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	Monthly Meeting Minutes

	

	Meeting DATE/Time

(Second Thur, 8 AM)
	14 June 2007; 8-9 AM.

	Locaton
	Adventist Health, 1101 Creekside Ridge Drive, Suite# 270, Roseville, CA  95661.

	Type of meeting
	Regular monthly meeting of the Highway 80 Breakfast Forum.

	Facilitator
	Carter Engelhart, PMP.

	Note taker
	Larry Mitchel, PMP.

	Timekeeper
	N/A

	Attendees
	Tom Carlos; Laxmikanta Dash; Carter Engelhart; Ron McClure; Larry Mitchel; Nancy Nichols; Debi Safranek; Robert Trott.



	

	Agenda topics

	50 minutes
	Conducting Effective Meetings
	tom carlos, pmp

	Discussion
	Tom Carlos took the group through a PowerPoint presentation in which he focused on the elements of effective meeting management:  Agenda development; Role assignment; Time management; Dealing with “difficult” participants; Gaining effective participation; Documentation of decisions and action items; etc.

As a follow-up, Tom provided the group with a “Sample Meeting Agenda” document which he has found useful for managing meetings.

As one could imagine, Tom’s presentation engendered a lot of discussion, including helpful anecdotes to illustrate aspects of the presentation, as well as oral description of alternative and/or additional solutions tried by meeting participants.



	Comments and Questions:

See above.



	

	Conclusions
	Without good planning, meetings will be less-productive than otherwise possible, leading to participants disillusion with the process and the content.

On the other hand, conducting effective meetings is not rocket science, and with careful planning one can envision meeting participants joining a meeting with full confidence that it will not a sheer waste of their time.



	

	Action items
	Person responsible
	Deadline

	Review of past topics, and a request for future presenters.


	Carter Engelhart
	Ongoing

	
	
	

	


	Observers
	N/A.

	Resource persons
	N/A.

	Special notes
	Our next meeting is:  12 July 2007.




