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Community Leader’s Year Example 2021-2022 sample
Use this document to help the Club Team plan and complete their volunteer work.  Modify with events and needs of your own club.  Could be shared through Google Docs or Drop Box.

July

CL Admin: Work with enrollment committee on updating enrollment plans.

 Plan new year committee sign up  lists by ____.  
Book all sites for various 4-H club events for the new year. 

Oversee Club Secretary and treasury books are peer reviewed and ready for county submission by ___.  Turn into county offices on due date.

Plan record book judging or verification dates.  Email out club-wide.

Get Record Books back from any type of judging or verification and work on awards needed.  Done by ____.  
Make sure record books are returned to members in time to enter at county contest. 
Make sure all books that need star rank verification are turned in, on time, to county offices.

Turn star ranks requests into county on required date.  
Have VEC set dates of returning enrollment deadlines.  Make sure they have written information form county offices to help families enroll. confirm each person is complete by ____
Confirm all new Jr/teen leaders for projects by____.
Create agenda for parent meeting by____.  
Issue new draft club calendar for all families.  
Plan dates for summer parent meeting. 
Email out the following before first club meeting : Club Committee list, club calendar,  and project rosters.
Ask treasury parent when first meeting with treasurer will be held.
Email and or speak with all Project Leaders about creating a planner, turning in Project Polices or general new ideas that can be included in club goals by ______
New Member greeter: plan to make welcome calls and emails to new members by ___. 
 Plan activity for first club meeting by ____.  
Make sure the club calendar gets to all new members by first club meeting.

Make sure each new member has an example agenda club for the first meeting night.
Officers: Plan first meeting of the year with Officer Advisor & Exe Board, plan Exe Board meeting dates by ____.  

Plan kick off event for officers. 
Hold Officer Training by____
Officer Advisor to hold officer training by _____.  
Set dates of Exe Board meetings for all year. 
Help guide Secretary and treasury books thru peer review by ____

Help create NEW secretary and treasury binder for officers.
Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Decide which volunteer  is preparing and getting Beginning of the Year documents ready for the county deadline. 

Purchasing club officer shirts?  By when ____

Create and send first meeting agenda to all members to follow along by _____

Prepare a member roll list for Secretary, Sargent, flag bearer. This will be needed to track who they include in the roles.

Sunshine needs a list with all birthdays. This is to be doubled checked with VEC for accuracy.

Plan time with Sunshine officers to create birthday cards. Done by _____

Find or make list of the roles of the Sargent before and after a meeting.  laminate and explain to Sargent officers. 

 Committees
 Inform all call committee chairs with deadlines and dates for club flyer/handouts or club newsletter.
VEC: make sure you have checked I with the county offices for your volunteer role.
Requested written instructions to give to families.

Prepare a spreadsheet of who has paid the club to submit with club check in September. 
August

CL Admin:  
Get members ready for County Achievement awards day/night with committee report at August meeting, newsletter and personal emails.
Buy/organize year pins and stripes to be handed out at club meeting.

Final club committee list goes out club wide by_____
Make sure all club forms are available by email or at first meeting.  Complete by ____ 
Check in with officer advisor and vice president that all club committee sign ups are written out by ____
Officer Advisor:  Check all upcoming  Exe Board dates with officers.  Have officers create and send meeting agenda to all members to follow along by_____.  
Decide who will Email club with meeting reminder by Sunday before meeting.

Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Set date to review meeting minutes. Then, review meeting minutes for accuracy.   Post on shutterfly

Review treasury for help needed.
Go through all committee sign ups with vice president.  Confirm all details are correct by ___

Set aside time to critique first meeting.
Project Leaders: remind members that all non animal entries should be entered in  a summer fair.  Livestock Leaders should have communicated their summer fair plans with every member and know who  has qualified to  attend the fairs.
New Member greeter:  Host activity for new families.

