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Thank you for agreeing to chair a committee. Your contributions and participation on the
Committee you chair is of great value to the 4-H Program. We welcome new ideas and
understand your perspective and connections will help drive the committee.

Tips for developing a successful committee:

o Determine the committee’s purpose, objective, and responsibilities. What does the
committee need to accomplish?
o Write SMART goals that guide what the committee will achieve.
» Specific (simple, sensible, significant).
* Measurable (meaningful, motivating).
» Achievable (agreed, attainable).
* Relevant (reasonable, realistic, and resourced, results-based).
* Time bound (time-based, time limited, time/cost limited, timely, time-
sensitive).

o When possible, review end of year reports or documents that may be available from a
prior committee with a similar purpose. Consider inviting a previous chair to your first
meeting to answer or address any questions your committee may have about the work
of the prior committee.

o Work with the committee to develop a written plan of work for achieving the goals.
o Break each goal into action tasks that facilitate completion of the goal.
o Assign tasks and due dates to committee members so that the task is
accomplished by the due date.
o Distribute the written action plan to all committee members.
o Close out each meeting reviewing action items and assignments
that need to be completed prior to the next meeting.

e Set aregular meeting dates the committee.

o Itis important to establish a regular meeting dates that all members place in
their calendars. If a meeting is not needed, it can be canceled.

o One week prior to your scheduled meeting, prepare a written agenda, distribute
it to the members of your committee. Agendas will keep you on topic and keep
the meeting running smoothly.

o Set up rules upfront on how the committee will run each meeting.

o Assign someone to take notes at each meeting for future reference and to share
with potential absent committee members.

e Committee Chair prepares a summary of the committee’s work to report at a Club
meeting.

The University of Wisconsin—Madison does not discriminate in its employment practices and programs and activities on a variety of bases
including but not limited to: age, color, disability, national origin, race, or sex. For information on all covered bases, the names of the Title IX
and Americans with Disabilities Act Coordinators, and the processes for how to file a complaint alleging discrimination, please contact the
Office of Compliance, 361 Bascom Hall, 500 Lincoln Drive, Madison WI 53706, Voice 608-265-6018, (relay calls accepted); Email:
uwcomplianceoffice@wisc.edu. © 2019 Board of Regents of the University of Wisconsin System



https://compliance.wisc.edu/
mailto:uwcomplianceoffice@wisc.edu

