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Committee Procedures 
The following are suggested actions if you are working with committees in your FBLA chapter. 
Before the Meeting: 
· Create an agenda for the meeting
· Make in the shared leader drive and put in specific committee folder
· Get it approved from leadership team and/or adviser before the meeting
· Promote the committee meeting to make sure that people will be there
(talk with friends personally, send out texts, work with social media person to post reminders, etc.)
At the Meeting: 
· Lead the meeting!
· Should have an update on what has been done since the last meeting (if it is the first meeting, should be an overview of the project), generate ideas or discuss things that need to be done, come up with action steps, and decide on the next meeting time.
· Make sure you are controlling the discussion (not letting people talk over one another, making sure everyone is heard, trying not to just put in your own opinion, etc.)
· Take Attendance
· Take pictures of what happened during the meeting
· Take notes/minutes at the meeting
After the Meeting: 
· Put attendance in the Membership Attendance Spreadsheet (or your chapters' method of keeping track of attendance)
· Upload pictures from meeting in a specific area (i.e. Facebook album, committee file, etc.)
· Work on action steps that were discussed during the meeting (make sure others are also following up on what they were assigned)
If this will become a report: 
· Look at what percentage of membership is currently involved. Come up with ways to increase this. 
· How will you discuss research that went into this project? 
· Be developing a way to show impact of the project
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