Functional Assignments

Host Council

	By date
	Action
	Assigned to

	8 months prior
	Send area director the council commitment card.
	

	8 months prior
	Assist the Report to the State chairman in recruiting committee members.
	

	7 months prior
	Assign a staff adviser.
	

	7 months prior
	Work with the area director/state adviser to determine number of youth delegates.
	

	7 months prior
	Work with the area director/state adviser to develop budget. Determine participant fees.
	

	6 months prior
	Recruit council delegation leader.
	

	6 months prior
	Recruit additional delegation leaders.
	

	6 months prior
	Assist committee in securing a photographer.
	

	5 months prior
	Select youth delegates.
	

	4 months prior
	Assist council marketing committee in developing and implementing media relations plan.
	

	3 months prior
	Provide the area director/state adviser with two service-oriented success stories.
	

	3 months prior
	Provide the area director/state adviser with youth delegate information: bio, photo, reason for selection.
	

	3 months prior
	Select the youth delegate to present the council’s Report to the State.
	

	2 months prior
	Complete the Report to the State Data Worksheet and send it to the area director/state adviser.
	

	Day of report
	Escort youth delegation.
	

	1 month after
	Hold after-action critique.
	


