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Purpose of this Guide 

This guide is designed to help SARA State Portal Entity leaders plan a 
successful SARA State Meeting. It is not meant to be prescriptive but rather 
offers effective practices and helpful insights from SPEs and others who have 
planned and led SARA State Meetings. 

Templates and Tools 

The Appendices in this guide contain templates and tools that you may wish to 
use or adapt for planning your meeting.  

Connect with a SPE Mentor for Planning Your Meeting 

Several SPEs who have hosted SARA State Meetings have expressed interest in 
being a mentor to SPEs hosting a meeting for the first time. If you would like to 
be connected with a SPE mentor for additional support, please email 
info@nc-sara.org and we will introduce you. 
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Considerations for Initial Planning & Logistics for a 
SARA State Meeting 
The considerations section outlines the essential preliminary decisions for the meeting, 
such as:        

●​ Purpose: Defining your core goals and the best structure to meet them. 

●​ Participation: Identifying who might benefit from attending and who might serve 
as speakers. 

●​ Format: Choosing between in-person, hybrid, or virtual setups based on what 
you want to achieve. 

●​ Finances: Initial budget planning to keep things on track. 

First Things First: Clarifying the Meeting Objectives & 
Participant Outcomes 
Before diving into the date, participants, location, and activities, clarify the meeting’s 
overall purpose and objectives – what you want the meeting to accomplish. Is it to 
discuss SARA policy changes, gather feedback on a new initiative, or foster 
collaboration?  

Then, what outcomes would you like participants to leave with? Would you like them to 
understand and be able to apply a particular area of SARA policy to their institutional 
context? Would you like them to determine how potential state policy changes will 
impact their work? Would you like them to enhance their professional network?   

Determining a clear set of meeting objectives and participant outcomes will inform other 
planning decisions. 

Identifying the Participants 
Based on the meeting objectives, create a list of all relevant participants. This could 
include representatives from: 

●​ Personnel from your state’s higher education institutions: institutional staff 
may include those who work on accreditation, authorization, compliance, 
admissions, registration, academic counselors, presidents, provosts, legal 
counsel, deans, chairs, faculty, and government relations officers. 

●​ Representatives from state government agencies: These may include key 
stakeholders from the state’s department of education, governor's office, and 
legislative staff. 
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●​ Stakeholders from other key organizations: These may include regional 
education compact SARA staff, NC-SARA staff, staff from higher education 
associations, professional boards, etc. 

Setting a Meeting Date  
●​ Select a date that avoids major academic or legislative events and national and 

religious holidays.  

●​ If there are key participants that must be in attendance, such as speakers or 
stakeholders, ensure their availability prior to inviting other attendees. 

●​ Confirm that the location you are considering is available.  

Determining the Meeting Location 
It could be helpful to select a central location and format that accommodates attendees 
from across the state. If you are leaning toward an in-person or hybrid event, some 
beneficial features to consider for a venue include: 

●​ Sufficient space for all attendees. 

●​ Breakout rooms for smaller group discussions (if applicable). 

●​ Audio-visual equipment (projector, screen, microphones). 

●​ Reliable Wi-Fi. 

●​ Catering options for refreshments and meals. 

Please keep in mind that some SPEs might have state procurement requirements they 
need to adhere to when hosting a meeting, such as securing a minimum number of 
quotes and executing specific contracts, while also ensuring the venue selection aligns 
with all relevant agency-level policies. 

Determining the Meeting Format 
Consider a meeting format that works best for the objectives, the budget, and the 
attendees. Consider the following potential benefits and pitfalls for in-person, virtual, 
and hybrid meetings: 

Potential Benefits of In-Person Meetings 
●​ Enhanced Collaboration and Connection: Facilitates richer non-verbal 

communication, stronger rapport, and more dynamic, spontaneous exchange of 
ideas. 

●​ Higher Focus and Productivity: Attendees are less prone to multitasking, 
leading to fewer distractions and greater attention to the discussion. 
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●​ Reliability and Formality: Minimizes technical disruptions and lends a greater 
sense of importance and focus to the topics being discussed. 

Potential Pitfalls of In-Person Meetings 
●​ Costs and Logistics: Requires a budget for venue, travel, and catering, along 

with complex planning for all attendees. 

