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This may serve as a check sheet in deciding how thoroughly some of the psychological
and social factors of meeting planning have been considered. Or it could be used after a
meeting as a means of evaluating these factors which should have contributed to its suc-

cess.,

Eight areas are included and this by no means covers all of the psychological and
social factors which affect the success of your meetings.
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ESTABLISHMENT OF GOALS

Very well Fairly well Poorly

Are the goals clear to the audience?......

Are they in line with what the audience
= R S S e e e

Did any of the audience help set up the
P e o DA By e R Sy T T R A M

CONCERNING THE AUDIENCE

Will the status of some of those invited
help exert influence on the rest to effect
agchayig el R ST BRTACIo et pat ot iy

Has the audience been motivated through
thelinyi tat o S S N e Ll ns s e

Do the members feel a loyalty to the group
which might encourage them to change?....

Are there individuals within the group which
will create islands of support?............

Are those who are serving as chairmen or in
other positions of responsibility accepted and|
respectedibyitherproupi?ii, sl . bl it .

SELECTION OF TOPIC AND EMPHASIS

ON CERTAIN PORTIONS

Is it a timely and currently important prob-
lemtinitheiminds of(theligTouP 2/ s s ldlsre s teiols s

Do individual items on the program fit to-
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CONSTRUCTION OF MESSAGE

Will the message gain and hold attention?.

Does it arouse interest toward reasonable
andidesirablergoal P it at. s e st s

Does it contain and effectively use words,
symbols, ideas, and things with which the
audiencelisialreadyfamiliar 2l s iitot i

You may wish to extend this list.

How well achieved




How well achieved

Very well Fairly well Poorly

Does it make possible alternate solutions
by individuals ?

SETTING THE TIME FOR THE MEETING

Has the state of public opinion reached the
stage when your meeting will have its max-
imum chance of success?

Is it timely in respect to competition
(harvest, religious days, etc.)?

Is the hour such that people can attend?...

Is it timed right in relation to what has
preceded it and what will follow ?

SELECTION OF MEETING PLACE

Is its status satisfactory?
Is the room reasonably comfortable ?
Is it well located ?

. ARRANGEMENT OF MEETING DETAILS

Are worthwhile activities planned for early
comers and special situations ?

Are periods of relaxation provided?
Are all distracting elements eliminated?.. .

Is environment consistent with topic or
occasion ?

Are physical conditions such as light, heat,
ventilation, and accoustics taken care of?..

Is the way open for the audience to begin
carrying out suggested activities in order to
reach the goals?

. GETTING AUDIENCE PARTICIPATION

Will members of the audience be recog-
Do they know what is expected to be done
at the meeting ?

Will there be an opportunity for small
groups to discuss questions ?

Will there be a chance for the audience to
"catch up'' on material presented?

Will follow-up action involve all the people
who are interested in the project?

(Adapted from '"How to Plan and Hold an Effective Meeting'' -- National Project in Agri-
cultural Communications, )
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