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CONDUCTING THE MEETING
CONDUCTING THE MEETING 

If we are going to success in helping our grouop to grow and develop, we will need a PLAN. We need a P.L.A.N. of action.

 I.  P.L.A.N. FOR THE GROP MEETING.  

	●  P oint

	It’s our PURPOSE for the meeting.

It’s answers the question, “What will meeting accomplish?”

	●  L ogistic


	It’s our SETTING for the meeting.

It answers the question, “Where will the meeting be held?”

	●  A ctivities


	It’s our EVENTS for the meeting.

It answers the question, “Will will happen during the meeting?”

	●  N eeds 


	It’s our GROUP’S NEEDS in the meeting.

It answers the question, “What’s happening in the member’ lives?”


II.  CONDUCTING THE MEETING.

A. The POINT of the Meeting. 
□  Fill-out the Desired Outcome
     

        To KNOW                                                                                                  To FEEL
 
□  Write out the Meeting Agenda 

	Start
	Finish
	Item
	Who

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


  
B.  The LOGISTICS of the Meeting. 

       □  Seating Arrangement
     □  Eliminating Distractions as phones, noise
     □  Having an Open Chair in place
     □  Controlling Temperature
     □  Controlling Lighting 
     □  Preparing Audio-Visual Equipments
     □  Having Bibles or Pencils
     □  Having Refreshments
     □  Arranging Childcare
     □  _______________________________________________ 
     □  _______________________________________________ 
C.  The ACTIVITIES of the Meeting. 

       □  Having Ice Breakers/Group Mixer
     □  Providing Special Skill Training for Leaders
     □  Having Prayer or Group Prayer
     □  Considering Game or Social Activity
     □  Making Announcements
     □  Having Music, if planned
     □  _______________________________________________ 

         _______________________________________________ 

D.  The NEEDS of the Members’ Lives. 

    □  Unresolved problems between members
    □  Spiritual questions unresolved
    □  Theological issues unresolved
    □  Member’s shared concern
    □  Family issues concerns
    □  Difficult decisions to be made
    □  Financial concerns
    □  Health concerns
    □  Job concerns
    □  _______________________________________________   

III.  POST-MEETING SUMMARY.  
                        AGENDA                                      PERSONAL STORIES
     __________________________________________________________________  

             What Worked Well                                  Things We Celebrated 

     __________________________________________________________________ 

             What was Weak?                                    Things of Concern

IV.  WHAT CAN WE DO TO IMPROVE THE MEETING?

A.  _______________________________________________________________ 

B.  _______________________________________________________________  

C.  _______________________________________________________________ 
SMALL GROUP ATTENDENCE RECORD 
 Small Group Name: _____________________________________________________ 

 Leader: ___________________________  Secretary: __________________________

	Name
	Dates

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Total Members
	
	
	
	
	
	
	
	
	
	

	Total Visitors
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	


Symbol:  (M) Member   (V) Visitor   (A) Absent
To PLAN





To Do
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