●​ Time and Geographical Limits: Requires at least a full-day commitment, 
including travel, and excludes key participants who can't physically attend. 

Potential Benefits of Virtual Meetings 
●​ Cost-Effective and Accessible: Eliminates major travel and venue expenses, 

allowing for wider, geographically dispersed participation. 

●​ Convenience and Efficiency: Saves time by cutting out travel and allows for 
easier scheduling of shorter, more frequent, and focused discussions. 

●​ Sustainability: Reduces the carbon footprint associated with travel. 

Potential Pitfalls of Virtual Meetings  
●​ Lower Engagement and Connection: Lack of personal contact can hinder 

relationship building and make it harder to keep attendees engaged or read the 
"room." 

●​ Technical and Distraction Risks: Dependent on reliable internet and 
technology, with a higher potential for attendees to multitask or be pulled away by 
their environment. 

Potential Benefits of Hybrid Meetings 

●​ Maximum Flexibility and Inclusivity: Combines the deep connection of 
in-person rapport with the accessibility of virtual attendance, allowing for a 
diverse, geographically dispersed group of participants. 

●​ Optimized Attendance and Participation: Accommodates those who cannot 
travel due to cost or time constraints while still providing a hub for spontaneous, 
high-energy collaboration for those on-site. 

●​ Sustainability and Cost Balance: Reduces the overall carbon footprint and 
travel budget compared to fully in-person events, while maintaining a formal 
"anchor" location for the meeting. 

Potential Pitfalls of Hybrid Meetings 
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●​ Technical and Logistical Complexity: Requires sophisticated audio-visual 
equipment and high-speed internet to bridge the two environments, increasing 
the risk of technical disruptions. 

●​ Inequality of Experience: Remote participants may struggle to read the room or 
feel "lesser" than those in person (proximity bias), while on-site attendees may 
be distracted by the needs of the virtual platform. 

●​ Increased Coordination Effort: Necessitates simultaneous management of 
physical logistics (venue, catering) and digital moderation (chat monitoring, 
screen sharing) to ensure both groups remain engaged. 

Establishing the Meeting Budget  
When planning a SARA state meeting budget, keep in mind that productive and 
engaging meetings come in all shapes and sizes. While some states may have the 
resources to cover traditional costs like venue rentals, catering, or guest speakers, 
many successful meetings are held with little to no funding. You might consider which 
categories—such as materials, technology, or communications—are most relevant to 
the meeting’s objectives and your state’s context.  

The meeting budget could account for several categories, including venue logistics, 
food, speaker expenses, materials, personnel, and communication. 

●​ Venue and Core Logistics: This major category covers the facility rental 
(including main and breakout rooms), necessary audio-visual (A/V) equipment 
and technical support, reliable Internet/Wi-Fi access, and costs for furniture/setup 
and attendee parking fees. If available, SPEs could consider using meeting 
spaces at their agency offices. While agency spaces can reduce costs, you may 
want to weigh those savings against how that location might impact attendee 
travel across the state. 

●​ Food and Beverage (F&B): Budget for catering (ranging from basic 
refreshments to full meals), ongoing refreshments (coffee, water), and 
considerations for accommodating specific dietary accommodations. 

●​ Speaker and Presenter Costs: Allocate funds for honoraria/fees for external 
experts if necessary, covering their travel and accommodation (airfare, hotel, 
ground transport), and providing a per diem for daily incidental expenses. There 
is often no cost for presenters to attend and present at meetings. For example, 
NC-SARA will fund its staff members to travel to SARA State Meetings as well as 
many members from partnering organizations in the SARA community.  

●​ Meeting Materials and Supplies: Consider costs you might incur for things like 
printing and signage (agenda, packets, directional signs, banners) or 
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nametags/lanyards, and notepads/pens. While some prefer a "full swag" 
approach with folders and pens, many successful meetings run just as effectively 
with very limited materials.  

●​ Staff and Personnel: Account for the cost of staff salaries and potential overtime 
for planning/execution, as well as hiring temporary staff for day-of assistance, if 
necessary. 