 Give meeting agenda as handout for new members to follow along meeting.
Committees: 
Fall committees to give reports at first meeting.
Know which Council committee the club is responsible for.  Promote widely with announcements. 
VEC Have draft club roster to share with families to confirm information.
September

CL Admin: 
Club enrollment must be done online by all families by  club deadline (Before county deadline) ________.  
Have VEC print out a report and confirm projects and positions with all families . Have every family initial their member’s enrollment choices.
Having a Halloween party?  Make sure committee is making plans and has given a report. 
Which Club Leader is supporting the club’s first fundraiser?

If the club didn’t have  Parent meeting in the fall can you set one for mid year?

Who is going to Council meeting?

All families should go to Achievement Night. Make announcement.  

Project Leaders: Return all fair entries, double check both ribbons & premiums are correct.
Announce awards at club meeting.

 Livestock leaders to hold meeting to prepare market reports with members.
Officer Advisor: Hold exe board meeting. 
Have officers create and send meeting agenda to all members to follow along by_____.  
Be prepared for numerous fair related announcements at club meeting. Prepare a press release of all fair results with reporter.
Have the officers met the new members? (This is in Program Planning Guide)

Review last month’s meeting minutes for accuracy.
 Review treasury for help needed
Email club meeting reminder to officers
Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Committees:  Any holiday committee should meet and make flyer to distribute in November.  Flyer must be approved by county offices before going out. 
Basic reports should be given by youth chairs at club meeting.
Holiday community service should be announced and planning meeting should be set for October..
VEC Print out a report and confirm projects and positions with all families . Have every family initial.

Look for emails from county offices with more instructions 
New Member greeter:  be ready to greet new families.  Have a handout to give more information. 
October

CL Admin:
Reminder - Any building contracts for upcoming events  to be signed are to be at the county offices with 30 days notice.
Online enrollment was  double checked for accuracy by ____

Update all club scholarship forms.  Check with county offices.
Know when Camp Counselor applications are coming out. Announce to club members

Did the club plan a Service Learning event yet ?  Is it on the calendar? (This is in Program Planning Guide)

Who is going to Council meeting?

Any fundraisers planned that need attention?
Officer Advisor:  Have officers create and send meeting agenda to all members to follow along by_____.  

Optional - Plan Holiday officer party and get details out by mail.  Include any fun ideas such as a game. 
Plan and promote date of Mid Year review of officers in January.
Review last month’s meeting minutes for accuracy.
 Review treasury for any help needed.

Email club meeting reminder to officers.

Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
A Treasury adult meeting should take place after holidays.
Committees:  All fall and holiday committees should have met to make plans and give report at club meeting.
VEC Remind all club members  of December livestock enrollment deadline 

New Member greeter:  Check in with new families.  Be sure officers have said hello. 

 Introduce families to each other
November

CL Admin: Plan agenda for Parent meeting in January by _____. Make sure it is in club newsletter.
Remind every member about livestock enrollment deadline to county in December.  

Youth Summit Middle school  applications coming due. Get information to members. 
Did the camp Counselor applications go out from the county offices?  Does your club pay for a portion of the camp fees?  Check budget 

Go back over the Program Planning Guide – is your club meeting the goals?

Who is going to Council meeting?

Holiday fundraisers– stay on top of sales and committees by calling volunteers. 
Committees:  All holiday committees give report at club meeting. 
Any early spring committees need to give an updated report.
Officer Advisor:  Vice president should have contact with all committees and give report on their progress at Exe board meeting. 

Have officers create and send meeting agenda to all members to follow along by_____.  

RSVP for Officer party and announce date of Mid-year review.  

Review meeting minutes for accuracy. 
Review treasury for help.

Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
New Member Greeter: How are new families doing?
December

CL Admin: Holding a mid year Parent or Project Leader meeting?  plan date and location  
No Council meeting

Ask treasury parent when first review meeting will be held.

Promote County Field Day through announces, email and newsletters.

Promote Animal Field day  through announces, email and newsletters
Officer Advisor – Have officers create and send meeting agenda to all members to follow along by_____.  

