Committee Instruction Sheet

                                            Date _____________

Name of Committee _____________________________________

Purpose of Committee 

_____________________________________________________________________

_____________________________________________________________________

Specific Duties and Responsibilities: 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Committee Chairperson's Name: __________________________

                           Phone Number: __________________________

Committee Members:     

Name                              


Phone #

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

Time to Report: ________________________________________________________ 

Budget: ______________________________________________________________

Coordination with Other Committees: _______________________________________

_____________________________________________________________________

Other Comments: ______________________________________________________

_____________________________________________________________________

Committee Meeting Report Sheet

Committee Secretary completes 3 copies and distributes them soon after the meeting to Committee Chairperson, President, and 4-H Club Leader.

Name of Committee ________________________________ Date ________________

Those attending were:  _____________________________________________________________________

_____________________________________________________________________

Decisions and accomplishments:  _____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Plans to be carried out:             



Person(s) responsible:

_________________________________________   ___________________________

_________________________________________   ___________________________

_________________________________________   ___________________________

Responsibilities of Club, Leader, or other club members:  

_____________________________________________________________________

_____________________________________________________________________

Unfinished business:  

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Next meeting date:  _____________________________________________________

(Time and location)

Principles of Effective Committees

1.
A committee functions best when every committee member knows the purpose and duties of the committee.

2.
A committee can make more progress when members come to the meeting and are prepared.

3.
An agenda for a committee meeting helps direct the meeting.

4.
The best decisions of a committee result from the whole group discussing the committee's actions and participating in the decision‑making process.

5.
A successful committee works as a group, not just a collection of people.

6.
The success or failure of the committee is everyone's responsibility.
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