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MEETING GUIDELINES

You will be required to attend four zone meetings, three prior to appeal day and one after. At these meetings all district chairmen will report on the progress of recruitment and general preparation for appeal day.  Attached are the guidelines to be followed for all meetings you attend and should also be followed for the meetings you arrange.  Following these ensures meetings are direct and to the point.  Peoples time will be used efficiently with the most benefit will be gained.

(i)
All meeting dates will be advised early in the appeal organisation.

(ii)
Meeting notices will be sent 3-4 weeks prior to the meeting.

(iii)
There will be a telephone check on attendance to these meetings about three days prior to the meeting, either by the director or the chairperson.

(iv)
All attendance should be recorded.

(v)
The formalities of minutes, motions etc. do not apply.

(vi)
Be adaptable for times of meetings.

(vii)
Start the meeting on time.  If all people have not arrived, then start as per the scheduled time anyway.  Do not punish those people who have made the effort to arrive on time.

(viii)
Stay on the agenda.  Only discuss those matters relevant to the appeal and the level of meeting you are attending.  Some issues are best solved at a higher or lower level or one on one.

(ix)
Encourage factual reports.  Waffle and conjecture are wasting precious time.

(x)
Show gratitude for time spent in attending meetings.

(xi) Minutes are not required, only action reports.  An example of an Action report is attached.

THE FIRST ZONE MEETING

Your first meeting should be a Zone meeting.  It will be scheduled:

Date:
Time:
Venue:
At this meeting you will be required to lodge your first district reports.  Prior to the meeting please carry out the following checklist so you can complete your report:

· Contact PRS for relative information.

· Contact the Zone Chairperson for the number of residences in your District.

· Contact the Local Government to establish the number of new residences, or estimate, since the last census in your district.

Following are sample agendas for the meetings you will attend.

SAMPLE AGENDA  -  1ST ZONE MEETING



. . . . . . . . . . . . . . . . . . . . . . . . . . . . 1st Zone Meeting



Time:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Venue:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Chairperson:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

-  A  G  E  N  D  A  -
1.
Welcome and Opening Prayer

Zone Director

2.
Chairperson’s Remarks

Zone Chairperson

3.
Aim of Meeting:

3.1
To form the next Appeal Zone Committee

3.2
Present the ‘Plan of Action’ : What - Who - Why - How - When

4.
The Red Shield Appeal - The Need

Zone Chairperson

5.
The Appeal Structure

Zone Director

6.
Recruitment of Section Chairmen and Potential for Assistance

6.1
Consideration of Special Collection Needs : Home Units, etc.

7.
Publicity

8.
Other Business

9. Date and Venue of Future Meetings

10.
Benediction

Zone Director

SAMPLE AGENDA  -  2ND ZONE MEETING



. . . . . . . . . . . . . . . . . . . . . . . . . . . . 2nd Zone Meeting



Time:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Venue:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Chairperson:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

-  A  G  E  N  D  A  -
1.
Welcome and Opening Prayer

Zone Director

2.
Chairperson’s Remarks

Zone Chairperson

3.
Aim of Meeting:

3.1
To allocate Districts and Sections of Zone

3.2
Show Audio / Visual for enlisting workers

3.3
Receive progress reports from District Chairmen

4.
District Chairmen’s Reports  -  Progress on recruitment

District
Number
Chairperson


     1


     2


     3


     4


     5

5.
Special Collection Needs  -  Home Units, etc.

6.
Other Matters:

6.1
Schools

6.2
Counting House

6.3
Posters

6.4
General

7. Next Meeting

8.
Benediction

Zone Director

*Doorknock Sunday  -  May __________________________ *

Please complete the following information and bring this sheet with you as your zone report to the next area meeting.

Zone: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Chairperson:
Home:
Bus:
Mobile:
Fax:

Phone:











Deputy Chairperson:
Home:
Bus:
Mobile:
Fax:

Phone:











Director:
Home:
Bus:
Mobile:
Fax:

Phone:











Assistant Director:
Home:
Bus:
Mobile:
Fax:

Phone:











District Chairpersons:
Home:
Bus:
Mobile:
Fax:

1.

