COMMITTEE BEST PRACTOCES CHECKLIST

BEFORE ANY MEETING

	____
	Arrange for a meeting place (please call the UWEX office to check on availability). Do consider distance members must travel. Be sure the location is handicap accessible.

	____
	Provide ample notice of committee meetings. Email or call committee members. Notify the UW-Extension Office of committee meetings, so that meetings can be listed on the Green County Calendar: http://green.uwex.edu/4-h-youth-development/calendar-news/. 

	____
	Develop a well-defined agenda, with input from the adult and youth committee members.  Note which items are discussion points, which need action, etc.  (Sample available.)

	____
	Efforts should be made to make sure committee members have done their pre-meeting homework.


DURING THE MEETING

	____
	Committee meetings should not exceed 1 1/2 hours.  Every effort should be made to begin and end the meeting on time, and to keep discussion to the agenda items at hand.

	____
	Review agenda and purpose of the meeting.

	____
	Keep minutes and record all motions/decisions.  A form is available.  Submit a copy of minutes to the office.  Any motions that are proposed policy must come before the 4-H Leaders Association and 4-H Youth Development Educator for approval.

	____
	Set and work towards reasonable goals that can be accomplished in a given year or two.  Setting unreasonable expectations just ends up frustrating everyone and you will not accomplish anything!

	____
	Assign responsibilities to be carried out in between now and the next meeting.

	____
	Identify items to carry over the next meeting. Set next meeting date.


ADDITIONAL EXPECTATIONS
	____
	Elect officers/key contacts annually.  This helps to insure that our committees are inclusive, transparent, and evolving.

	____
	For any proposals for fundraising or other needed support or changes from the organization, contact the Leader’s Association President, Youth Development Agent to be put on the next agenda of the Green County 4-H Adult Leaders Executive Board meeting.

	____
	Evaluate the work of your committee.  Ask questions.  Examples include…

a. Did we include life skills?  What life skills did we accomplish in the educational workshop? 

b. Are we being open and inclusive? How can we be even more responsive to new needs and ideas?

c. How are engaging youth in meaningful leadership on the committee and through programs?

	____
	Be a role model for youth who serve on the committee.  Follow procedures in making motions, demonstration reasonable conflict resolution skills, etc.  WE should MODEL what type of citizens we want our youth to be!


4-H COMMITTEE JOB DESCRIPTION
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Name of the Committee: 
_________________________________

Purpose: 

Support member learning, growth and recognition by organizing and offering education activities and opportunities.

Committee Membership:

· Up to 7-9 voting members suggested.

· Voting members should include: both enrolled adult leaders, having completed the youth protection process, and youth leaders in that project area. Aim for a 1 to 1 ratio!
· A designated chairperson (or co-chairpersons), recording secretary, and treasurer should be elected by the voting members.

· The committee members should serve at minimum 1 full year.

· Other interested members, parents and individuals may attend meetings in a non-voting capacity.

· Only committee members may vote with a majority of voting members present.

· 4-H Youth Development Educator is considered a non-voting member.

Time Required:

· A minimum of 2 meetings will be scheduled annually. These will be the fall and spring organizational and planning meetings. Additional meetings may be scheduled as needed.

· Additional time required may vary depending upon activities offered.
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Responsibilities:

· Plan and carry out educational programs.

· Schedule events and provide input to the project.

· Make requests for leader training.

· Develop budget and make budget requests.

· Plan fundraising activities when necessary.

· Suggest Fair Book changes and submit to the 4-H Youth Development Educator.

· Other tasks specific to this committee.
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Resources Available:

· 4-H Family Newsletter & 4-H Family Calendar

· Community Clubs: members, youth and adult volunteers

· Related literature that is objective and research-based

· UW-Extension staff

Responsible to:

· Green County 4-H Adult Leaders, Inc.

· Youth Development Agent, 4H & Youth Development Program

An EEO/Affirmative Action employer, University of Wisconsin-Extension provides equal opportunities in employment and programming, including Title IX and ADA requirements.
Green County 4-H 
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Please complete the following questions.  Forms will be reviewed by the        Green County 4-H Executive Board and 4-H Youth Development Educator. 

	Committee Name:
	

	Key Contacts:
	As apply to the committee

	        Chair - 
	
	

	        Secretary - 
	
	

	        Treasurer - 
	
	

	Sub-Group Contact 
	
	

	Committee Members:
	

	Indicate if (N)ew, (R)eturn, or (Y)outh
	

	
	

	Committee Goals:
	
	

	(please list up to three

goals that can be measured and describe methods of achieving goals .)             
	

	
	

	
	

	
	

	Proposed Dates of Meetings/Workshops:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	


Please return to the UW-Extension Office no later than February 15th.
Thank You!

4-H COMMITTEE’S CALENDAR OF EVENTS FOR THE YEAR


Committee Name ___________________________________________ Year __________

	Event (Title & short description – meeting or workshop or other)
	Audience (who is this for?  Members, leaders, etc.
	Location
	Date
	Time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Top of Form

	


Bottom of Form

	
	
	


4-H COMMITTEE GUIDELINES FOR SELF-FUNDED LINE ITEMS IN THE 4-H BUDGET

4-H committees that are involved in fund raising and donations to support their educational project work are able to have an account or liability line item with the Green County 4-H Adult Leader’s Inc.  These line items are kept separate from the general fund.  They will carry over from one fiscal year to the next.

