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Committee Meeting in a Box

The following agendas are generic in nature and can be modified as needed to address specific event components and sub-committees:
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Committee Agenda* 


Date/Time/Location

Topic






Time


Lead


· Update on attendees



5min.


· Finalize Order of Kickoff Agenda 

15 min.


· Committee Intros




5 min.


Music?


· Mini Luminaria Ceremony


5 min.


Dignitaries/Participants Confirmed?



Music?


· Recognition of this year’s major corp spon
5 min.


Committee members needed to introduce each business


· Survivor Speaker & Survivor Recognition
5 min.


Survivor Chair to introduce speaker


· Recognition of last year’s fundraising club teams


Committee members needed to introduce each team


Music?


· Slide Show




5 min.


Music?


12 audience members needed to read slides


· Logistical Assistance/Volunteers Needed

10 min.


Set-up—table decorations, balloons, banners, etc.



Greeters—make sure attendees sign-in, hand out door prizes


Registration—accept paperwork and registration fees


Clean-up—tables, balloons, banners, sign-in area


· New Business/Review items on Parking Lot
5 min.


*This committee meeting agenda should include all items on your Kickoff agenda as a means of insuring you have everything confirmed and organized.


Next Committee Meeting: Date/Time/Location

Meeting Objective


· Finalize all kick-off details
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Committee Agenda 


Date/Time/Location

Topic






Time


Lead

· Team Captain Meeting Agenda & Assignments
10 min.


· Volunteer Forms




10 min.


Each Sub-committee must submit a request to the Volunteer Recruitment chairs including # of volunteers needed for each hour and a description of tasks they will be asked to complete


· Sub-Committee Status Reports


30 min.


*This is not a time for decision making—it is for report-backs only.  In the spirit of fairness and respect for everyone’s time, please limit yourself to a 3-minute update.  If you have an issue that requires additional time, please plan to stay after the meeting to discuss with the appropriate person(s) or request a block of time on the next meeting agenda.  Please remember to turn in your 5P Form before you leave tonight!


· Team Recruitment


· Online Fundraising


· Luminaria


· Publicity


· Youth


· Entertainment


· Activities


· Survivorship


· Registration


· Corporate Sponsorship


· Volunteer Recruitment


· New Business/Review Items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location

Meeting objectives

· Volunteer forms submitted


· Sub-committee reports
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Committee Agenda 


Date/Time/Location

Topic






Time


Lead

· Goal Setting:  Year To Date Stats


5 min.


· Wrap-up Plans 




5 min.


· Committee & Team Captain Celebration


· Committee Business Meeting





· Ceremonies




15 min.


· Soft Opening


· Opening


· Luminaria


· Sunrise Service


· Closing


· Sub Committee Status Reports


30 min.


*This is not a time for decision making—it is for report-backs only.  In the spirit of fairness and respect for everyone’s time, please limit yourself to a 3-minute update.  If you have an issue that requires additional time, please plan to stay after the meeting to discuss with the appropriate person(s) or request a block of time on the next meeting agenda.  Please remember to turn in your 5P Form before you leave tonight!


· Team Recruitment


· Online Fundraising


· Luminaria


· Publicity


· Youth


· Entertainment


· Activities


· Survivorship


· Registration


· Corporate Sponsorship


· Volunteer Recruitment


· New Business/Review Items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location

Meeting Objectives

· Goal setting update


· Wrap up plans


· Ceremonies


· Sub-committee reports
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Committee Agenda 


Date/Time/Location

Topic






Time


Lead

· Goal Status Report   




5 min.


· T-shirt Distribution Night—Volunteers Needed
5 min.



· Set-up


· Greeters


· Distributors


· Clean-up


· “Working the Track” at Relay


20 min.


· Hit every tent/team captain


· Top 10 Teams


· Top 3 Fundraisers


· 10 Survivors


· 10 Youth Participants


· Corporate Sponsors


· Event Evaluations




10 minutes


· Questions/Topics for inclusion


· Distribute at T-shirt night or at onsite Team Captain meeting


· Turn in at event—secure location


· Late entries accepted at Wrap-Up Party


· Prize drawing for all submissions


· Sub Committee Status Reports/Last Minute Needs
30 min.


