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Useful Definitions 
Standing Committees. These committees are typically established in your Chapter’s bylaws to 
serve a permanent and continuous function for the organization. The Chapter can create 
additional standing committees per the evolving needs of the Chapter and in accordance with the 
Chapter’s amendment procedures. Examples of standing committees include: 

 The High Tribunal 
 Recruitment Committee 
 Brotherhood Committee 
 Philanthropy/Community Service 
 Scholarship 

Special or Ad Hoc Committees. These committees are formed by motion and vote anytime the 
Chapter needs to delegate a task or carry out some function not covered by existing committees. 
These committees typically only exist as long as it takes for them to complete their task and report 
back to the Chapter, but some other reasons that could lead to these committees dissolving 
include: 

 When it completes its assigned task, even without an assigned report 
 When the Chapter votes to dissolve 
 When the terms of the Executive Board that created the committee has ended 

Examples of special committees within the Chapter could include: 
 Formal Committee: Assigned to put on the Chapter’s Formal 
 Awards Committee: Assigned to give awards to worthy Fraters 
 Exploration Committee: Assigned to research a specific topic so that the Chapter can be 

better informed when making a large decision 
 Nominations Committee: Assigned to recommend candidates for the Chapter’s Executive 

Board 

Committee Chair. The person who controls the conduct of the committee and guides it towards 
its intended goals. The appointment of Chairmen falls under either the Consul or Vice Consul, 
depending on the type of committee. If it is a standing committee, then the Vice Consul typically 
appoints the Chairmen; but if it is a special or ad hoc committee, then the Consul typically 
appoints the Chairmen. 

Ex-Officio Members. A member who is automatically entitled to a position on a certain committee 
by virtue of their position or office within the Chapter. An ex-officio committee member begins 
their time on a committee when they begin their time in office and end their time when their term 
ends. Contrary to popular belief, ex-officio members have all the rights of other committee 
members (attending meetings, making motions, speaking in debate, and voting) but none of the 
duties or responsibilities (attending meetings or running events). 
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Needs of a Standing Committee 
1. A strong Chairmen who is prepared to manage and guide the work of the committee 
2. Dedicated and enthusiastic committee members who are ready to do what is necessary to 

finish the task or tasks at hand 
3. Clear understanding of powers and duties as outlined in the Chapter bylaws 

Needs of a Special or Ad Hoc Committee 
1. A strong Chairmen who is prepared to manage and guide the work of the committee 
2. Dedicated and enthusiastic committee members who are ready to do what is necessary to 

finish the task or tasks at hand 
3. A copy of the motion or problem referred to the committee and special instructions. These 

instructions should include a statement of exactly what the committee is expected to do, 
and whether the question is referred to it for discussion, study, hearings, investigations, 
recommendations, or actions 

4. A statement of the powers and duties of the committee 
5. Copies of all papers or correspondence relating to the subject assigned to the committee 
6. Copies of any rules, policies, or decisions of the organization relating to the subject 
7. Information on the type of report desired and the date set for its presentation 

Reports from Committees 
Standing Committees 

Reports from standing committees should include: 
 A summary of what was discussed during the most recent committee meeting 
 The events or programs that the committee is planning on executing 
 Any involvement that they may need from other Chapter members in putting on an event 

or program 

Special or Ad Hoc Committees 

Depending on its nature, reports from special or ad hoc committees should include: 
 A statement of the charge to the committee 
 A statement of the methods employed by the committee in accomplishing its charge 
 A summary of the information gathered or work done 
 A statement of conclusions or findings 
 A specific recommendation, together with a rationale for that recommendation 
 The names of the members of on the committee 

 

Tips for Making Committees Work 
Treat committee work as real work. Why is it that committees often fail to work? One underlying 
reason is that people tend to regard a committee as different from work, perhaps even an 
opportunity to relax a bit. This is especially true with volunteer committees. But you're there to 
accomplish something--not to twiddle your thumbs. So be businesslike: set agendas and follow 
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them. Get people to accept responsibility for tasks and then hold them accountable for getting 
them done. Follow-up is crucial: make sure action items are sent around quickly after meetings, so 
all members (including those who couldn't attend) know what they are supposed to do, whom to 
contact if there are delays, and so on. Peer pressure is a great motivator--sometimes the only 
motivator--since additional compensation or recognition is not always available for committee 
work. 
 
The chair should manage-- and not end up doing all the work. The chair of the committee needs 
to manage and lead, and people will look to the chair to do that. It's not good if the chair starts 
taking on a lot of the work because she or he feels uncomfortable asking members to do things; he 
or she will soon burn out and lose the other people who joined and expected to be involved. The 
chair must learn to delegate. 
 
Treat committees like teams. Make sure everyone understands the big picture--what the 
committee is doing and why--and identify a role for each person, if possible. If you're the chair, 
think about how to organize efforts and divvy up tasks so that everyone has meaningful work to 
do. Give people recognition for their efforts. Write thank-you notes regularly, send memos or 
letters to people who deserve special recognition for a job well done, and send copies to their 
bosses or others to share that recognition. Does this really make an impact? You bet!  
 
Get active members. Nothing is more important than having active and capable people on 
committees. Such people do not grow on trees; sometimes you have no control over who 
volunteers (or is volunteered) for the committees. But when you do have control, don't be shy in 
soliciting volunteers. Tell them that it will involve some real work, that it will be for a good cause, 
and that it will be interesting and fun (and then make it come true). 
 
Get rid of deadwood. Keep the enthusiasm and vigor of the committee by asking unproductive or 
no-show members to resign. How can you do this diplomatically? If people are not showing up for 
meetings or responding to messages, you need to tell them: "You must be very busy these days, as 
you haven't been able to attend recent meetings or do what you said you would do, so I'll 
understand if you don't have the time to participate in the committee." This will smoke them out, 
and either they will resign or get energetically involved again. By the way, do not ask them if they 
want to stay on the committee, because they will feel guilty and say yes, which solves nothing. 
 
Informally identify future committee leaders. If you are chairing a long-lived committee, as is 
common with professional societies, it's important to realize that you won't be chair forever. You 
need to do succession planning to keep infusing life into the committee. Don't create a forbidding 
amount of work so that no one will want to take over. Instead, identify current members who 
might be willing and able to take over and talk to them.  

 
Sources:  
http://www.csufresno.edu/comm/cagle-p3.htm#Report 
http://spectrum.ieee.org/at-work/tech-careers/making-committees-work  
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