Information About Joel’s Place Committee Forms
Committee Chairs are responsible for the following:

	Form
	Who Gets It
	What It Includes
	By When
	Other

	Agenda
	All Committee members
	Items to be considered at meeting
	Prior to meeting OR presented at meeting
	

	Minutes
	All Committee members ONLY (not entire board)
	Description of discussion of agenda items; indication if ready for board presentation/action
	After meeting and before next meeting
	Also to be placed in official committee notebook as official record

	Board Report
	Kathy (she will forward to all board members with board packet)
	Only items ready for board presentation/action (not necessarily all items from Minutes)
	Friday before board meeting
	


Templates for all forms for each committee are available on the Joel’s Place website at http://www.joelsplaceforchildren.org/board-report-templates.html .
