Committee Chair Responsibilities

e Attend TEAM Punta Gorda orientation

e Regularly update your committee folder on Google Drive

e Attend monthly chairs meeting or if unable to attend, email office your
monthly update (3-4 bullets) for the Board of Directors report. You may
also have one of your committee members attend the Chair Meeting

e Facilitate and schedule committee meetings

e Send out agenda to all committee members and cc: President. See "Sample
Meeting Agenda Template"

e Send minutes out to committee members and cc: President. See "Sample
Meeting Minutes"

e Update committee members’ phone numbers and email addresses

e Request volunteers through our Volunteer Coordinator.

® Marketing — Work with our Communication team for marketing. Also,
please see procedures for external communication

e Delegate responsibilities within the committee

e Inform President and Vice President if you plan to step down from your
position, train future chair when possible

e Identify potential leaders within the committee and for TEAM leadership

e Submit committee accomplishments after event or prior to end of year

e Set annual goals in October. These goals are approved by the Board and are
consistent with the overall strategic plan.

e After an event:

Reconcile budget with CFO
o Schedule AAR meeting, (After Action Review
Send thank you messages to sponsors and vendors

O

Update sponsor data base - see procedure

O

o

Store event files on Google Drive for future use including final budget
and debrief report
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