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COMMITTEE FUNCTIONS 
Without committees, a service organization like Sertoma can accomplish very little. As 
such, much of the work that our clubs do functions through committees. These work 
groups also enable members to play an active part in the affairs of their club. 
 
What do committees do? 

• Transform ideas into actual mission activities and service projects 
• Leverage members’ talent and creativity to effectively benefit the community 
• Provide volunteer opportunities for members to work on club activities 
• Organize a balanced approach to the club’s workload  

 
This guide is designed to help accomplish the basic purpose of every Sertoma club – 
SERVICE! Its content offers advice that will help increase participation by members 
and contribute to the overall effectiveness of the club in the community it serves. 

 
LEADERSHIP & COMMITTEES 
 
Club officers and directors are elected representatives of the membership, chosen to conduct 
club affairs. It is this Board of Directors that decides what service or community projects the club 
should adopt. The committees then work to accomplish the objectives related to those projects. 
That is why it’s essential that club leadership understand basic committee procedures and 
functions. 

 
Once approved, a project is assigned to a standing (occasionally a special) committee, 
with the charge to follow the project through to its successful fruition. Reports must be 
submitted, in person and in writing, to the board of directors. The club president in 
particular must be informed about ongoing progress. 
 

 
COMMITTEE SIZE 
The requirements of a committee’s assignment will help determine its size. To make the 
experience meaningful, a club must  not under- or over-staff a committee. Some larger 
projects, such as annual membership efforts or large fundraisers, may require support 
of subcommittees that are each assigned specific tasks.  
Note: Club size may also affect the number and size of committees. 

 
COMMITTEE ORGANIZATION 
A good committee organizational structure needs to define lines of administrative 
authority and responsibility within and among committees. This is essential to efficiency. 
 
One of the most effective and successful approaches to committee management is 
evidenced in clubs where three vice presidents chair the three major committees 
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(membership, programs and mission activities). The club president also assigns 
committee responsibilities to each member of the board of directors. This arrangement 
makes it possible for every committee to have a close working relationship with the 
board of directors. 

 
CHARGING THE COMMITTEES 
At the committee's first meeting, the chair will need to spend some time discussing 
the committee's objectives and responsibilities. He or she should not hesitate to 
seek clarification from the board or club president about their expectations for the 
committee before this meeting. This is the best way to make sure each committee is 
aware of its mandate. The charge should make clear not only what is expected, but 
also a timeline for the committee’s work. 

 
COMMITTEE BUDGETS 
Although needs may differ amongst committee and clubs, budgets are essential for all  
committees. Each committee should carefully consider its needs and make a 
recommendation to the board. Some examples of needs include: 
• Membership Committee – complimentary meals for prospective members and 

guests, a special membership drive, “rush” party, etc. 
• Program Committee – complimentary meals for speakers, audio-visual at 

meetings, special decorations for banquets, etc. 
• Sponsorships Committee – permits for public events, swag items for community 

affairs, printed promotional materials, etc. 
 

COMMITTEE MEETINGS 
 
Clubs do their best to limit business at regular membership meetings, allowing that time for 
socializing and educational programs. In fact, the conduct of club business at meetings typically 
only includes important announcements and those items requiring member input. Instead, the 
vast majority of club business is handled during board and committee meetings. 
 
When it comes to committee meetings, advance preparation of an agenda is essential 
to keeping discussion under control. The location, dates and times for all meetings 
should be announced well in advance. Committee members should know exactly how 
long they will spend at these meetings and the chair should do their best to ensure that 
things begin and end on time accordingly.  

 
There must be continuity at all times. Upon calling a meeting to order, the chairperson 
should state clearly what must be accomplished at the meeting. This ensures that 
everyone is on the same page and understands the objective of what the group is 
trying to achieve.  
 
It is also important to maintain a complete written record of all proceedings. It may be 
helpful to review briefly, at each meeting, the actions of the previous session. These 
records can help subsequent chairs understand the history of the project and where 
the committee currently stands. These records can also help with reports to the board 
and to the general membership.  
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COMMITTEE CHAIRS & MEMBERS 

 
THE COMMITTEE CHAIR 
Each committee should be headed by a chair. This individual may either be mandated 
by the club’s bylaws or appointed by the club president. The chairperson typically serves 
a one-year term. This is recommended, as retaining the same committee leader for more 
than one term may limit a committee’s full potential. If a chair is not an officer or member 
of the board, he or she must be invited to board meetings when committee-related 
business arises. 

