
Committee Report Creation in the Legislative System 

 

1. Go to https://legislation.generalconvention.org 

2. Enter your email and click the blue button to send a login link.  The email you use must be the one 
on file with the GCO. You will already have an account as a legislative committee officer. You should 
not create a new one.  If you need to verify what email is on file please contact 
gc.support@episcopalchurch.org 
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3. Go to your email to get your login link. The email will come from The General Convention Office at 
the specific notifications email notifications@generalconvention.org. Click on the link and it will 
take you to the LPO and log you in. 

If you do not receive the link, check y0ur spam. If not there contact 
gc.support@episcopalchurch.org to check what email is on file. 

Note that as long as you do not explicitly logout the LPO will remember your connection and not 
require you to get another magic link for 4 weeks. When you go to the 
legislation.generalconvention.org link the system will simply load.  

The system will prompt for you to get a new link if you use a different browser or a different 
computer, or your system is set to erase cookies after every session, or if for some reason the GCO 
had to reset the system. If one of these scenarios applies just enter your email again to get a new 
email with a login link. 

Here is an example of the link email. In this screenshot the email system protected the link. Your 
email system may or may not do this, but the email sender and subject will be the same. 
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4. At the LPO landing page, click on the Committee Report Creation module in the left side menu: 

 

 
  



 

 

5. At the Committee Report Creation page you will see resolutions for which a committee report 
needs to be submitted. Note that you must draft the report, and then review and submit the report 
as separate tasks. 

For first house committee reports you will see both a green button for drafting the report in the 

House of Initial Action (HiA), and a gray button for drafting it for the other house. Please use the 
green button.  If the green button says HoD the Deputies should draft that report. If the green 
button says HoB the Bishops should draft the report. After the first house acts the resolution will 
appear again in the committee report interface with a green button for the other house to draft 
their report. 

(Ignore the gray button. Incorrectly using the gray button will send the resolution to the wrong 
house. There are special circumstances that allow for a report to be drafted in the other house, but 
you would be told if those special circumstances need to be invoked. The other button must be 
there to allow for these special circumstances, but it is gray to discourage incorrect use of it. A 
warning will also pop up if you accidentally use the gray button.)  

 

 
  



 

6. In the committee report editing screen, choose the correct recommendation on the right side.  An 
explanation of each recommendation will show once selected.  Here is a list of the choices: 

First Committee Report Second Committee Report 
Adopt Concur 
Adopt with Amendment Concur with referral to an Interim Body 
Adopt Substitute Not Concur 
Reject Adopt with Amendment (message) 
Take No Further Action Adopt Substitute (message) 
Refer to an Interim Body Take No Further Action 
Adopt HoD or HoB only Refer to an Interim Body 
Adopt with Amendment HoD or HoB only  

 

7. Note whether the House of Deputies reviews passed, check in with the HD review committee if 
anything did not pass to learn the issues they saw. 

8. Notes is a free field which is private, it does not display on virtual binder. It is for information that 
the Committee or the Secretariat needs to keep with the Committee Report, such as the other 
resolutions included in a consolidate substitute. 

 

  



 

 

9. Make amendments with strikethrough to show deleted words, sentences or paragraphs, and italics 
to show added words, sentences or paragraphs. Click on save once done. 

Please always use whole words or whole phrases when making amendments. Never 
strikethrough or italicize just a portion of  a word. You may also strike through or italicize entire 
sentences or paragraphs to improve readability. 

Here is an example of an amended resolution. 

 
  



 

 

10. If making a consolidated substitute do the following: 

a. Pick one resolution from the batch to be consolidated to be the substitute.  

b. Erase this resolutions text and replace it with your substitute text, all in italics. 

c. Choose “Adopt Substitute” as the recommendation 

d. In the notes enter the resolution numbers of this substitute and all the resolutions 
consolidated into it. For example if A020 is the substitute, in the notes put this:  “This is a 
consolidated substitute for resolutions A020, A022, C003, C045, C076.” 

e. For each other resolution in the batch mark their report as “Take No Further Action” and put 
the same not in the notes for that report. A report must be done for every resolution in the 
consolidated batch. 

 

11. Be sure to scroll down and click on the save button once the recommendation and any 
amendments or a substitution are done. 

12. After you have saved your draft report you must review and submit it. Click on the green “Review 
and Submit” button. 

 

  



 

 

13. On the “Review and Submit” screen the calendar recommendation will default to the consent 
calendar, this is required for the house of deputies. For the house of bishops you may make a 
calendar recommendation but it is a recommendation only, Dispatch will make the decision. 

14. Enter the Committee chair’s name and check the box. This is the equivalent of a signature from the 
Committee chair. Please be sure the Committee chair agrees the report is correct before doing this. 

15. Press the “submit” button to submit the report. Once submitted the report will disappear from the 
committee report interface. It goes on to the Secretariat for their review. The report will not show 
up on the virtual binder until the Secretariat has reviewed and filed it. The Secretariat can also 
return it to the committee for further work, but would be in touch with the chair if that were 
needed 

 

 

16. Once submitted the report will disappear from the committee report interface until the house 
votes on it and sends their message.  At that point the second house’s committee must make their 
committee report. 

  



 

17. Once the first house acts the resolution will appear again in the committee report interface, waiting 
for the committee of the second house to create their report. Even if the second house committee 
agreed with the first house’s report earlier and now only want to concur,  they still must make a 
report in the system. Second House committee reports also cannot be made until after the first 
house acts. The process is similar to drafting the first house report except with different 
recommendations. 

 

  



 

18. The LPO itself is one way to monitor for what work needs to be done. If there are any reports 
awaiting committee action they will be in the committee report module. If nothing is in the module, 
no reports are currently awaiting action by the committee.  Always make sure you click on the 
Committee Report Creation link in the left menu to remove any filtering and refresh the list. 

19. The virtual binder resolutions section is another place one can track the status of resolutions.  
These actions are useful to track: 

a. Pending Committee Action. (The first house committee needs to initiate a committee report 
draft) 

b. HoB (or HoD) message for action sent.  (The first house has acted and sent their message, 
now the second house committee needs to initiate their committee report). 

c. In committee #05 (or whatever number).  (The committee report is in progress, either it is a 
draft, or it has been submitted and is awaiting the secretariat to review and file it) 

d. HoD (or HoB) committee #05 recommends to adopt, awaiting calendaring. (The committee 
report has been filed and it is now waiting for dispatch to put it on a house calendar) 

e. On HoB (of HoD) June 27 consent (or legislative) calendar.  (Dispatch has placed it on the 
specified calendar) 

f. Complete  (The last house has voted a completing action such as concur, take no further 
action, reject, or not concur. No further work is required from the committee). 

 

 


	Committee Report Creation in the Legislative System
	Connect to the legislative system
	Open Committee Report Creation
	Create a committee report
	Recommendations
	Making Amendments
	Making a consolidated substitute
	Review and submit the final report
	The Second House committee report
	Tracking resolutions in virtual binder


