
       Page 1 

Typical Responsibilities for Committee and Planning Council/Body (PC/B) Meetings:  
PC/B Leaders and PC Support (PCS) Staff1  

Area of 
Responsibility 

Senior Leaders                 
(Chair/Co- or Vice Chairs) 

Committee Chairs/Co-
Chairs Planning Council Support (PCS) Staff 

 
Preparation for 
Committee 
Meetings 

 Communicate with 
Committee Chairs about any 
issues that need to be 
addressed and any action 
items committee needs to 
recommend at the next 
Executive Committee meeting 
(Each senior leader 
responsible for such 
communication with half the 
committees, based on agreed-
upon assignments) 

 Work with PCS staff on 
preparations at least one week 
before the meeting 
 Work with assigned PC 
support staff member to 
develop an agenda and agree 
on needed materials 
 Work with Staff as 
appropriate to prepare 
materials  
 Communicate with staff if 
unable to attend and chair the 
committee (should occur as 
soon as Chair is aware s/he 
cannot attend) 

 If PC/B has multiple staff, have a person assigned to 
each committee; usually best to have the same 
person attend regularly for continuity and expertise 
 Handle logistics for committee meetings – send out 
notices at least one week before the meeting, post 
meeting schedule on website, arrange meeting 
locations, arrange food  
 Request and receive RSVPs from Committee 
members (should be received 48 hours before the 
meeting – or set local deadline for excused absence) 
 Work with Committee Chairs/Co-Chairs to prepare 
an agenda with action items (contact them at least 
one week before the meeting) 
 Work with Committee Chairs/Co-Chairs on 
preparation of materials for mail-out and 
identification of any supplemental resources PCS staff 
should bring to the meeting 
 E-mail materials to members 3-5 days before 
meeting (agenda, prior meeting minutes, content 
information needed for deliberations and decision 
making) – set local minimum time for review; arrange 
to send hard copies as necessary based on specific 
member needs, access to printer 
 Set up conference call if necessary, and send out 
call-in number 
 Check with Chair/Co-Chairs 24 hours ahead to 
review arrangements and RSVPs 

                                                 
1 Prepared by Mosaica and updated by EGM Consulting, LLC; most recent update for DMHAP in March 2017 
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Area of 
Responsibility 

Senior Leaders                 
(Chair/Co- or Vice Chairs) 

Committee Chairs/Co-
Chairs Planning Council Support (PCS) Staff 

 
Committee 
Meetings 

 Where possible, attend 
meetings of assigned 
committees, usually serving as 
an ex officio, non-voting 
member [unless Bylaws 
specify something different] 
 Offer advice and assistance 
as needed 

 Chair meeting 
 Ensure that Committee 
follows agenda, and discusses 
and votes on action items that 
need to be recommended to 
the Executive Committee and 
full PC/B 
 If this is not doing by the PCS 
staff, prepare bullet points 
summarizing decisions and 
next steps, as well as any 
specific requests to the 
recipient   

 Handle logistics at meetings: set up 
communications, food 
 Staff committee meeting 
 Take attendance, documenting excused and 
unexcused absences 
 Take minutes, including exact wording of 
resolutions and results of voting or consensus 
reached [Note: In a PC/B with limited staff resources, 
sometimes the Chair/Co-Chair or another committee 
member takes responsibility for minutes; in such 
situations, PCS staff must ensure that minutes are 
taken and prepared for review] 
 Record and summarize any data or information 
requests from the committee to the recipient 

 
Committee 
Meeting  
Follow Up 

 Where attendance at 
committee meeting was not 
possible, communicate with 
the Committee Chair/Co-
Chairs to receive an update 
and identify issues that will be 
coming to the Executive 
Committee 

 Review draft minutes 
 Identify issues and activities 
that will need to be addressed 
at the next Committee meeting 
and work to be done in 
preparation for the next 
meeting 
 Communicate with PCS staff 
about needed follow up such 
as data requests to the 
recipient 
 

 Prepare minutes and provide to Committee 
Chair/Co-Chairs for review; revise based on their 
input [or if policy allows for this, assume permission is 
given to share the draft minutes if no changes are 
received within a specified period] 
 

 
Preparation for 
Executive 
Committee 
Meetings 

  Work with PCS staff on 
agenda and review action 
items from committees 
 Work with staff to ensure 
appropriate materials are 
available 
 

 Work with PCS staff to ensure 
that Committee materials 
needed for the Executive 
Committee are 
prepared/revised 
 Prepare Committee report to 
PC (oral/written) 
 Inform staff if unable to 
attend Executive Committee 

 Handle logistics – send out notices at least one 
week before the meeting; arrange food 
 Request and receive RSVPs from Executive 
Committee members (should be received at least 48 
hours before the meeting) 
 Work with whoever chaired each Committee 
meeting to finalize committee materials needed for 
Executive Committee review and action 
 Work with Co-Chairs on meeting agenda and action 
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Area of 
Responsibility 

Senior Leaders                 
(Chair/Co- or Vice Chairs) 

