MEETING OUTLINE GUIDE
Date______________________Time_____________________Place______________________________________________________Group________________________________________________________________________________________________________

	
	WHAT
	HOW
	WHO
	NOTES

	Activity for early arrivals

	
	
	
	

	Opening ceremonies

	
	
	
	

	Group decisions:
15-20 minutes
Business meeting
	
	
	
	

	Program or activities
40-60-minutes
(Education)
Demonstrations, Talks
Special programs
Community service
	
	
	
	

	Group building:
15-20 minutes
Recreation and social
Refreshments, games, socializing
	
	
	
	

	Looking ahead

	
	
	
	


Adapted from: 4-H Leaders’ Handbook, Faye Caskey and Wayne Carlson, St. Paul, Minnesota, University of Minnesota, Agricultural Extension Service, 1980. p. 7-2.
MEETING SCORE SHEET
This sheet can be used to evaluate meetings. Check () appropriate responses for each point.
	
	Meeting Example 1
	Meeting Example 2
	Other Meeting

	
	Yes
	No
	Yes
	No
	Yes
	No

	Meeting started on time

	
	
	
	
	
	

	Mutual respect between officers and members

	
	
	
	
	
	

	Presiding officer organized

	
	
	
	
	
	

	Parliamentary procedures used

	
	
	
	
	
	

	Agenda used

	
	
	
	
	
	

	Clear goals for the meeting

	
	
	
	
	
	

	Leader provided support

	
	
	
	
	
	

	Follow-up plans made

	
	
	
	
	
	

	Members cooperated

	
	
	
	
	
	

	Everyone paid attention

	
	
	
	
	
	

	Each part of meeting was important
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