have to file a schedule of regular meetings with us. Click here to read the 

Open Meetings Law.  

Question 2. Is there a list of agencies that have to file meeting notices with you?  

No, there is not a list. The reason is that the definition of “public body” is very broad. Click here 

to read the Open Meetings Law.  

Question 3. Does local government have to file their meeting notices with you?  

No, the law has other requirements for local governments. Read the Open Meetings Law. 

Question 4. Who decides if an agency has to file regular meeting notices with you?  

The individual agencies decide. They may consult their attorney or the Attorney General to help 

decide if notices have to be filed with us. For more information, you may find the Attorney 

General’s FAQs and Guide to Open Government helpful. Visit the Attorney General’s website. 

Question 5. Do agencies file notices of special meetings with you?  

Some agencies choose to file notices of special or called meetings or public hearings with us. 

Question 6. Do agencies have to have regular meeting schedules?  

We don’t have the authority to interpret the Open Meetings Act, so we can’t answer that 

question. For more information, you may find the Attorney General’s FAQs and Guide to Open 

Government helpful. Visit the Attorney General’s website. 

Question 7. I know an agency that isn’t filing meeting notices with you. Can you make them 

file?  

No, we don’t have the authority to make an agency file regular meeting notices. You may want 

to contact the agency directly. You may also want to consult with an attorney. 

Question 8. What are the penalties for not filing a meeting notice with you?  

We don’t have the authority to penalize an agency for not filing a meeting notice with us. For 

information on penalties read the Open Meetings Act (click here). You may also find the 

Attorney General’s FAQs and Guide to Open Government helpful. Visit the Attorney General’s 

website. 

Question 9. Does your electronic calendar include all of the agencies that have to file meeting 

notices with you?  
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We don’t know. We set up the electronic calendar to include all of the agencies that filed 

meeting notices with us in calendar year 2014/2015. There may be other agencies that didn’t 

file notices during that time for some reason. For example, an agency may not have had a 

public meeting and so may not have filed a meeting notice. In addition, new agencies are often 

created by the General Assembly or by agencies themselves. For example, a principal 

department head might decide to create an advisory committee which would then need to file 

notices. 

Question 10. I looked up a meeting in your e-calendar. It doesn’t include information I’m 

looking for. Why not?  

Agencies are only required to enter the information required by the Open Meetings Act. Click 

here to read the Open Meetings Law. Our e-calendar has space for agencies to enter optional 

information but we can’t make them do that. There should be contact information for every 

meeting so you can call or email and ask questions about the meeting. DO NOT call or email the 

Secretary of State’s office to ask questions about a meeting. We will not know the answers. The 

only information we have about meetings is what you see on our website. 

Question 11. Why do I have to look in two places on your website to be sure I find the 

information about a meeting?  

There are two places on the website with meeting notice information: the E-Calendar (click 

here) and the legacy meeting notice site (click here). Some agencies filed meeting notices for 

this year before the E-Calendar was on our website. We don’t have the staff to be able to go 

back and add the information about those meetings to our E-Calendar. 

Question 12. Where can I get more information about what the law requires with regard to 

public meetings?  

You can get more information about the Open Meetings Law from many different sources. For 

example, you can get information from the Attorney General's website. 

There are websites outside of State government which are also possible sources for information 

about the Open Meetings Law. Please note that the websites listed below are not part of the 

Secretary of State’s office. We offer this information in an effort to be helpful.  

Public Records Law for North Carolina Local Governments by David Lawrence, is a book 

published by the School of Government at the University of North Carolina at Chapel Hill. 

Although the book mainly deals with Public Records Law and local government, it includes 

some information about State government and open meetings. Visit the School of Government 

website.  

The School of Government also has a blog, Coates Canons, which includes postings about the 

Open Meetings Law.  
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Some nonprofit organizations post information about the Open Meetings Law. For example, 

Elon University has a Sunshine Center where some information about the Open Meetings Law is 

posted. 
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Forgot Your Password? 
Select Forgot Your Password from the sidebar of links. 

 

Figure 15. The "Forgot your password?" link highlighted 

This link takes you to the Forgot Password page. 

Enter your email. 

Click Reset Password. 

 

Figure 16. Reset password page 
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Request a Calendar Account 
Select Request a Calendar Account link. 

 

Figure 17. Request a Calendar Account link highlighted 

This link takes you to the Edit Account page. 

 

Figure 18. Edit Account page with entry fields 
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Enter your Full Name, Account Name, and Password. 

Click Next. 

 

Figure 19. Account name and password 

Click Next. 

Enter your address. 

 

Figure 20. Address entry fields 



17 
 

Public Meetings Calendar Manual  

Re 

IT—April 8, 2024 

Click Next. 

Enter your phone number. 

 

Figure 21. Phone number entry fields 

Click Submit. 

The Success page confirms that your account request has been submitted. You will receive an 

email and/or text confirmation, too. 

 

Figure 22. Success page 
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Search 
Select Search. 

 

Figure 23. Search link selected 

The link takes you to the Search page. 

 

Figure 24. Search page 

Enter the Start and End Dates. 

Enter the two optional entry fields if needed. 
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For this example, we selected 04/01/24 to 04/08/24. 

 

Figure 25. Start and End Date fields for example 

Click Search. 

The Search Results list all of the meetings that match your search requirements. 

 

Figure 26. Search Results 
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Click the plus (+) sign at the end of the meeting name row. This will expand the tile to reveal 

Meeting Details. 

 

Figure 27. Meeting details 
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Sign In 
Select Sign In. 

 

Figure 28. Sign In link highlighted 

This link takes you to the Calendar Sign In page. 

 

Figure 29. Calendar Sign In page 

Enter your Username and Password. 

Click Sign In. 