*This is not a time for decision making—it is for report-backs only.  In the spirit of fairness and respect for everyone’s time, please limit yourself to a 3-minute update.  If you have an issue that requires additional time, please plan to stay after the meeting to discuss with the appropriate person(s) or request a block of time on the next meeting agenda.  Please remember to turn in your 5P Form before you leave tonight!


· Team Recruitment


· Online Fundraising


· Luminaria


· Publicity


· Youth


· Entertainment


· Activities


· Survivorship


· Registration


· Corporate Sponsorship


· Volunteer Recruitment


· New Business/Review Items from Parking Lot
5 min.


Committee Wrap-Up Meeting: Date/Time/Location
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Committee Wrap-Up Agenda 


Date/Time/Location






What Went Well?

What Needs Improvement?


I. Entertainment:  


Stage


Sound


Bands


II. Kids Activities


T-shirts


Event Check-in


Snack


Entertainment


III. Logistics:  


Parking


Shuttle


Set-up 


Campsites 


Restrooms


Security


IV. Luminaria:


Pre-Sales


Day of Sales


Set-up


Ceremony


V. Registration:


Location


Secondary Entry Points


Process


VI. Survivor Activities:


Tent


Registration


Reception


Gifts


VII. Activities:


Specialty Laps


Mr. & Ms. Relay


Relay Idol Contest







What Went Well?

What Needs Improvement?

VIII. Online Fundraising


Tool


Effectiveness


IX. Corporate Sponsorship


Recruitment


New vs. Veteran


Potentials


X. Volunteer Recruitment:  


Responsiveness


Recruitment Process


Needs Fulfillment


XI. Ceremonies:


Soft Opening


Opening 


Sunrise Service


Closing 


XII. Publicity:


Pre-Event



Newsletters


Day-of


Post-Event


XIII. Team Development


Recruitment


Retention


Recognition



Fundraising Club



Awards/Plaques


XIV. Misc.


Committee Meetings


Team Captain Meetings


Bank Nights



Kick-Off Party


Wrap-Up Party
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Committee Agenda 


Date/Time/Location

Topic





Time


Lead

· Goal Setting:  Year To Date Stats


5 min.


· Committee T-shirt Orders


5 min.


· Logistical Needs for each Sub-committee
10 min.


· Finalize Ceremonies



10 min.


· Soft Opening


· Opening


· Luminaria


· Sunrise Service


· Closing


· Sub Committee Business & Misc.

30 min.


*This is not a time for decision making—it is for report-backs only.  In the spirit of fairness and respect for everyone’s time, please limit yourself to a 3-minute update.  If you have an issue that requires additional time, please plan to stay after the meeting to discuss with the appropriate person(s) or request a block of time on the next meeting agenda.  Please remember to turn in your 5P Form before you leave tonight!


· Team Recruitment


· Online Fundraising


· Luminaria


· Publicity


· Youth


· Entertainment


· Activities


· Survivorship


· Registration


· Corporate Sponsorship


· Volunteer Recruitment


· New Business/Review Items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location

Meeting Objectives


· Finalize ceremonies

· Sub-committee reports
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Committee Agenda 


Date/Time/Location

Topic






Time


Lead

· Goal Setting:  Year To Date Stats


5 min.


· Circle of Influence/Community Mapping

15 min.


· 4 week Team Recruitment Cycle


· Sub Committee Status Reports


30 min.


*This is not a time for decision making—it is for report-backs only.  In the spirit of fairness and respect for everyone’s time, please limit yourself to a 3-minute update.  If you have an issue that requires additional time, please plan to stay after the meeting to discuss with the appropriate person(s) or request a block of time on the next meeting agenda.  Please remember to turn in your 5P Form before you leave tonight!


