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 COMMITTEE TASK FORM


Committee___________________________  Event Date___________________

Committee Chair & Cell ____________________________________________     

Committee Members & Cell
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Description of event

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Tasks – or job title?
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Tasks to complete:  
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Description of process for completing this task:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Timeline

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Products/Materials/Equipment Needed
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Special Instructions

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Note:  Attach any copies of documents or examples to this form.

Post – Event Wrap up Meeting                     Date______​​​​___________________
Members attended:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Summary of event:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Report from each person in charge of tasks. Describe the task and any issues that were resolved.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Inventory amount used and where remainder will be stored until next year.
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Things to keep the same.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Ideas to do differently.
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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