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GUIDELINES FOR A COUNCIL OF COUNCILS MEETING  

 

PRE-MEETING ITEMS 

 

1. Host Council will be provided a list of the Councils (name, address). This will be needed for mailings. 

  

2. The Host Council is expected to send a package that includes to following to the other Councils. 

A. The official flyer announcing the event. 

B. The “Council Representative Pre-Registration Form”. 

C. The “Rules Governing Bids For The Council of Councils Meeting’, the requirements for hosting a Council of 

Councils Meeting. This avoids Councils coming to the meeting trying to make last minute bids because they didn’t 

know when bids were to be turned in. It will also cut down on the Councils that don’t meet the requirements sending 

in a bid that would be rejected. 

D. Complete hotel information, including room rates for the CofC meeting weekend. 

E. Any other information that the Host Council may deem appropriate. 

 

3. Host Council must use the official Council of Councils logo, without changes, on the official flyer and other advertising for 

the event. 

A. The CofC logo may also be used for event t-shirts, dash plaques, etc., if the Host Council wishes 

 

4. Host Council is expected to have dash plaques for the meeting at the meeting. It is assumed that one year’s notice is plenty of 

time to have them ready for the meeting. 

 

MEETING REQUIREMENTS 

 

5. Meeting room set-up: The Host Council is expected to provide the following room set-up 

A. A suitable table with podium at the front of the meeting room for the 5 members of the CofC Board at the meeting. 

B. Tables immediately facing the head table to seat, at least, 60 Council Representatives. (2 Reps per Council). This 

will include room for the Host Council Reps, and the 2 National Board reps. 

C. Chairs for general seating behind the reps tables for gallery seating. General seating to be divided from the reps 

seating by at least 5 feet. 

 

6. Host Council is expected to provide one person to take minutes. The CofC Board will also take minutes. The CofC Board will 

merge the two sets into one. This is so we don’t accidentally leave out important information 

 

7. The Host Council will provide personnel to check people into the event, and to pass out goodie bags, etc. If necessary. 

 

8. The Host Council will provide personnel to check the Reps in at the meeting room door before the CofC meeting. This is to 

insure that each Council has their correct address registered with the CofC Board, and the make sure that the 2 official 

Council Reps to the Council of Councils are allowed their proper seating at the meeting. 

 

9. Host Council will provide at least 2 persons to act as Sgt at Arms during the meeting. More than two may be needed at larger 

meetings 
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MEETING REQUIREMENTS continued 

 

10. Host Council is expected to provide a P.A. system so that the speaker won’t be drowned out. Most hotels will provide the 

P.A. with the meeting room, if you just ask for it. The microphone and P.A. system should be checked out before the meeting 

starts. A second microphone, to be used for floor discussion is necessary also. It is recommended that a cordless microphone 

be used on the floor, and that the Host Council provide someone to carry it around the meeting room,  

 

11. The CofC Board will bring a printed outline of the meeting agenda. 

 

12. The CofC Board will chair the Council of Councils Meeting. 

 

13. The CofC Board will try diligently to get the meeting started on time, and to keep things moving while still allowing as many 

as possible to have their say. 

 

14. The CofC meeting should be scheduled for 9:30am to Noon, unless there is some reason not to. There is to be a 2 hour lunch 

recess, and the meeting will resume at 2pm, and continue until 4pm at the latest, if necessary. 

 

15. Host Council is expected to present the “Pass Along Plaque” at the meeting. 

 

16. Entrance to the meeting room should be from the rear of the room after the meeting has started, to avoid disruptions during 

the meeting. 

 

17. Water should also be provided, at least at the head table, and at the reps tables if possible. It sounds picky, but you would be 

surprised how thirsty it can get up there during a meeting. 

 

POST MEETING ITEMS 

 

18. Host Council will provide any information that is deemed necessary by the CofC Board, to update our information on the 

Council of Councils meeting. This information will include, but is not limited to, number of rooms booked; cost of rooms and 

meeting rooms; attendance; cost of items pertaining to the event such as books, plaques, collectable items; addresses of 

vendors and/or attendees; and any other pertinent details that the CofC Board would need. These details will be kept in 

confidence by the CofC Board, and will only be used to help future hosts plan for a better Council of Councils Meeting. 

 

19. The Host Council will mail their set of minutes directly to the CofC Board with 2 weeks after the CofC Meeting. 

 

20. The CofC Board will provide a copy of the minutes of the meeting to each Council, by publishing the official minutes on the 

CofC website. 

 

 