Be at Holiday officer party (if offered).  Provide treats and car rides as needed.
Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Committees:  All holiday committees give report at meeting. Any early spring committees need to give report.

VEC check with county enrollment deadline date. Run livestock reports to confirm.
January

CL Admin: Promote County Field Day through announces, email and newsletters.
Promote Animal Field day  through announces, email and newsletters

Review who is going to Youth Summit from club.    Youth and chaperones.
Who is going to Presentation Night?  Who wants to try a skit?

Who is going to Council meeting?

Review current club Program Planning guide to make sure you are on track with the goals that we set by _____
Who is going to Council meeting?
Officers:   Have officers create and send meeting agenda to all members to follow along by_____.  

Know when officer Mid year review takes place and be there.  

Exe Board should go through their annual planner and program planning guide to make sure all goals are being met.

Are all committee sign up lists returned?  Needed for record books. 

Officer Advisor : Have officers create and send meeting agenda to all members to follow along by_____.  

Host Mid-year review.  Send an email or letter invite to all officers and ask for RSVP  
Ask to see secretary’s book and treasurer’s book! 
Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Review meeting minutes for accuracy. 
Review treasury for help.

Committees:  
Review how budget money is being spent on committees. Are all receipts being turned in? 
February

CL Admin:  Promote March Presentation Night at county level.  Look for volunteers to fill in as judges, room monitors, room runners by February deadline.  Fill out county paperwork as needed.
Go through club attendance for possible issues relating to fair entries by_____.

Work with Officer Advisor about the results of mid year review by _______.
Go back over the Program Planning Guide – is your club meeting goals?

Who is going to Council meeting?

By now, a Treasury Adult meeting should take place to review budget and spending.

Officers: Give an update on how the club is doing from the Mid year review.
Talk about elections in April
Officer advisor: Have officers create and send meeting agenda to all members to follow along by_____.  

Review notes from Mid year review for possible revisions for next year.
Prepare officer positions for election.  Add new roles or take away officer positions  - in writting
Review meeting minutes for accuracy. 
Review treasury for help.

Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Committees:  SVF Fair related committees should be reminded to have plans ready.
March  

CL Admin:  
 Review attendance with entire club for any problems before signing fair entries by April 1st. 
Ask Project Leaders for their member attendance issues to help resolve 

Remind Project Leaders to announce dates of record book forms to be signed.
Find person to do officer installation by ______ 
Ask officers to create survey to plan next year’s events and budget.
Who is going to Council meeting?
Review medals and hat pins inventory. 
Put on agenda  requests for next year’s goal planning and budget
Look for camp application online and promote to club members

Ask for adults to confirm they are returning as project leaders.   Give to VEC to prepare list.

Set date to meet with other CLs and Officer Advisor to begin planning new program year with new committees and budget. Consider creating a survey for members.
Ask treasury parent when a meeting will be held to review what the club spends money on.
Who is going to Council meeting?
Officer Advisor –
Prepare for Club officer nominations!   Make sure officer job description are well written.  Email out and post on Shutterfly . Make time on the agenda to  explain officer jobs.

Have officers create and send meeting agenda to all members to follow along by_____.  

Have a plan with exe board for officer nominations.
Discuss officer job descriptions with officers before sending out club wide for new officers
Create survey to plan next year’s events and budget

Work with treasurer to finalize and announce any fundraising results
Email club meeting reminder by Sunday before meeting. 
Review meeting minutes for accuracy. Review treasury for help.

Has the club bought any new inventory? If so, its needs to be documented in the treasures’ book. 

Project Leaders - Look for Fair entry books and get entries in.  
Set deadline for signing Annual Project Report Form after fair
Review attendance issues before signing any entries!
Project Leaders and others to announce dates of record book forms to be signed.

Committees: Plan graduation goodbyes!
VEC Begin to revise any member enrollment.  Give drops to county offices.

Prepare a paper enrollment list. Wait for CL approval.

