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Planning and Running Your Meetings and Events

The Committee Meetings are held on the same day each month.  They are staggered so that one meeting takes place each week:

Identify – 4th Monday of the Month

Connect – 3rd Tuesday of the Month

Develop – 1st Monday of the Month

Engage – 2nd Tuesday of the Month

MEETINGS – Committee Co-chairs are Responsible for:

· Putting these meetings on the website calendar of events and keeping the meeting information updated.

· Using the website email module to communicate with the committee (Emerge Broward members are able to opt-in and opt-out of committees through the website, so emails must be sent using the website email module in order to guarantee that the emails are directed to the correct committee members).

· Sending out a meeting reminder with the meeting agenda to the committee the Wednesday prior to the meeting.

· Sending out the meeting minutes to the committee the Wednesday of the week following the meeting.

· Bringing copies of the agenda to the meeting.

· Bringing name tents of committee members to the meeting.

· Sharing responsibility with the Co-chair to run an effective meeting (see attached Guidelines for Running Effective Meetings).

· Involving everyone’s participation at the committee meeting.

EVENTS – Committee Co-chairs are Responsible for:
· Putting events on the website calendar 6-8 weeks in advance and keeping information updated.

· Making sure those who have RSVPed for the event receive confirmation and payment instructions (when applicable).

· Coordinating with Project Managers throughout the planning process to make sure they are following protocol as outlined in the Project Manager Resource Guide.
© 2007 Emerge Broward. All rights reserved. This material may not be copied or duplicated without the express written permission of Emerge Broward.


