CAVA  Communications Ad Hoc Committee
August 7, 2015 – 10:00 a.m.

Connie, Suzanne, Kathleen M, Lovina (Marie had a conflict)
NOTES

1. Main objective – establish protocols to optimize internal and external communications for CAVA; to help achieve the overall organizational objectives for CAVA.
WE looked at the Communications Plan sample for PHJC that Connie sent to the group.
NOTE: Since the Board is still in the process of strategic planning, the Communications Plan will need to address those action plans.
2. Audience – members, committees, “friends of CAVA”, young adults, discerners, youth, teachers, parents, pastors and other parish personnel, other church leaders/ministers, other Religious

3. For August 20 meeting:
- Committee communications – what method is best? What works for the chairs/laisons?
- Agenda and minutes
- Possible offering – “training” members how to write minutes – tips, clarifications, due dates, etc
- Templates should be on the website
- Calendar of events – what’s the best way to have it on the website or online?

4. Registration, committee member sign up and removal (issue about this possible happening even 6 months after CAVA starts a new ministry year

5. Templates – attendance list should be separate from the minutes, or maybe bottom page

6. Idea – To help people with due dates on submissions – to have them on the Newsletter/updates – or schedule at regular intervals a reminder email – need to be scheduled on the CAVA calendar (agenda item for Newsletter/Website scheduling ad hoc committee

7. Regarding sending the subcommittee reports and agenda and minutes (one week before) – what about the minutes taker? What happens in between meetings or after submission? – Discuss on Aug 20

8. Connie will ask Julie Dowd (communications person for PHJC)

9. Next meeting August 25 9:00 to 11:00 Conference Call


