Was My Meeting Successful?

After every meeting (small or large), you should evaluate if it met its purpose.  You will then be able to ensure the success of future meetings.

Meeting

Prospect Evaluation

· Everyone present

· Materials ready

· Instructions clear

· Chairman prepped previously

· New contacts for non-givers

· New prospects (enough for this year’s goal)

· Ideas for new enrollers

· List ready to turn in

· Participants thanked

Chairman’s Orientation

· Timely

· Responsibilities explained, schedule discussed

· Expectations clear (from both sides)

· Goal discussed

· Chairman is motivated

· Follow-up call/meeting scheduled

· Thank you notes sent

First Captains’ Meeting

· 100% attendance

· Responsibilities, schedule, goal discusses

· “Team Worksheet” exercise conducted

· Everyone leaves with a list of prospective enrollers

·  Next meeting discussed

· Thank you notes sent

Second Captain’s Meeting

· 100% attendance

· Names, addresses, phone numbers of enrollers are turned in

· All teams filled

· Review prospects list Kick-off meeting responsibilities discussed

· Thank you notes sent

Kick-off

· 100% attendance

· materials ready

· Cards laid out and room set-up properly

· People on agenda were prepped with notes

· Enrollers explained details and “How To’s”

· Volunteers make and turn in pledges

· All cards taken

· You have a check out slip from every worker

· Pledges counted and total is announced

· Thank you notes sent