 
A chair will find there is no magic formula for the conduct of committee operations. To 
be successful, the chairperson must be friendly, must expect and be prepared to accept 
criticism, and must always exercise good judgment and objectivity in decision-making. 
He or she should be dependable, honest and able to inspire enthusiasm if committee 
members are to translate ideas and plans into group action. 

 
The chair, like a good president, works with and not over the members. It is important to 
delegate authority and to reward and recognize those who have made some 
contribution, however small, toward the work of the committee. Leadership development 
is the result of opportunity and positive support. In many ways, this role of the chair is 
more important to the future of the club than the actual work of the committee. 

 
DUTIES OF THE CHAIRPERSON 
• Fully understand and be able to explain the charge to the committee. 
• Schedule, prepare for and preside at regularly scheduled meetings. 
• Work with the club president to see that the committee is properly staffed. 
• Give committee members specific assignments and follow-up. 
• Seek input and recommendations from committee members and club leadership. 
• Affirm that committee financial expenditures are reflected within the budget. 
• Ensure written reports of meetings are prepared and distributed. 
• Report to the president and the board of directors. 

 
MEETING ISSUES 
The chair is responsible for the meeting. At times, discussion will slow down or 
become difficult to manage. It is important for the chair to be reasonable and to help 
keep emotions under control. Here are a few points to help address some more 
common situations that may develop: 

 
WHEN IT IS DIFFICULT TO GET THE COMMITTEE'S BUSINESS UNDER WAY: 

• Point out one or more of the committee's objectives. 
• Direct one or more statements to the members, which will offer a challenge. 

 
WHEN ONE OR TWO INDIVIDUALS DOMINATE THE MEETING: 

• Ask thought-provoking questions. 
• Tactfully and privately ask for cooperation. 
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• Give them a special assignment. 
• Ask someone to serve as secretary. 

 
WHEN SOME OF THE MEMBERS REMAIN SILENT: 

• Ask them a few easy questions. 
• Ask their opinion on a matter familiar to them. 
• Make personal contact with them between meetings to check in and give them 

guidance. 
 
WHEN THERE SEEMS TO BE A LACK OF INTEREST: 

• Use a good joke or story that draws a parallel to the discussion. 
• Review previous work and stress the importance of the committee's work. 

 
WHEN THE DISCUSSION BEGINS TO DRIFT: 

• Review the discussion thus far. 
• Point out specific issues about the committee's problem. 

 
IF "CHATTER" BETWEEN MEMBERS GETS OUT OF CONTROL DURING THE MEETING: 

• Direct a question to one of the offenders in a friendly manner. 
• Ask the offenders to present their ideas to the other members. 

 
REGARDLESS OF THE ISSUES, ALWAYS REMEMBER TO: 

• Encourage freedom of expression. 
• Suggest constructive steps to be taken. 
• Illustrate interest in what others say. 
• Overlook minor mistakes. 
• Consider members’ comfort. 
• Look, talk and act enthusiastically and optimistically. 

 
THE COMMITTEE MEMBERS 
When making committee appointments, the function of the committee and the interests 
of members should be considered by the president and the chair. Care should be taken 
to not deliberately attempt to fit square pegs into round holes. Some people are simply 
meant for certain roles, while others are not. And keep in mind, some committees are 
more desirable than others. That’s why it is important to move members around from 
time to time to prevent burn out and disillusionment.  
 
Bottom line: Attempt to assemble energetic, cooperative members. Appointments 
should be discussed with the candidates, and announcement of the appointment should 
be withheld until acceptance is assured. 

 
Questions to consider when  assembling an effective working committee: 
• Does membership on the committee require any special knowledge or talent? 
• What is the record of the member on previous committees, if any? 
• Is the member a potential future chairperson or a follower? Every committee needs 

some followers, just as each one needs a chair. 
• Does the prospect have time to serve on the committee? 
• Does the individual have an office or other facilities that may be helpful to the 
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committee? 
• Is the member compatible and able to work with the public and other committee 

members? 
Is the prospect a stretch runner, meaning they only work near award or recognition time? 

 
AdditionalTips: 
• Avoid the buddy system, the practice of appointing friends to committees just 

because they are friends. 
• Look out for the cliques where a small group attempts to control the club through 

committee chairs. 
• Do not wear out the club "work horses" by reappointing them year after year. They 

may wear out just because they are good, willing workers. 
• Do not appoint members just because their occupational and professional pursuits 

qualify them for a certain committee. What the individuals may really want may be 
something entirely different. 

• Some companies urge their employees to participate in service club work and even 
provide free time, pay dues, etc., while others do not. Clarify availability before 
making appointments that require time during business hours. 

• Try to appoint harmonious groups that will work well together. 