April 

CL Admin:  Review plans with VEC  – when will  county information for next year’s enrollment be ready?     What will the fees be?
Find out what the new projects are by speaking with leaders by _____.  
Announce plans for new program year with new committees and budget.  First draft should go around club meeting for review.
As CLs, check club program planning guide, annual planner to make sure goals are being met before club meeting. Last chance to update!
Work with enrollment committee to have deadlines and plans for packets, online enrollment and various forms that need to be completed.
Make sure council has plans for next year’s events so the club can sign up. Which CL will support?
Begin planning new year with new committees and budget.  Review Program Planning guide for current goals and new ideas.  First draft should go around club meeting.  
Remind club of record book/forms due dates.   

Add Community Leader in nominations and elections.
Ask if all members are in good standing by April 1st.  Work as needed to correct if there are problems that is in line with the club bylaws or rules. 
Enrollment committee should start making plans. Which CL will support this effort?
Treasury adult meeting should have taken place to help guide the future.

Who is going to Council meeting?

Have graduates or seniors? Plan gifts and recognition. Review club scholarship.
Officers: Begin planning next year’s activities and budget related events by using officer manual forms. Plan a special day to work on budget draft.
Officer Advisor: Have officers create and send meeting agenda to all members to follow along by_____.  

Officer nominations – help give examples of how it is done properly.  Find parents to help with ballots next month.  Email out and post on Shutterfly.  Make time on the agenda to  explain officer jobs
Have an idea of who is running for Club Leader to elect

Add officer ideas to new year planner draft
Are there any thank yous that need to go out by secretary?

Email club meeting reminder by Sunday before meeting. 
Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Go back through all club documents and look for areas that are not complete.
Review meeting minutes for accuracy. 
Review treasury for help.

New Member greeter: How are new families doing?  Explain the fair expectations.
Committees:  Record Book/forms expectations needs to be planned and announced to entire club. 
Project Leaders – need to announce new projects for enrollment committee at May club meeting. Which CL will support?
VEC.  Give drops to county offices.

Have Project list for new year started with help from CL.
May 

CL Admin:  Make sure the enrollment committee has club project list for club paper enrollment in June. Be ready to ask who is returning to the club?
Ask Project Leaders for their attendance issues to help resolve 

Make sure treasurer asks for final receipts for treasury through club report and or email.
Optional - Need to create summer Parent meeting agenda to email along with club bylaws, rules.  
Review the club phone list and roster for final change to go in secretary’s book.  
Set date for club Secretary and Treasurer books to be done and a Peer review by _____.

Speak with treasury about graduation /scholarship checks. Discuss roles parents may want to volunteer for next year.  Make a list.

Review Record Book committee plans and announce expectations again at club level. Decide whose house books are dropped off at.
Ask for final receipts for treasurer. 
Know all the rules for SVF?  Check in with Livestock Leaders to make sure they are ready for fair.  Ask about stall duty and member expectations. 

Need to create summer Parent meeting agenda to email along with club bylaws, rules 
Plan outgoing gifts, volunteer recognitions or member special awards.  
Review the club phone list and roster for final change for secretary’s book and county offices.  Set date for club books to be done and a Peer Review.

Speak with treasury about graduation scholarships. 
Announce record book/forms due dates, again.
Who will be the officer advisor next year?

 Who will be the VEC? Who will be treasury parent?

Ask club members if there is anyone special they think should be recognized at the June/July meeting. Which CL will support this?

Seniors or graduating members need special recognition.  Scholarship forms are due.

Any new Community Leaders candidates need to complete paperwork with county offices.

Who is going to Council meeting?
Officers: Exe board needs final draft of budget to discuss at club. Place on clipboard and pass around for comments.
Review that all committee info has been returned to place in secretary book. Ask if they are missing (This is important to the club record book judging) 

Review all TALKS and create a spreadsheet for members.  Hand out at meeting and give very specific timelines for asking for their talks for record books (Also important for judging!) 

