
Think of 10 potential
committee members

Advisory Council
1 2

3

4 5

The counseling advisory committee can be one of your program's greatest assets. 
 Use the following planning sheet to prepare for the meeting

Establish the purpose of the committee.

Will you have officers?
 
How often will the group meet?

 Will you have a term of service?  

If so, how long will members serve?

Think about your orientation.  
How will you educate the
committee about your
program?  

How will you show your
appreciation to the group?
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ADVISORY CHECKLIST

T A S K  C H E C K L I S T

A S K  P R O S P E C T I V E  C O M M I T E E  M E M B E R S

T O  S E R V E .

S E T  A  T I M E  A N D  P L A C E  F O R  F I R S T

M E E T I N G

S E N D  I N V I T E S  A N D  R E M I N D E R S

T A S K  C H E C K L I S T

R E F L E C T  O N  W H A T  W E N T  W E L L  A N D

W H A T  N E E D S  T O  B E  C H A N G E D

S E N D  T H A N K  Y O U  T O  M E M B E R S  I N

A T T E N D A N C E .

T A S K  C H E C K L I S T

M E M B E R S  S I G N  I N

A S S I G N  S O M E O N E  O R  B E  P R E P A R E D  T O

T A K E  M I N U T E S  A N D  A  T I M E K E E P E R

A L L O W  F O R  Q U E S T I O N S ,  D I S C U S S I O N S

A N D  C O M M E N T S

P R E P A R E  P R E S E N T A T I O N  A N D  A G E N D A .

H A V E  B U S I N E S S  C A R D S  A N D  B R O C H U R E

R E A D Y

P R E P A R E  S N A C K S  I F  Y O U  A R E  S E R V I N G

R E F R E S H M S E N T S

A N N O U N C E  D A T E  O F  N E X T  M E E T I N G

S E C U R E  A L L  D O C U M E N T A T I O N  F R O M

M E E T I N G



ADVISORY AG ENDA

Welcome

Introductions

Purpose of Committee

Discuss operating procedures:  
Will you have officers?
How often the group will meet
meeting structure & guidelines,
term of service

Educate members about your
program - BRAG

Data presentation

Discuss outcome goals
Discuss vision and mission
statements

Areas of the counseling program
that would  benefit from the
group’s support

One or two short term activities

One or two long term activities

Designate a lead person for
each activity

Announce date of next meeting

Refreshments

Other___________________________

Other___________________________

NOTES