●​ Communications and Outreach: Depending on your needs, you could include 
expenses for certain tools that might enhance experience or help with logistics. 
For instance, you could explore using software for registration and outreach or 
perhaps creating a simple webpage for updates. Some also find it beneficial to 
capture photos or video to document the day, but these are entirely optional 
touches that you can scale based on your available resources. 

●​ Miscellaneous and Contingency: It can be beneficial to consider setting aside 
a small buffer for unforeseen expenses, often around 10% of the total budget. 
Depending on your agency’s requirements and the scale of the event, you might 
also investigate whether things like liability insurance or travel for site visits are 
relevant to your planning process. 

Designing the Meeting Agenda and Activities 
The following suggested steps will help you design the meeting’s agenda and organize 
its content. Agenda templates are provided at the end of this document.  

Drafting the Agenda 

Developing a detailed and balanced agenda is key to meeting productivity, ensuring 
participants are engaged, and meeting objectives are met. Below is a list of several 
items to contemplate when drafting an agenda.  

1.​ State the Meeting Objectives: State the primary purpose of the meeting (e.g., 
decision-making, information sharing, establishing best practices) at the top to 
give attendees a clear sense of direction. 

2.​ Survey Attendees for Topic Preferences: It could be beneficial to send a 
survey to institution staff well in advance of the meeting to solicit specific topics 
they are most interested in, using the feedback to shape and prioritize the final 
agenda. 

3.​ Prioritize and Allocate Time: Order the topics by importance, dedicating a 
specific, realistic time block for each item to keep the meeting on schedule. 

4.​ Ensure Balance, Engagement, and Collaboration: To keep energy and 
engagement high, think about designing your agenda with a mix of formal 
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presentations and interactive dialogue. You might find it beneficial to frame 
certain topics as questions, which can be a great way to invite active participation 
and get everyone involved in the conversation. 

5.​ Identify a Point Person: Specify the individual responsible for leading or 
presenting each agenda item to help with preparation, flow, and understanding of 
expectations. 

6.​ Include a "Next Steps" Section: Reserve time at the end to summarize key 
decisions, discuss and assign any action items, and clarify responsibilities to 
maintain post-meeting momentum. 

7.​ Distribute the Agenda in Advance: Send the final agenda to all attendees at 
least one week prior to the meeting so they have ample time to review materials 
and prepare. 

Coordinating Speakers and Facilitators 

Effective communication and planning with those presenting is important for a smooth 
meeting flow. 

●​ Identify and Confirm: Select and confirm all speakers well in advance of the 
meeting date. 

●​ Prepare Presenters: Give speakers a clear outline of the meeting's objectives 
and their specific role in the agenda. Include how much time each speaker will 
have to present and how questions will be handled. 

●​ Set Submission Deadline: Establish a deadline for speakers to submit their 
presentations, talking points, or any resources related to their session to allow 
time for review and organization. 

Preparing Materials  
To prepare participants, consider providing essential resources in advance. The 
following list offers examples of materials that could be useful depending on the 
meeting’s objectives.  

●​ Data and Reports: Prepare and compile any relevant data, reports, and 
informational documents pertinent to the meeting discussions. 

●​ Presentations and Visual Aids: Compile and finalize all PowerPoint 
presentations and other visual aids required by speakers or for informational 
sessions. 
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●​ Worksheets and Guides: Develop any necessary worksheets or discussion 
guides to facilitate structured participation during breakout or group sessions. 

●​ Logistical Items: Prepare and organize nametags and a complete list of 
attendees for registration and networking purposes. 

Assembling a Meeting Packet 

A meeting packet that includes the agenda, speaker biographies, participant list, and all 
necessary meeting materials can help participants keep their materials organized. 

Communication and Outreach 
This section offers suggested timelines and a general structure that may be helpful for 
your planning. These timeframes are entirely flexible, and you can adapt them into a 
schedule that best fits your state’s specific needs and your participants' schedules. 

Invitations and Registration 

Send formal invitations to all presenters and attendees eight to twelve weeks in 
advance, detailing items such as the meeting’s purpose and objectives, a preliminary 
agenda, and date, time, and location (in-person, virtual, or hybrid). The registration link 
should collect essential attendee data, such as: 

●​ Contact Details: Full name, email, and phone number. 

●​ Logistics & Safety: Dietary restrictions, accessibility requirements, and 
emergency contact information. 