Phone:





2.

Phone:





3.

Phone:





4.

Phone:





5.

Phone:





Date of next Zone Meeting: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Time: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Venue: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Many thanks for your assistance in this regard.

(photocopy for use)

ENLISTMENT PROGRESS



Number Collectors Required: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Name of Group, School, etc. and Contact Person
Number of Persons hoped for
Recruiting Person
Date Involvement Confirmed
Number of Persons Committed
Date Area Allocated
Number of Persons who Collected

















































































(photocopy for use)

SPECIAL NOTE TO DISTRICT CHAIRMEN

FOR 2ND ZONE MEETING

Please Note:
By this meeting you should have planned out your District, determined the number of Section Chairmen / Leaders required and recruited them.

Bring these people with you to the meeting - from this point the Collectors are recruited in force and the Teams put together.

District Chairmen will need to report:

(a)
Number of Personnel enlisted to date:

Section / Team Leaders     . . . . . . . . . . . .
(need . . . . . . . . . . . .)

Collectors     . . . . . . . . . . . .

(need . . . . . . . . . . . .)

(b)
District Control Point

Venue: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Phone: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Supervisor: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

(c)
Materials required:

Collectors Kits  (complete)     . . . . . . . . . . . .

Signed: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

(District Chairperson)
District: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Zone: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

SAMPLE AGENDA  -  3RD ZONE MEETING



. . . . . . . . . . . . . . . . . . . . . . . . . . . . 3rd Zone Meeting



Time:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Venue:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Chairperson:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

-  A  G  E  N  D  A  -
1.
Welcome and Opening Prayer

Zone Director

2.
Chairperson’s Remarks

Zone Chairperson

3.
Aim of Meeting:

3.1
To ensure adequate work force enlisted and briefed.

3.2
Inform Committee on Doorknock Day procedure and facilities.

4.
Counting House Arrangements

5.
Appeal Material:

5.1
General and Kits

5.2
Posters

6.
Special Collection needs  -  Home Units, etc.

7.
District Chairmen’s Reports  -  Progress on recruitment

District
Number
Chairperson


     1


     2


     3


     4


     5

8.
General Briefing

Zone Chairperson

9.
Zone Wind-up Meeting -Date and Venue: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

10.
Benediction

Zone Director

*Doorknock Sunday  -  May ___________________________ *

The action report could also take on the following type of format

ACTION REPORT FOR THE FOURTH AND FINAL ZONE MEETING

Time:

7.30am

Venue:
Mars Station North West Quadrant

Chairperson:
Fred Fundraiser

W E L C O M E

Aim of Meeting:
To review the Appeal as a basis for future planning.

Appeal Results to Date:
Action to be taken:

Director to verify district 4 total and advise 31/4/2000.  Zone Director to double check banking for district 7 and 8 and advise 31/4/2000.

District Chairperson’s Reports:
Action to be taken:

District 8 report unable to be tabled.  Zone chairperson to follow up by 31/4/2000.

Counting House Report:
Action to be taken:

Zone director to book counting house by 1/3/2000 and place request with Westpac Bank for counting machine by 1/4/2000.

Publicity and Appeal Material:
Action to be taken:

All districts to return banners to Zone director by 31/4/2000.

Return of Material to DHQ:
Action to be taken:

All districts to return all receipt books and deposit books by 30/5/2000.

Presentation of Appreciation Certificates:
Action to be taken:

Certificates for district 8 and 9 to be delivered by Zone chairperson by 30/5/2000.

Benediction.

SAMPLE AGENDA  -  ZONE REVIEW MEETING



. . . . . . . . . . . . . . . . . . . . . . . .  Zone Review Meeting



Time:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Venue:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Chairperson:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

-  A  G  E  N  D  A  -
1.
Invocation

Zone Director
2.
Aim of Meeting

To review the Appeal as a basis for future planning.

3.
Appeal Results to Date

4.
District Chairmen’s Reports

5.
Counting House Report

6.
Publicity and Appeal Material

7.
Return of Material to DHQ

8.
Presentation of Appreciation Certificates

9.
Close

**  **  **  **  **
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