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	ARHC Subcommittee Meetings

	
	
	

	Checklist


Getting Started
	☐	You will receive a roster of your group members with their affiliations and contact information along with an ARHC agenda template.

	☐	Reach out to a group member you think would be a good fit as co-chair. This co-chair will:

	
	☐	Assist you in facilitating committee meetings.

	
	☐	Share leadership responsibilities.

	☐	Reach out to one or two committee members about taking meeting minutes.

	☐	Email the agendas with meeting reminders.

	☐	Remind your committee of your meeting 1 week before the meeting’s occurrence.

	☐	Reach out to the ARHC Coordinator if you would like the agenda and meeting reminder to be sent through the ARHC listserv.


Meeting Checklist
	☐	1. Pass around the roster/sign-in sheet at the beginning of each meeting.

	☐	Please note any names that are filled in by hand. Reach out to participants that are not ARHC members and connect them with an ARHC application.

	☐	Introductions: Have everyone in the subcommittee say their name and the agency they are affiliated with.

	☐	Review the agenda with the group, be sure to include any action items that did not get addressed in the last meeting.

	☐	Discuss agenda items.

	☐	Voting: If there is an item that requires a vote, one person in the group will call for a motion to vote and another person may second the vote. There will be a call for group agreement “All those in favor say ‘I’ [pause for response], any opposed? [pause for response]”. State the result of the vote and move to the next item. Please refer to the policy guide about dissenting opinions and how to proceed. 
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