· Team Recruitment


· Online Fundraising


· Luminaria


· Publicity


· Youth


· Entertainment


· Activities


· Survivorship


· Registration


· Corporate Sponsorship


· Volunteer Recruitment


· Team Captain Meeting Agenda & Assignments     
5 min.


· Registration Deadline




· Follow-up phone calls to teams who fail to register





· New Business/Review Items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location

Meeting Objectives

· Circle of influence exercise


· Sub-committee reports


· Team captains meeting and assignments
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Committee Agenda 


Date/Time/Location


Topic





Time


Lead

· Introductions




5 min.


· Kick-Off Feedback



10 min.


· What went well?  


· Needs Improvement?


· Review Agenda for Team Capt. Meeting
10 min.


· Committee members needed to volunteer as greeters, set up room, have captains sign in and pick up collateral


· Mission Moment


· Fund-raising


· Event Specifics


· Sub-Committee Status Reports

30 min.


*This is not a time for decision making—it is for report-backs only.  In the spirit of fairness and respect for everyone’s time, please limit yourself to a 3-minute update.  If you have an issue that requires additional time, please plan to stay after the meeting to discuss with the appropriate person(s) or request a block of time on the next meeting agenda.  Please remember to turn in your 5P Form before you leave tonight!


· Team Recruitment


· Online Fundraising


· Luminaria


· Publicity


· Youth


· Entertainment


· Activities


· Survivorship


· Registration


· Corporate Sponsorship


· Volunteer Recruitment


· New Business/Review Items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location

Meeting Objectives


· Kick-off feedback


· Team captain meeting


· Sub-committee reports
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Committee Agenda 


Date/Time/Location


Topic






Time


Lead


· Introductions





5 min.

· Kickoff Date/Site




5 min.


· Goal Setting





20 min.


(continued from previous meeting)



· Community Mapping for Teams


20 min.


Status Report on progress


Additional follow-up needed




· Committee vacancies/recruitment  


5 min.


Status Report on progress


Additional follow-up needed


· Volunteers needed to make calls to:


10 min.


Survivors 


Teams from last year




Lapsed teams from two years ago


Basic Script: date of Relay, would you like to join committee (team captains & survivors)?, would you like to form a team (survivors)?, will your team be returning?, you can expect a Kickoff invitation on 





· New Business/Review items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location


Meeting Objectives:


· Set kick-off date


· Goal setting


· Follow up on mapping


· Volunteers to make phone calls
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Committee Agenda 


Date/Time/Location


Topic






Time


Lead

· Welcome/Introductions



5 min.


· Goals – How are we doing?



10 min.


· Kick Off  





30 min.


· Theme


· Invitees Update


· Agenda


· Assignments-decorations, cleanup, greeters, etc.


· Community Mapping/Team Recruitment

5 min.


Status Report on progress


Additional follow-up needed


· Committee vacancies




5 min.


Status Report on progress


Additional follow-up needed


· Volunteer calls to Survivors and Teams

5 min. 


Status Report on progress


Additional follow-up needed


· New Business/Review items from Parking Lot 
5 min.

Next Committee Meeting: Date/Time/Location

Meeting Objectives

· Kick-off 


· Follow up on 


· Mapping


· Committee vacancies


· Phone calls to survivors and teams
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Committee Agenda 


Date/Time/Location


Topic






Time


Lead


· Introductions





5 min.

· Cancer Control Priorities



10 min.


· Goal Setting





20 min.

1. Income Goal


2. Team Goal


3. Survivor Goal



· Community Mapping for Teams


40 min.


Businesses/Organizations we have


What businesses/orgs do to we want to target?


Chamber list 


Warm leads


List to team captains for additional potential leads




· Committee vacancies/recruitment  


10 min.


Job descriptions will be provided



· New Business/Review items from Parking Lot
5 min.


Next Committee Meeting: Date/Time/Location

Meeting Objectives:

· Mapping exercise- team recruitment


· Goal setting


· Fill vacant committee positions
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