ACTIVITY:  PLANNING A MEETING








Purpose:  The purpose of this activity is to provide practice in the steps required to plan an effective meeting.








Instructions:  Working individually, read the situation description that appears below.  Then you have 10 minutes to complete the five steps.  In your table groups, review each of the plans.  Choose one plan to present to the entire class.  You will have 20 minutes to review your table group’s plans and select one to share with the class.  Use the form that appears on the next page to document your planning.





Establish a goal for the meeting.


Identify who should attend the meeting.


Determine the agenda for conducting the meeting.


Establish timeframes for each agenda item.


Create any unique ground rules for this particular meeting.








Scenario:





You have been getting reports from field officers that there is a segment of the community that has been very difficult to reach within Green County.  The community felt that the rich residents of Bayport got preferential treatment during Alonzo, the previous hurricane.  Although the community needs assistance, its residents feel distrustful toward the Federal Government.  Influential leaders within the community have organized a media campaign to draw attention to the plight of disaster victims in their community.  The media is reporting that Green County residents are not receiving needed services.





The National Teleregistration Center has reported a low number of applicants from Green County.  Community leaders have not responded to Community Relations’ attempts to make contact with them.  Also, individual disaster victims have not welcomed Community Relations staff with open arms.





U.S. Representative Dorothy Lake has called the Disaster Field Office asking why Green County is not receiving needed assistance.  The FCO has asked you to develop a strategy for working with Green County.  You are planning to hold a meeting to work on the issue.
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