Akron Public Schools

Advisory Committee Checklist

1. Plan meeting agenda (14 days prior to meeting).
2. Schedule meeting room.

3. Invitation letter stating the main focus of the agenda including location, time, parking, etc. 
· Send meeting announcement with agenda and previous meeting minutes attached.
· Provide maps/directions to meeting place and parking.
· RSVP segment of invitation.
4. Provide name tags, paper, pens/pencils, agenda, and other materials.

5. Make audiovisual or other equipment arrangements with appropriate copies.

6. Arrange for refreshments.

7. Schedule next meeting date along with the subject the agenda should cover at the close of meeting.
8. Send minutes, agenda and list of participants to the Career Education Office within 7 days after the meeting.
NOTE:  Try to cover at least one topic from the four categories (Career Pathway Development, Curriculum, Program Promotion, & Student Services) at each meeting.  Try to cover as many topics as possible each school year.  Keep meetings between 60 – 90 minutes.  See Advisory Committee Plan of Work for more details.
