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· How often are meetings held? (quarterly, or biannually)

· Are there diversity needs/issues to be considered in setting meeting dates and times? (holidays, safety, access)

· Which day of week is best for meeting?

· Which time of day is best for meeting?

· Does the group want to set dates for the rest of the year?

· How members are notified of meetings? (delegate responsibility to a member, e-mail, written notices, phone calls or using phone tree)

· How meetings are conducted? ( i.e. formally with parliamentary procedures or non-formally if not specified in the constitution or bylaws)

· What are the roles of the leaders of the advisory committee such as chair or secretary? (discuss each position)

· Who will take responsibility for key leadership positions? (chair, secretary, etc.)

· What will be the ground rules (see Attachment E for suggested ground rules) that can be posted at every meeting?

