
How to Form a Committee

Committees are an important tool to help neighborhood associations accomplish their goals.
Each committee can focus on a specific goal and split the work among its members to
research and take action to complete the goal.

Define Purpose & Goals
Outline the committee’s purpose and objectives. Identify key issues the committee will
address and establish measurable goals.

Find Stakeholders
Talk to local people, businesses, and groups interested in what the committee is doing.

Recruit Members
Host informational meetings to generate interest. Use flyers, social media, and word of mouth
to invite participation. Ensure diversity in membership for a well-rounded perspective.

Establish Roles & Responsibilities
Define leadership positions (chair, secretary, etc.) and split responsibilities. Set up a check-in
plan to ensure accountability and efficiency.

Set Up a Meeting Structure
Decide on the meeting frequency and format (in-person, virtual, or hybrid). Create an agenda
template to keep meetings focused. Establish guidelines for decision-making and member
participation.

Provide Training & Resources
Equip members with tools and knowledge. Host workshops and guest speakers; provide
access to important materials.

Foster Engagement & Collaboration
Meet people where their capacity and passions are. Encourage open communication and 



active participation. Create subcommittees if
needed for specific projects or initiatives.

Develop a Work Plan
Outline short-term and long-term actions with
deadlines. Assign tasks and track progress to
maintain momentum.

Promote Transparency & Accountability
Keep detailed records of meetings and
decisions. Share updates with the broader
community to build trust and encourage
involvement. Committees can have board
liaisons who don’t have to serve on the board. 

Promote the Common Good: The Office of Community & Civic Life is building stronger communities
by supporting and empowering Portlanders. We think, act, and partner with our communities to
better understand and take care of their diverse needs. We invite you to join us in this continuous,
much needed work to make our communities safer and more welcoming for all. Find out more:
www.portland.gov/civic

Assess & Adapt
Assess the committee’s effectiveness on a regular basis. Gather feedback and make necessary
adjustments to improve impact and sustainability. 

Learn more about Civic Life’s Neighborhood Program at: portland.gov/civic/myneighborhood


