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Committee Meetings Guidelines

1.0

Purpose 
This procedure defines the requirements for committee meetings.
2.0

Scope



This procedure applies to all committees, including CPWM and CPMM.
3.0

Frequency

Various 
4.0       Preparation for Meetings
4.1 The Committee Chair is responsible for ensuring the committee meets on a regular basis if there is committee business to discuss.  Do not schedule a meeting if there is nothing to discuss.
4.2 The Committee Chair is responsible for scheduling the committee meeting in advance as much as possible, so that all committee members are aware of the meeting.  If there are standing meetings, the Committee Chair or designee should still send a reminder to committee members.  The meetings should be scheduled on the Church calendar to prevent conflict of meetings.
4.3 The Committee Chair is responsible for developing an agenda for each meeting and for distributing it to the committee members at least two days prior to the meeting.  The agenda should include requesting a status on those action items assigned, but not yet completed.
4.4 The Committee Chair is responsible to ensure that someone present takes the minutes of the meeting.
4.5 At the end of the meeting, the Committee Chair or the person taking the minutes should verbally summarize all the action items and recommendations from the meeting.

4.6 The Committee Chair or the person taking the minutes should send the minutes to all committee members within 5 days of the meeting and request their review and comments on the minutes (i.e., are they factually accurate?).

4.7 Meeting participants should be prepared for the meeting by reading the agenda and any materials distributed prior to the meeting and by preparing a status report on any action items they have been assigned that would be presented at the meeting.  This will save time in the meeting.
5.0  Conduct of Meetings

5.1 All meetings should begin on time.

5.2 Cell phones should be “off” or “silent”.

5.3 All meetings should begin and end with prayer.

5.4 All meetings should use Roberts Rules of Order to the extent possible [Robert's Rules of Order Newly Revised [RONR (11th ed.) (http://www.rulesonline.com/).  In particular, the use of motions, seconding motions, and voting on motions should be used.  Motions should be stated very clearly.
5.5 A record of those present should be kept in the meeting minutes.

5.6 Conduct conversations one at a time.  Avoid “sidebar” discussions.

5.7 The Committee Chair should keep the meeting on track.

5.8 Respect the opinions of others.

5.9 Decisions made by the group should be documented.

5.10 Assigned actions (to individuals or groups) should be documented with a clear due date assigned.

5.11 When recommendations for the session are made, they need to be very clear.
6.0 After the Meeting

6.1 Minutes of the meetings will be submitted to the Committee Elder by the Committee Chair per FFCPC-P-502.

6.2 In turn, the Committee Elder will submit the minutes to the Session Clerk per FFCPC-P-502.

 7.0 Origination/Approvals:


Originated by Regina Stinnett on July 30, 2015


Approved by session __Regina Stinnett__11/10/2015_____ 









     Session Clerk/Date
8.0 Revision History
	Rev
	Date
	By
	Description of the Revision

	0
	11/10/2015
	Regina Stinnett
	Initial


Copyright ( 2001 ISO 9000 Solutions, Inc.
                              
                                                             Revision 11-05/30/03
All rights reserved.

                                                                                                Page 1 of 3
Page 1 of 3

