CCCCIO Representatives on Statewide Committees 
Best Practices and Form
During the first meeting of the year; verify the committee function, membership, and meeting time.  Submit the attached Representation form after each meeting. The Committee charge should be included on each form submitted.

Duties of Members

· Familiarize yourself with the charge of the committee

· Attend meetings regularly
· Plan with the CCCCIO President for a substitute or proxy vote when an absence is necessary
· Notify committee chair of substitute
· Keep CCCCIO Executive Board informed of committee actions utilizing the attached form
· Complete assignments associated with committee work in a timely fashion
· Send summary of meeting to CCCCIO Executive Secretary within 1 week.  The notes will be posted to the CCCCIO Website.
The CCCCIO Executive Board or President must approve any changes to the CCCCIO representation.
Committee Reporting Form
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