
Chapter 1: Introduction 

1. What is the primary purpose of the training manual? 
o A) To establish the bylaws of the cooperative 
o B) To provide a comprehensive resource for committee members 

and leaders 
o C) To oversee the financial operations of the association 
o D) To evaluate the performance of the Board of Directors 
o Correct Answer: B 

2. Which of the following is NOT an objective of the training? 
o A) Review new board members skills.  
o B) Enhance decision-making skills 
o C) Foster diversity and inclusion 
o D) Encourage networking and collaboration 
o Correct Answer: A 

3. What does this training manual aim to emphasize about committees? 
o A) Committees should focus solely on operational tasks. 
o B) Committees exist only to support themselves. 
o C) Committees should continuously adapt and improve their 

practices. 
o D) Committees do not need to engage with community members. 
o Correct Answer: C 

4. What will the first chapter mainly cover? 
o A) The roles of committees 
o B) The importance of training 
o C) The purpose and structure of the manual 
o D) The evaluation of committee effectiveness 
o Correct Answer: C 

  



Chapter 2: Committee Overview 

1. What is one key role of committees within an organization? 
o A) To make final decisions without Board approval 
o B) Providing research and recommendations to the Board 
o C) To manage the day-to-day operations of the staff 
o D) To appoint new Board members 
o Correct Answer: B 

2. Which of the following is NOT a type of committee mentioned? 
o A) Standing Committees 
o B) Ad Hoc Committees 
o C) Executive Committees 
o D) Supervisory Committees 
o Correct Answer: D 

3. What is one benefit of having diverse committees? 
o A) They reduce the number of meetings required 
o B) They enhance creativity and innovation 
o C) They simplify decision-making 
o D) They allow for fewer committee members 
o Correct Answer: B 

4. How do committees contribute to community engagement? 
o A) By facilitating Board meetings 
o B) By restricting member involvement 
o C) By promoting volunteer opportunities 
o D) By avoiding community feedback  
o Correct Answer: C  

  



Chapter 3: Setting Up Committees 

1. What is the primary function of a committee charter? 
o A) To list committee members 
o B) To establish a budget for the committee 
o C) To schedule committee meetings 
o D) To outline a committee's purpose, structure, and 

responsibilities 
o Correct Answer: D 

2. What is the suggested optimal size of a committee? 
o A) 2-3 members 
o B) 4-8 members 
o C) 8-12 members 
o D) 12 or more members 
o Correct Answer: B 

3. Why are term limits important for committee members? 
o A) To encourage fresh perspectives and avoid stagnation 
o B) To reduce the workload of committee chairs 
o C) To increase the number of positions filled 
o D) To ensure committee meetings are short 
o Correct Answer: A 

4. Who typically appoints the Chair of a committee? 
o A) The committee members themselves 
o B) The Board of Directors 
o C) The Board President with the concurrence of the Board 
o D) The staff liaison 
o Correct Answer: C 

  



Chapter 4: Diversity and Inclusion 

1. Why is diversity in committees important? 
o A) It reduces the number of members needed 
o B) It enhances decision-making and creativity 
o C) It simplifies the meeting process 
o D) It guarantees unanimous decisions 
o Correct Answer: B 

2. What is a strategy for building diverse committees? 
o A) Using multiple communication platforms for recruitment 
o B) Recruiting only current Board members 
o C) Limiting committee invitations to past members 
o D) Avoiding outreach to community groups 
o Correct Answer: A 

3. Which of the following fosters community trust in committees? 
o A) Restricting access to committee meetings 
o B) Including diverse voices in decision-making 
o C) Keeping committee activities confidential 
o D) Voting on recommendations without discussion 
o Correct Answer: B 

4. What practice enhances transparency in committee operations? 
o A) Limiting communication with the Board 
o B) Posting updates on social media 
o C) Providing regular reports and updates to the Board and 

community 
o D) Maintaining confidentiality about committee discussions 
o Correct Answer: C 

  



Chapter 5: Flexibility and Adaptability 

1. Why is flexibility important for committees? 
o A) It allows committees to ignore their initial objectives 
o B) It reduces the workload on committee chairs 
o C) It limits the number of members needed 
o D) It enables committees to respond to changing circumstances 

and community needs 
o Correct Answer: D 

2. What is one-way committees can establish regular review processes? 
o A) By conducting quarterly assessments of goals and strategies 
o B) By avoiding feedback from community members 
o C) By only reviewing performance once a year 
o D) By focusing exclusively on financial reports 
o Correct Answer: A 