●​ Participation Information: Attendance mode (in-person or virtual) and 
preliminary session selections, if applicable.  

Pre-Meeting Communications 

●​ Send a reminder or Know Before You Go (KBYG) email approximately one 
week before the meeting. This could include the final agenda, a link to the 
meeting materials, and logistical information (parking, directions, log-in 
information, etc.). 

Post-Meeting Follow-Up 

Send a thank-you email to all presenters and attendees within a few days of the 
meeting. The email could include: 

●​ A summary of key takeaways and decisions. 

●​ A link to the meeting materials and slides from the presentations. 
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●​ A participant feedback survey.  

●​ Information on next steps and action items. 

Execution and On-Site Management 
To help things run smoothly on the day of your event, you might consider a few on-site 
best practices, such as arriving early to check the venue and test any A/V equipment. 
These steps can be adapted to fit the specific style and scale of your meeting. 

Day-Of Logistics 
Arrive early to ensure the venue is set up correctly. This includes: 

●​ Checking all audio-visual equipment, food and beverages, and room set up. 

●​ Setting up registration and welcome tables. 

●​ Placing nametags and materials at each seat. 

Facilitation 
Designate a moderator or facilitator to guide the discussion and keep the meeting on 
schedule. The facilitator should encourage participation, manage time, and summarize 
key points. 

Notetaking 
Consider assigning a notetaker to document the key takeaways from meeting. Notes 
can capture key decisions, action items, or next steps, if applicable.  

Post-Meeting Evaluation, Review, and Next Steps 
●​ Consider sending attendees a post-meeting survey to collect their feedback and 

identify areas for improvement for future meetings. 

●​ Review meeting notes and feedback to assess whether the meeting's objectives 
were met.  

●​ Confirm and follow-up on any action items that came out of the meeting. 
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APPENDIX A 
Budgetary Considerations for Hosting a SARA State Meeting 
When planning the budget for a state meeting with institutions of higher education, it's 
crucial to break down any related costs into specific categories. A well-structured 
budget ensures that you can effectively allocate resources, track spending, and justify 
expenses. 

Meeting Budget Template 
A budget template can be a helpful tool for organizing and tracking expenses for a 
meeting. It allows you to estimate costs, compare them to actual spending, and manage 
your finances effectively. The following is a sample meeting budget template that can be 
customized for a state meeting with institutions of higher education. 

Meeting Name: [Name of Meeting] 
Date: [Date(s) of Meeting] 
Anticipated Attendees: [Number of attendees] 
 

Category Item Estimated 
Cost 

Actual 
Cost Notes 

1. Venue & 
Logistics     

 Facility Rental $ $ 
Includes main 
room, breakout 
rooms. 

 A/V Equipment 
Rental $ $ 

Projector, screens, 
microphones, tech 
support. 

 Wi-Fi/Internet 
Fees $ $  

 Parking Fees $ $  

 Table & Chair 
Rentals $ $ If not included in 

venue fee. 

Subtotal  $ $  
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Category Item Estimated 
Cost 

Actual 
Cost Notes 

2. Food & 
Beverage     

 Coffee/Tea 
Service $ $ For morning and 

afternoon breaks. 

 Breakfast/Lunch $ $ 
Per person cost x 
number of 
attendees. 

 Snacks/Breaks $ $  

 Water Service $ $  

Subtotal  $ $  

     

3. Speakers 
& Personnel     

 Keynote Speaker 
Fee $ $ Honorarium for 

featured speaker. 

 Speaker Travel $ $ Airfare, ground 
transportation. 

 Speaker Lodging $ $ Hotel costs. 

 Per 
Diem/Stipends $ $ Meal allowance for 

speakers. 

 Event Staff 
(Temp) $ $ On-site support for 

registration, etc. 

Subtotal  $ $  

     

4. Materials 
& Supplies     

 Printing (agenda, 
docs) $ $  
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Category Item Estimated 
Cost 

Actual 
Cost Notes 

 Nametags & 
Lanyards $ $  

 Signage 
(directional) $ $  

 Notepads/Pens $ $ Optional branded 
items. 

