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	ON-SITE LEARNING WORKSHOP
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	VIRTUAL LEARNING
SCALABLE TOPIC DELIVERY

	Choose on-site learning workshop or customize your virtual learning session.
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	TOPIC OBJECTIVES AND TIMING

	15
	Participants will learn how to determine who should attend the meeting.

	15
	Participants will learn to strategically select the best time and place for their meeting.

	15
	Participants will learn how to create an agenda using SOAP technique.

	15
	Participants will learn how to use the SHOWS acronym to help gather the materials for their meeting.

	15
	Participants will learn how to structure their invitation in a way that clearly communicates the purpose and your expectations of the participants.

	10
	Participants will understand some of the logistics involved in planning a meeting.

	10
	Participants will identify the basic elements of the meeting set up.

	10
	Participants will identify the extra things that make your meeting more effective and comfortable.

	10
	Participants will identify the various physical arrangements available to them.

	10
	Participants will identify the various electronic options they can use in their meetings.

	10
	Participants will identify the challenges to using electronics in their meetings.

	10
	Participants will understand how to make a final decision when determining to use technology in
 their meetings.

	10
	Participants will identify the role and responsibilities of the Chairperson.

	10
	Participants will identify the tasks the Minute Taker does in a meeting.

	10
	Participants will identify the role of the attendee in a meeting.

	5
	Participants will identify the variations in roles for large and small meetings

	30
	Participants will identify the components of a good meeting opener.

	10
	Participants will understand the role of the agenda in their meeting.

	5
	Participants will identify the purpose of the parking lot in meetings.

	10
	Participants will identify various techniques on how to keep the meeting on track.

	10
	Participants will identify the steps to dealing with overtime.

	10
	Participants will identify the three steps to holding their participants accountable.

	10
	Participants will identify steps to managing disruptions caused by frequent departures and returns 
by attendees.

	5
	Participants will identify verbal and non-verbal communication of a cell phone and PDA policy in
the meeting.

	10
	Participants will identify ways they can re-focus the conversation when it goes off in a tangent.

	10
	Participants will define the steps to resolving personality conflicts in a meeting.

	10
	Participants will be able to define the meaning of meeting minutes.

	10
	Participants will identify what items to record when taking minutes.

	5
	Participants will review a sample meeting minute template.







MEETING MANAGEMENT, continued
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	TOPIC OBJECTIVES AND TIMING

	10
	Participants will identify how to run a 50-minute meeting.

	10
	Participants will understand the benefits of using games at meetings.

	5
	Participants will understand the benefits of giving prizes at their meetings.

	10
	Participants will understand the benefits of using magic in their meetings.
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Learning starts with the first conversation.™
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