Committee Chairs/Co-
Chairs Planning Council Support (PCS) Staff 

meeting (as soon as this is 
known) 

items 
 E-mail materials to members at least 48 hours 
before meeting (agenda, prior meeting minutes, 
committee reports/action items, and other content 
information needed for deliberations and decision 
making) 
 Set up conference call if necessary and send out 
dial-in number 
 Check with PC/B senior leadership 24 hours ahead 
to review arrangements and RSVPs 
 Provide Chair (or Secretary, if the PC/B has one) a 
list of excused absences for upcoming meeting 

 
Executive 
Committee 
Meetings 

 Chair meeting 
 Provide leadership and 
advice as needed 

 Make Committee report, 
present action items, and 
request recommendation from 
the Executive Committee to 
the PC 

 Handle logistics at meetings: set up communications 
and food 
 Staff meeting 
 Make staff report 
 Take minutes 

 
Preparation for 
Planning 
Council/Body 
(PC/B) Meetings 

 Work with PCS staff on 
agenda and review action 
items from Executive 
Committee 
 Communicate with staff 
about issues and possible 
concerns and make needed 
preparations to address them 

 Revise/refine Committee 
report and action item 
presentation as needed, based 
on Executive Committee 
discussion/action 
 Work with staff on revisions 
as needed to written materials 
for PC review 
 If unable to attend the PC 
meeting, inform staff as soon 
as this is known and agree on 
who will present the report for 
the Committee 

 Handle logistics – send out notices at least one 
week before PC meeting, arrange food 
 Prepare Executive Committee minutes and provide 
to senior leadership (or Secretary, if there is one) for 
review 
 Request and receive RSVPs from PC members 
(should be received at least 48 hours before the 
meeting) 
 Work with Committee Chairs/Co-Chairs to finalize 
committee materials needed for PC final review and 
action (based on Executive Committee direction) 
 Work with senior leaders on meeting agenda and 
action items 
 E-mail materials to members at least 2-3 days 
before meeting (agenda, prior meeting minutes, 
Executive Committee minutes, committee reports/ 
action items, and other content information needed 
for deliberations and decision making); provide 
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Area of 
Responsibility 

Senior Leaders                 
(Chair/Co- or Vice Chairs) 

Committee Chairs/Co-
Chairs Planning Council Support (PCS) Staff 

printed materials to members based on need  
 Set up conference call if call-in is permitted, and 
send out call-in number with materials 
 Check with senior leaders 24 hours ahead to review 
arrangements and RSVPs 
 Provide senior leaders or Secretary list of excused 
absences for upcoming meeting 

 
PC/B Meetings 

 Chair and manage meeting 
 Provide leadership and 
advice as needed 
 Vote only when there is a tie 

 Make committee report and 
presentation of action items 
brought forward from the 
Executive Committee 

 Handle logistics at meetings: set up communications 
and food, provide sign-in sheets for members and 
public/guests 
 Make all needed arrangements for presenters 
 Staff meeting 
 Make staff report  
 Take minutes; includes recording votes and exact 
language of resolutions and other action items 
 Have copies of Bylaws, key policies and procedures 
for reference if needed 
 Obtain information from individuals making public 
comments if the PC/B indicates that any follow up is 
required 
 Unless the PC/B has a parliamentarian, be prepared 
to answer questions about procedures and about 
RWHAP legislation and PC/B guidance 

 
Follow Up to PC/B 
Meetings 

 Work with Staff to ensure 
appropriate follow up on 
actions taken or tasks referred 
to committees 
 Meet with people on behalf 
of the PC as needed 
 

 If PC/B assigns any tasks to 
the Committee, ensure that 
work on these items is on the 
agenda for the next meeting 

 Prepare minutes 
 Provide minutes to senior leaders (or first to 
Secretary if there is one) for review and make needed 
revisions 
 Follow up with Committee Chairs/Co-Chairs on any 
assignments made at the PC/B meeting 
 Follow up with the recipient on any requests made 
of the recipient during the PC/B meeting 

 
New Members 

 Where possible, attend and 
participate in new member 
orientation for those 
committees for which each 

 Ensure that new committee 
members receive a personal 
orientation to the committee 
purposes and responsibilities, 

 Work with Membership Committee to ensure 
prompt orientation of new members 
 Work with Committee Co-Chairs to ensure that new 
committee members receive a committee orientation 
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Area of 
Responsibility 

Senior Leaders                 
(Chair/Co- or Vice Chairs) 

Committee Chairs/Co-
Chairs Planning Council Support (PCS) Staff 

senior leader is responsible protocols for operations, 
annual plan and timeline, 
meeting schedule, relationship 
to other committees, any 
special processes and 
procedures, and how to read 
and analyze typical materials 
used by the committee 
 Play a lead role in this 
orientation 
 

 
Other 

 Serve as spokespersons for 
the PC 
 Follow up with members 
who are not meeting 
attendance requirements  

 Identify membership needs 
and communicate them to PC 
Staff and senior leaders 
 Recruit non-PC members for 
committee with help from 
Membership Committee 
 Ensure that committee 
prepares an annual written 
plan  
 Review progress towards plan 
 Arrange for any needed 
committee training, working 
with PCS staff  

 Ensure that all communications related to 
committee leadership activities go by e-mail to both 
the senior leaders and to the Chair/Co-Chairs 
overseeing that committee 
 Maintain committee records  
 Provide advice and support to committee 
Chairs/Co-Chairs 
 
 

 