3. How should committees handle unexpected changes in their goals? 
o A) Ignore the changes and stick to the original plan 
o B) Assess the situation and adjust their goals as necessary 
o C) Report the changes along with recommendations to the Board 
o D) Hold an emergency meeting without an agenda 
o Correct Answer: B 

4. When should committees use external experts? 
o A) Only when in financial trouble 
o B) For every project they undertake 
o C) When they lack member engagement 
o D) When faced with complex issues requiring specialized 

knowledge 
o Correct Answer: D 

  



Chapter 6: Committee Structure 

1. What is the primary responsibility of the Committee Chair? 
o A) To make final decisions without input from others 
o B) To set the meeting agenda and facilitate discussions 
o C) To serve as the primary contact for all members 
o D) To take votes on behalf of the committee 
o Correct Answer: B 

2. How can a committee ensure it has adequate diversity? 
o A) By including only Board members 
o B) By actively recruiting from various community demographics 
o C) By limiting participation to long-standing members 
o D) By focusing exclusively on expertise 
o Correct Answer: B 

3. What does a committee charter include? 
o A) Only the names of the members 
o B) A brief overview of the meeting times 
o C) The committee's mission, powers, authority, and membership 
o D) The personal interests of committee members 
o Correct Answer: C 

4. What is a suggested optimal size for a committee? 
o A) 2-3 members 
o B) 3-5 members 
o C) 4-8 members 
o D) 10-12 members 
o Correct Answer: C 

  



Chapter 7: Committee Function 

1. What is essential for the decision-making process in a committee? 
o A) It must always involve a coin toss 
o B) It should follow a structured process that includes data 

gathering and consensus-building 
o C) Every member must agree completely before making a 

decision 
o D) Only a majority vote is sufficient 
o Correct Answer: B 

2. What should committees do regularly to maintain accountability? 
o A) Avoid attending meetings to save energy 
o B) Limit communication to only when necessary 
o C) Regularly review their goals and gather feedback 
o D) Allow one member to make all decisions 
o Correct Answer: C 

3. How should committees handle their budgeting? 
o A) Each committee must ensure they operate within their 

assigned budget and justify any requests for additional funding to 
the Board. 

o B) Committees should ignore their budgets if they think of new 
projects. 

o C) Committees can spend freely as long as they inform the board 
later. 

o D) Only the Board can decide on budgets, committees have no 
say. 

o Correct Answer: A 

4. What is the responsibility of committees in terms of record-keeping? 
o A) To keep records only when needed for tax purposes 
o B) To document all meeting minutes, decisions, and actions 

comprehensively and accurately 
o C) To randomly record decisions without structure 
o D) To rely solely on verbal summaries at the end of each meeting 
o Correct Answer: B 

  



Chapter 8: Committee Meetings 

1. What is a fundamental requirement for committee meetings? 
o A) They must occur without prior planning 
o B) Meetings can start anytime based on member availability 
o C) Only the Chair needs to know the agenda 
o D) Agendas should be distributed at least 10 days in advance 
o Correct Answer: D 

2. How should committee members prepare for meetings? 
o A) Members do not need to prepare, just attend 
o B) By reviewing advanced materials to facilitate constructive 

dialogue 
o C) Members should wait for discussions to start before thinking 

about their input 
o D) They should only prepare if they feel it is necessary 
o Correct Answer: B 

3. What should a committee do if discussions become lengthy or off-
topic during meetings? 

o A) The Chair should guide conversations back on track and 
summarize key points 

o B) The Chair should allow discussions to continue without 
intervention 

o C) The Chair should end the meeting immediately 
o D) The Chair should take a break and not address the topic 
o Correct Answer: A 

4. What should be included in the minutes of a committee meeting? 
o A) Personal opinions of members expressed 
o B) Attendance, key actions, decisions, and adjournment time 
o C) Only the financial discussions held during the meeting 
o D) Detailed discussions about each member's opinions 
o Correct Answer: B 

  