 Meeting Packet 
Folders $ $  

Subtotal  $ $  
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APPENDIX B 
Sample SARA State Meeting Agenda Template 
 

Meeting Title: [State Department/Entity Name] SARA State Meeting 

Date: [Date] 

Time: [Time] 

Location: [Venue Name / Virtual Link] 

Meeting Objectives: 

To foster collaboration between the State Portal Entity (SPE) and institutions of higher 
education while discussing recent policy updates, data trends, and best practices. 

I. Welcome and Introductions (8:30 AM - 9:00 AM) 

●​ Purpose: Set the stage for the day and recognize participants. 

●​ Point Person: [Meeting Host/SPE] 

o​ Welcome remarks and overview of the day’s goals. 

o​ Brief introductions from the SPE and institution representatives. 

II. SARA Policy & Regional Updates (9:00 AM - 10:00 AM) 

●​ Purpose: Provide a high-level look at national and regional SARA policy 
modifications. 

●​ Lead: [NC-SARA Representative / Regional Education Compact SARA Staff 
(MHEC, NEBHE, SREB, or WICHE)] 

o​ Briefing on recent SARA policy changes and regional resources. 

o​ Group Discussion: How do these modifications impact our state’s 
institutional landscape? 

III. Federal Regulations & Professional Licensure (10:00 AM - 11:00 AM) 

●​ Purpose: Discuss current federal updates and strategies for licensure 
compliance. 

●​ Lead: [Subject Matter Expert (e.g., SAN or NC-SARA staff)] 

o​ Overview of relevant federal regulations and disclosure requirements. 
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o​ Think About: What are the most effective ways to manage student 
notifications for licensure programs? 

IV. Morning Break & Networking (11:00 AM - 11:15 AM) 

V. Data Reporting and Institutional Resources (11:15 AM - 12:15 PM) 

●​ Purpose: Review SARA data trends and highlight helpful compliance tools. 

●​ Lead: [Data Analyst/Subject Matter Expert] 

o​ Highlights from the NC-SARA data dashboards and reporting trends. 

o​ Quickly look at available resources: SARA Source, Learning Station, and 
Quick Start guides. 

VI. Lunch & Collaborative Networking (12:15 PM - 1:15 PM) 

●​ An informal opportunity to connect with peers from other institutions. 

VII. Open Forum: SPE Roles & Institutional Support (1:15 PM - 2:00 PM) 

●​ Purpose: To address specific questions regarding the role of the SARA State 
Portal Entity. 

●​ Lead: [SARA State Portal Entity (SPE)] 

o​ Open Q&A: Strengthening the partnership between the SPE and 
institutions. 

o​ Sharing institutional best practices and success stories. 

VIII. Closing Remarks and Next Steps (2:00 PM - 2:30 PM) 

●​ Purpose: Summarize key takeaways and define the path forward. 

●​ Point Person: [Meeting Coordinator] 

o​ Recap of the day’s highlights. 

o​ Brief discussion on future meeting topics or follow-up needs. 

IX. Adjournment (2:30 PM) 
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APPENDIX C 
Considerations for SARA State Meeting Agenda Topics 
Here are several common themes and agenda topics for SARA state meetings: 

●​ SARA Policy Updates and Modifications: Agendas often include sessions 
dedicated to updates on SARA policies, the policy modification process, and their 
implications. This is often presented by representatives from NC-SARA (National 
Council for State Authorization Reciprocity Agreements) and SARA staff at 
regional education compacts, which include: 

o​ Midwestern Higher Education Compact (MHEC) 
o​ New England Board of Higher Education (NEHBE) 
o​ Southern Regional Education Board (SREB) 
o​ Western Interstate Commission for Higher Education (WICHE) 

 
●​ Federal Updates and Regulations: Discussions on current and proposed 

federal updates regarding distance education, professional licensure, and other 
higher education regulations are a recurring topic. Speakers often include 
representatives from the State Authorization Network (SAN) and NC-SARA. 

●​ Data Reporting and Analysis: Several agendas feature sessions on SARA data 
reporting, the latest data for institutions, and how institutions can utilize 
NC-SARA data dashboards.  

●​ Professional Licensure Programs: The challenges and best practices related 
to professional licensure programs, including complying with new federal 
regulations and disclosure requirements, are consistently addressed. 