Are all committee sign up lists returned?  Needed for record book verification. 

Treasurer needs to close out books.  All receipts due.

Treasure needs to know who will be applying for club scholarship for high school and when they need to have the check ready. 

All flyers, newspaper clipping and  newsnotes need to be in Secretary’s book.  

Optional - New officer shirts need to be ordered between May and June.
Officer Advisor – Have officers create and send meeting agenda to all members to follow along by_____.  

Elections are coming!  
Have volunteers to help with ballots.  Be ready for disappointed faces!  
Confirm installation person with CL and officers.   Find Installation supplies
Plan date for officer training in July.  Set date. Work on how it will work.

Review budget items that might need to be ordered such as scrapbook supplies, thank you cards and sunshine items for June 30th.
Ask officer to prepare thank you gifts or speech for adult leaders in club.  Check budget

All flyers need to be in Secretary’s book.  Ask to review.

Prepare club budget to pass around at club meeting, again.
Ask to see Secretary’s book for areas that need help.
Ask to see Treasury’s  book for areas that need help.
Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Review meeting minutes for accuracy. 

Optional - Hold a special session for next year’s goal planning and budget 
Committees:  Record Book judging needs to be planned and announced if applicable. 
Enrollment committee needs to have a plan.  
Food Booth needs dates for food safety and register training.

Project Leaders – need to announce new projects for enrollment with any limitations. Existing leaders need to remind members of rules about record books expectations in their project.

New Member greeter: Know who is coming into club after enrollment.  
VEC remind club of retuning family enrollment steps for new year.  Ask who is not returning next year.

Finalize paper project enrollment  if needed for June meeting.
Create the deadline for retuning member enrollment for after July with CL. Tell everyone!
June

CL Admin
 Try to vote in club budget for new year. (it allows the club to begin spending. If not done, ask that the first couple of budget expenditures events/items be approved)  
Project Leaders should make written plans/expectations/rules for members and give to CLs and county office for review.  Set date.
Who is making the club calendar for new year  By when? 
Treasury book & secretary’s book must be finalized and reviewed before county due date! This includes a peer review by 2 adults and 2 members.
Know who your graduates or special recognition people are.  
Buy or create special gifts for volunteers. Know which projects want to recognize their leaders. 
Know what needs to be done for MCF and announce to club.  Planning meeting takes place before council meeting! 
 VECs  need to be ready for the any paper enrollment meeting with copies, pens, paper.  Remind VECS to set a date to make new phone list for club by August/sept
Optional - What is date for summer parent meeting?  Was everyone notified? 

Optional - Oversee record book judging and dates. Where will it be held? Which CL will support?

Optional – Record Books tallied and results given to Community Leaders within 1 week of judging.
Committees: 
Record book committee needs to have a plan for judging and verifying record books.
If club has record book judging, ask for volunteers.
Summer or MCF committees should have a sign up go around if possible (even without advisors names)

Officers:   Secretary and treasurer must have a clear understanding of what needs to be done for club book submission due date to county offices. 
Officer Advisor:    Installation ?   What is the plan? 

Make sure Installation guest is ready.  All officers being installed to wear white. Have camera.  Practice or role play for the graduations and how they will be recognized.
Have officers create and send meeting agenda to all members to follow along by_____.  

Announce Officer Training date for July.
Ask for Officer to return items to the club so you can redistribute to the new officers. 
Set aside time to know when the Treasury book & Secretary’s book must be finalized and reviewed before county due date!
Announce date of new officer training at club meeting.

Email club agenda no less than 2 days before meeting. Or, have printed copies at meeting.
Prepare letter with instructions for the training. To be mailed out by______
Prepare thank you gifts or speech for officers.

Optional - Have officer shirts ready by the training dates to hand out.
Plan special meeting dates for program planning Guide, Meeting Planner and Annual Club planner. 
New Member greeter:  Be at June/July/August  meeting to greet new families 
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