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Keys to a Productive Committee Meeting
· Orchestrated by the Chair or Co-Chairs, they should be used as working meetings to brainstorm and report on progress.

· Keeping your meetings to one to one and half hour in length will convey that you realize these people have families and jobs outside of volunteering.

· Committee meetings should also allow for committee members to get to know each other and share why they are volunteers.

· Chair or Co-Chairs should work together prior to each committee meeting to prepare an agenda that addresses the key topics.

· Be sure to take notes of the action items and send them to the committee within a week of the meeting.

· Meet monthly in the beginning and then as appropriate.
· Set all of your committee dates at the first meeting.

· Chair or Co-Chairs role at the meetings is to lead the group, assign tasks, make/call for decisions and recognize committee members.
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