●​ Institutional Support and Resources: Agendas often include information on 
resources available to institutions, such as quick start guides, the SARA Source, 
and the SARA Learning Station, to assist with compliance and participation. 

●​ Regional SARA Updates: SARA staff from regional education compacts 
(MHEC, NEHBE, SREB, and WICHE) provide updates specific to their regions 
and how they act as resources for institutions. 

●​ SARA State Portal Entity (SPE) Roles: The role of SPEs and their 
responsibilities in the SARA process are often discussed.  

●​ Other Compliance Specific Topics: Updates on state-level policies, state or 
system-wide changes, the federal context, or accreditation.  
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APPENDIX D 
Individuals Frequently Involved with SARA State Meetings 

Topic  Key Individuals/Organizations 
SARA Policy Updates Staff Members from NC-SARA, Regional Education 

Compact SARA staff, Regional Steering Committee 
(RSC) Chairs or RSC Members 

Federal Updates & 
Regulations 

Staff Members from NC-SARA, Regional Education 
Compact SARA staff, Staff Members from WCET’s State 
Authorization Network (SAN), Higher Education 
Attorneys or Firms 

SARA Data Reporting & 
Analysis 

NC-SARA Staff  

Professional Licensure Staff members from WCET’s State Authorization Network 
(SAN) or Higher Education Licensure Pros (HELP)  

Institutional Support NC-SARA staff, Regional Education Compact SARA 
Staff 

Welcome & Closing Meeting hosts, SPE representatives 

Regional Education Compact 
SARA Updates 

Regional Education Compact SARA Staff 

SPE Requirements or 
Guidance for Institution 

SPE Staff at Home State 
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APPENDIX E 
SARA State Meeting Survey Templates 
Pre-Meeting Content Survey Template 

This template is designed to gauge interest in potential meeting topics and solicit 
suggestions for speakers and additional discussion points. 

[State Name] SARA State Meeting Pre-Event Content Survey 

Introduction: 

In preparation for the upcoming [Year] SARA State Meeting, we request your input to 
help us prioritize and refine the agenda. Your feedback ensures the meeting content is 
relevant and valuable to your institution's needs. 

I. Topic Interest Assessment 

●​ Using the scale below, please indicate your level of interest in the following 
potential meeting topics: 

○​ Scale: 1 = Not Relevant to my job duties, 2 = Very Disinterested, 3 = 
Disinterested, 4 = Neutral, 5 = Interested, 6 = Very Interested. 

Potential Topics 1 2 3 4 5 6 

SARA (General topics, reporting, updates, 
etc.)  

[ ] [ ] [ ] [ ] [ ] [ ] 

U.S. Department of Education Regulations  [ ] [ ] [ ] [ ] [ ] [ ] 

State Authorization/State Oversight 
Landscape  

[ ] [ ] [ ] [ ] [ ] [ ] 
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Professional Licensure and Disclosure 
Requirements  

[ ] [ ] [ ] [ ] [ ] [ ] 

Distance Education and Workforce 
Development  

[ ] [ ] [ ] [ ] [ ] [ ] 

Accreditation  [ ] [ ] [ ] [ ] [ ] [ ] 

SARA Data Collection and Reporting 
Requirements  

[ ] [ ] [ ] [ ] [ ] [ ] 

Provisional Status in SARA  [ ] [ ] [ ] [ ] [ ] [ ] 

SARA Calls to Action  [ ] [ ] [ ] [ ] [ ] [ ] 

The Changing Federal Regulatory 
Landscape  

[ ] [ ] [ ] [ ] [ ] [ ] 

Other Topics [ ] [ ] [ ] [ ] [ ] [ ] 

 

II. Suggestions and Recommendations 

●​ Please provide any additional meeting topics you wish to see covered at the 
meeting: 

○​ Type N/A if you do not have a suggestion: 
___________________________________________________________
_______________________________________________ 

●​ Please provide any questions you wish to have answered at the meeting: 
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○​ Type N/A if you do not have a question: 
___________________________________________________________
_______________________________________________ 

●​ Please provide suggestions for speakers. Be sure to include their field of 
expertise and organization/company affiliation: 

○​ ___________________________________________________________
_______________________________________________ 

 

III. Volunteer Interest 

●​ Would you be interested in serving on the [Year] SARA Meeting Planning 
Committee for this event? 

