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Task #1
Discuss the “Effective Meeting Checklist” scores compiled by your Leader. What are the strengths of your team meetings? What are your weakness? What can you do to improve?

Task #2
“B” Brainstorm (or use the Nominal Group Method) to identify as many good solutions to your problem as possible. 
Brainstorming tips:
· Suggest as many possible solutions to your problem as you can think of. 
· Write down all the ideas, even if they repeat each other.
· Encourage wild and crazy ideas (e.g., “go to the moon for a vacation”), just to get your creativity flowing.
· Don’t react to any ideas, either positively (“Oh, I like that one” or negatively “That would never work.”)
· Think outside the box. Stretch your imaginations. 

Task #3
“O” Organize your solutions.
Complete the chart provided in the Team Meeting 3 Template document. Enter the criteria that the group selected last week into the cells in the left-hand column, one for each row. Select a minimum of 5 of your best solutions across and add them to the top of your Criteria Chart, one in each column. 

Discuss and rate each solution in terms of each criterion using a scale of 0 (does not meet this criterion at all) to 5 (meets this criterion exceedingly well).  Total the score for each solution on the bottom row. 

Task #4
[image: https://lh3.googleusercontent.com/KEG3dh7w2WC9I0tV17acHvzrONU7URbNj1gnCN9tUNo7JCyAtgo2oAEjpUix5qeOWIUJFS8qhf8leD56CYDTTzecbD2fExxUNQZjMbqevnW1NKZdpWq-TxhfMNwD2MvyvknbQqS2]“Y” Say Yes to your best solution.
Based on you chart, you will develop the best possible solution.
Tips:
· Don’t be tied down by the chart. The totals might be misleading because some criteria might be more important than others. Just use this chart as a guide.
· If you find strong elements from several different solutions, you might be able to combine them into your final strategy.
· You may decide to combine two top scoring solutions.
· Be creative!




Task #5
[image: https://lh6.googleusercontent.com/oHqt_wb9PI1ox4Rsx-2Q2MhBuaP-2k1ioZRoiltBg9TwrBLpUCvXDcPnGY0gvrr_eaQFnq9Ja1A1YnDZIM51b8g5cM9iV6bJMthm2_9Ya4RxnE0wHtvkBSbCg1fQTzBz4xKG6ZRP]Analyze your solution.
Play the Devil’s Advocate.  Ask yourself what could go wrong? Who wouldn’t like this idea? What barriers might there be to adopting this solution? Identify at least 3 possible barriers.






Task #6
Resolve the barriers. 
What options do you have to overcome the barriers?  Identify a solution for at least 3 of the barriers.

Task #7
Identify at least 2 possible negative consequences of this solution. If the solution is implemented, what are the changes for the stakeholders? Are all these changes positive or are some negative?

Task #8
Assign Steps to Complete Solution Implementation.
Design specific steps you would follow if you were actually implementing your solution. Each step should include a person responsible for implementing it, as well as a due date. You are not required to actually implement the solution, but some groups have done so (depending on the problem) and have found the results to be rewarding.

Task #9
[image: https://lh6.googleusercontent.com/IJC9xVPCOsVEyn_afW5yvtDC7GCZLt8U4XDR-79ALPFtcGlMjxyrjzgC3eaLZugX1JICEIidGeRUxOzj7ljIJ3ywAB0taKIFngjxF2sTNuZyFZWzAPHmNORyHH3ZKPxQitLfkpHJ]Plan for Meeting # 4  
· Recorder send typed notes of Meeting #3 to the instructor using the Team Meeting 3 Template.
· Review the Agenda for Meeting # 4 and set a meeting time and place.
· Remind Editor and Visual Aid Specialist that their skills will be used in this meeting.
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