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“How to Guide” 

Committee Chair 

The Committee Chair schedules committee meetings periodically to 

brainstorm ideas and topics for future Outreach programs.  An Agenda 

is prepared and given to the members at the meeting.  

  

A committee member must be identified who is willing to take minutes 

of the meeting and email them to the full committee, including the 

board liaison, requesting their comments, additions or corrections.  

Once finalized, a copy of the minutes is to be sent to the Vice 

President. 

The primary focus of the Outreach Committee is to create an active 

relationship between CHS and others in the broader general 

community by: 

• Participate in charitable programs to connect with and benefit 

the community at large 

• Develop interfaith programs with local churches and similar 

groups 

• Forge connections with Jewish religious and cultural groups in 

the region 

The Committee Chair communicates with the Board Liaison prior to 

each monthly Board Meeting in order to determine what, if anything 

needs to be brought up or reported to the Board at their meeting. 

The Committee Chair will prepare any articles for the monthly CHS 

Newsletter. 

The Committee Chair must identify committee members to serve as 

Event Coordinators for the Food Drive, Layette Drive or any other 

charitable community program undertaken.  The Coordinator will 

identify committee members to become collection points and will 

arrange final pickup and delivery of the items. 
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The Committee Chair or Event Coordinator will complete the “CHS 

Event Announcement Form” located on our Members Only page under 

Member Information 90 days prior to the event (if possible) so the 

Communications Committee can include the event in announcements 

and newsletters to get members participating. 

 

The Announcement will contain “Drop off Addresses” for our members 

to use to deliver food or other items too.  The information will continue 

to be available in CHS weekly announcements and monthly newsletter.  
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