Please remember…4-H Money = Public Funds
· All money received by a 4‐H Club or Group is public money because 4‐H is a public organization.

· Federal regulations governing the continued use of the 4‐H Name and Emblem require annual financial reporting and accountability.

· Funds raised in the name of 4‐H must be publicly accountable and must be used for 4‐H educational purposes.

· All moneys received from 4‐H fund raising programs, except those necessary to pay reasonable expenses, must be expended to further the 4‐H educational program.

· UW‐Extension Cooperative Extension has oversight for 4‐H programmatic and financial accountability.
For more information about 4-H Money and Tools for Working With 4-H Money, please go to: http://www.uwex.edu/ces/4h/clubs/money.cfm 
Annually:

1. Each committee must appoint one contact person for working with their funds.  This contact serves as the contact to verify deposits and withdrawals with the 4-H Adult Leaders Association treasurer.


2. Contacting the 4-H Leader’s Association treasurer for current account balance can be made by e-mail through the Adult Leaders Treasurer. Copies are available to the committee upon request.


3. All requests for Reimbursement/Disbursements need to go through the UW-Extension Office, using the Reimbursement/Disbursement Form. All bills and/or checks need to be made out to “Green County 4-H Leaders.” 
· Funds that have been pre-approved as part of the annual budgeting process can expect to be reimbursed within 15 business days of submitting the request.

· Funds that have NOT been pre-approved as part of the annual budgeting process can expect to be reimbursed within 10 days after the next scheduled Adult Leaders meeting.

4. 4-H Committees need to submit the 4-H Committee Annual Financial Report to the UW-Extension Office on or before October 1.  A copy will be forwarded to the 4-H Adult Leaders Treasurer.


SAMPLE AGENDA


· Call Meeting to Order (Date/Time: ________________________________).

· Review Committee Membership and Introduce Any New Members.

· Assign Secretary to Take Minutes.

· Review Minutes from Last Meeting.

· Review Past Programs, Workshops and Activities.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Old Business

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· New Business

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Set Next Meeting Date and Review Committee Members Commitments.

· Adjourn

Green County 4-H Committee Minutes

(Please retain a copy for yourself and submit 1 copy to the UWEX Office or email alissa.grenawalt@ces.uwex.edu.)

Name of Committee: ________________________________________________

Meeting Location:___________________________________________________

Date:
___________________________

Time: ______________________

Committee Chair: ___________________________________________________

Roster:  Name and Club (please indicate Youth or Adult by “A” or “Y”.)

______________________________


_____________________

______________________________


_____________________

______________________________


_____________________

______________________________


_____________________

______________________________


_____________________

Call to order: (time) _______________

Review and Acceptance of Last Meeting Minutes

Old Business:  (Make note of key discussion items and all motions and votes taken)

1.

2.

3.

4.

New Business:

1.

2.

3.

4.

Summary of Minutes:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date of Next Meeting(s) __________________________________________________________________________________

Agenda Items for next meeting:____________________________________________________________________________

Adjourn Time: _________________________________________________________________________________________

Respectfully Submitted:  Signed by secretary
RESOURCES TO HELP YOUR COMMITTEE


Resources:

· 4-H Project Literature and Curriculum: Most projects have project literature that is research based and developmentally appropriate for targeted stages for youth members.  Most projects also have leader guides that include a variety of references, additional resources and group activities. 
· UW-Extension Media Collection: UW-Extension has a variety of videos, skill-a-thons and other teaching materials to help with club and county educational meetings.  Contact Mandy at UW-Extension for specific resources and to borrow something for your next meeting.
· UW-Extension Specialists: We are connected with a number of specialists at the University that can provide training and workshops as well as resources to assist you. Areas with Specialist include Cloverbuds, Arts & Communication, Animal Sciences, Environmental Education, STEM (Science, Technology, Engineering, & Math – includes Robotics), Youth Leadership, Shooting Sports, and Wildlife.  Give Ellen a call to make your request.

· Green County 4-H Website: We plan to have the website updated and running as smooth as possible.  It will have a variety of references and information for all 4-H members and leaders.  The website address is: http://green.uwex.edu/. Resources “4-H Committees” you will find there include:
· I’m a 4-H Project Leader: Now What Do I Do?

· What Characteristics Makes a Good Committee

· Committee Guidelines

· Committee Minutes Worksheet

· Committee Planning Worksheet

· Care-to-Share Form

· Fundraiser Request Form

· Reimbursement/Disbursement Form

· Budget Request Form

· Special Funding Request Form

· Group Enrollment Form

· Green County 4-H Newsletter and Family Handbook: The 4-H Newsletter can be used to inform members and leaders of meetings and events, provide registration information and distribute some educational information. The 4-H Family Handbook is a good overall resource for 4-H families.  It will be available on the Green County 4-H Website

· Do not forget to use your local library. They are a wonderful resource for all project areas.

Services:

· We can provide adult project leaders with access to 4HOnline member and leader lists and contact info (including email) for those enrolled in the project or activity you are working with.  
· We ask that each project or special events committee use the 4-H Alphorn Newsletter as your primary vehicle for written communication and publicizing events and achievements. The entire 

4-H membership would like to know.  Articles can be emailed directly to Amy Krass (amy.krass@ces.uwex.edu).  You can also drop off articles at the office during normal work hours which are 8-4:30 M-F. 

· If you require a special mailing, we ask that you limit those to only 2 per year.  
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