Chapter 9: Committee Training and Support 

1. Why is training important for committee members? 
o A) It decreases the need for meetings 
o B) It allows committees to work independently without Board 

oversight 
o C) It eliminates the need for record-keeping 
o D) It equips members with the necessary skills and knowledge to 

fulfill their roles effectively 
o Correct Answer: D 

2. Which of the following is a type of training offered to committee 
members? 

o A) Personal finance management 
o B) Committee governance and structure 
o C) Basic computer skills 
o D) General marketing strategies 
o Correct Answer: B 

3. What is one method for recognizing the contributions of committee 
members? 

o A) Publicly acknowledging achievements in association meetings 
o B) Ignoring their efforts 
o C) Providing them with additional tasks 
o D) Requesting more work without acknowledgment 
o Correct Answer: A 

4. How can organizations facilitate networking among committees? 
o A) By keeping committees isolated from each other 
o B) By scheduling meetings only before Board meetings 
o C) Through joint workshops or social events that promote 

camaraderie 
o D) By minimizing inter-committee communication 
o Correct Answer: C 

  



Chapter 10: Evaluation and Continuous Improvement 

1. What is the purpose of evaluating committee effectiveness? 
o A) To assess performance and identify areas for improvement 
o B) To scold members for mistakes 
o C) To eliminate committees members who are not performing 

well 
o D) To ensure that members are compliant with personal 

obligations 
o Correct Answer: A 

2. How frequently should committees undergo structured evaluations? 
o A) Every month 
o B) Only at the end of the year 
o C) Every six to twelve months 
o D) Whenever the Board decides 
o Correct Answer: C 

3. What is one method for gathering constructive feedback about a 
committee's performance? 

o A) Surveys to committee members and community stakeholders 
o B) Informal conversations only 
o C) Ignoring feedback altogether 
o D) Reporting only to the Board of Directors 
o Correct Answer: A 

4. Following evaluations, what should committees do? 
o A) Ignore the findings 
o B) Develop action plans based on assessment results 
o C) Extend their meetings indefinitely 
o D) Request more funding without justification 
o Correct Answer: B 

  



Chapter 11: Mentorship and Guidance 

1. What is the primary purpose of mentorship in committee work? 
o A) To foster personal and professional growth of committee 

members 
o B) To replace committee chairs 
o C) To limit participation in committees 
o D) To ensure that only experienced members lead committees 
o Correct Answer: A 

2. How should mentorship pairs be formed? 
o A) At random, regardless of experience 
o B) Based on interests, skills, and goals of both parties 
o C) By only pairing recent board appointees with veteran members 
o D) By selecting individuals only from the same committee 
o Correct Answer: B 

3. What is one benefit of a mentorship program for committees? 
o A) It eliminates the need for training 
o B) It restricts participation to experienced members only 
o C) It helps cultivate future leaders within the organization 
o D) It prevents new members from joining committees 
o Correct Answer: C 

4. How should organizations recognize mentors and mentees? 
o A) By ignoring their contributions 
o B) Through awards, acknowledgments, and certificates of 

recognition 
o C) By assigning them additional work 
o D) By evaluating them solely based on performance 
o Correct Answer: B 

  



Chapter 12: Conclusion 

1. What is the purpose of the training manual discussed throughout the 
chapters? 

o A) To provide certification for committee members 
o B) To serve as a comprehensive resource for effective committee 

governance and operational practices 
o C) To create a one-size-fits-all solution for committee issues 
o D) To outline bylaws and legal requirements exclusively 
o Correct Answer: B 

2. Which of the following is NOT a key point highlighted in the training 
manual? 

o A) The role committees play in day-to-day operations without 
Board oversight 

o B) The importance of effective committee governance 
o C) The need for diversity and inclusion within committees 
o D) The necessity of flexibility and adaptation in committee work 
o Correct Answer: A 

3. What is an essential aspect of committee success mentioned in the 
Conclusion? 

o A) Having all committee members with the same level of 
experience 

o B) Avoiding open discussions during meetings 
o C) Reducing the number of meetings held by committees 
o D) Recognizing and appreciating the contributions of all 

committee members to maintain motivation 
o Correct Answer: D 

4. How should organizations approach the future of their committees? 
o A) By sticking to practices even if they become ineffective 
o B) By fostering a culture of continuous improvement and 

adaptability 
o C) By minimizing member engagement and feedback 
o D) By maintaining a rigid structure with no changes 
o Correct Answer: B 
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