○​ [ ] Yes [ ] No  
●​ Would you be interested in participating in the meeting as a speaker, panelist, 

moderator, or breakout session facilitator? 
○​ [ ] Yes [ ] No  

If you answered yes to either of the above two questions, please provide your contact 
information below:  

●​ Name: __________________________________ 
●​ Email: __________________________________ 
●​ Job Title: __________________________________ 
●​ Institution: __________________________________ 
●​ Phone Number:  __________________________________ 
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Post-Meeting Evaluation Survey Template 

This template is designed to gather feedback on the overall event, specific sessions, 
logistics, and ideas for future workshops. 

[State Name] SARA State Meeting Post-Event Evaluation 

Introduction: 

Thank you for attending the [Year] [your state] SARA State Meeting. We appreciate you 
taking the time to provide feedback to help us plan for future events. 

 

I. Overall Satisfaction and Future Attendance 

1.​ Overall, how satisfied are you with the meeting? 
○​ [ ] Very satisfied  
○​ [ ] Somewhat satisfied  
○​ [ ] Neither satisfied nor dissatisfied 
○​ [ ] Somewhat dissatisfied  
○​ [ ] Very dissatisfied  

2.​ Would you attend another SARA meeting hosted by [State SARA Authority]? 
○​ [ ] Yes, on an annual basis  
○​ [ ] Yes, every other year  
○​ [ ] No  

3.​ Did you have a sufficient opportunity to network with colleagues from other 
institutions? 

○​ [ ] Yes  
○​ [ ] No  

II. Session Helpfulness 

4.​ How helpful would you say the following sessions were to you? 
○​ Scale: 1 = Very Unhelpful, 2 = Unhelpful, 3 = Neither Helpful nor 

Unhelpful, 4 = Somewhat Helpful, 5 = Very Helpful, N/A = Not Applicable. 

Session/Topic 1 2 3 4 5 N/A 
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State and Federal Update, Landscape of 
State Oversight  

[ ] [ ] [ ] [ ] [ ] [ ] 

SARA 101/Foundational SARA 
Information  

[ ] [ ] [ ] [ ] [ ] [ ] 

SARA Policy Modification Process  [ ] [ ] [ ] [ ] [ ] [ ] 

Professional Licensure Disclosure 
Requirements  

[ ] [ ] [ ] [ ] [ ] [ ] 

SARA Data: What is required?  [ ] [ ] [ ] [ ] [ ] [ ] 

SARA Dashboard: What is done with 
SARA data?  

[ ] [ ] [ ] [ ] [ ] [ ] 

Institutional Application/Renewal Process 
Walkthrough  

[ ] [ ] [ ] [ ] [ ] [ ] 

Student Complaints/Consumer Protection  [ ] [ ] [ ] [ ] [ ] [ ] 

[Add Specific Session 9] [ ] [ ] [ ] [ ] [ ] [ ] 

III. Logistics and Improvements 

5.​ Please rate the following in terms of convenience for your team, with 1 being 
Very Inconvenient and 5 being Very Convenient. 
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Logistical Item 1 2 3 4 5 

The location of the meeting  [ ] [ ] [ ] [ ] [ ] 

Parking  [ ] [ ] [ ] [ ] [ ] 

The hours of the workshop [e.g., 
(8:30-3)]  

[ ] [ ] [ ] [ ] [ ] 

The time of year ([e.g., mid-April])  [ ] [ ] [ ] [ ] [ ] 

6.​ What were the highlights of the meeting for you? 
○​ ___________________________________________________________

_______________________________________________ 
7.​ What about the meeting could be improved for next time? 

○​ ___________________________________________________________
_______________________________________________ 

8.​ Do you have any recommendations for future meeting topics? 
○​ ___________________________________________________________

_______________________________________________ 

     9. Anything else you would like to share? 

○​ ___________________________________________________________ 
 

IV. Follow-Up and Interest Notification 
9.​ If you would like us to follow up with you regarding your feedback, please leave 

your name and institution below (not required): 
○​ Name/Institution/Email: 

___________________________________________________________
_______________________________________________ 
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