COMM 1010:  GROUP DECISION-MAKING PROJECT PROGRESS CHART _MEETING #1

In this project, you will make a decision or solve a problem, using the Reflective Thinking Process.   This process combines your right-brain, intuitive thinking with your left-brain analytical thinking.  As you work through the steps, notice how you switch back and forth between intuition and logic.  

Fill in this chart during during your first meeting.  At the completion of your meeting, submit a copy of your completed chart to receive feedback and points from your instructor.
	Meeting #1  Date, Time, Location: 

	Members Present (include last & first name, telephone number, and an email address that you read frequently)

	Members Not Present (include last and first name, telephone number, and email address)


In your first meeting, you will write your Team Contract and complete the first step of the PAC – BOY acronym.  P = Problem:  agree on the Problem to be solved and write it as an open-ended question. 

	Task 1:  Team Contract

	Develop 

Relational Norms 

    (3 or more)  

    (see Table 7-4)
	1. Example:  We commit to putting group goals above personal goals, so we will each MAKE the time to participate fully in each step of this project. 



	Develop

Task Norms 

    (3 or more) 
    (see Table 7-4)
	1.  Example:  If we have to miss a meeting, we will email our info to all members at least one day in advance.

.


	Assign Relational Roles 

(see Table 7-2)
  You may assign multiple roles to members.
	1.  Example:  Participation Encouragers – Frank N. Stein & Ima Goner

2.

3.

4.

5. 

	Assign Task Roles
(see Table 7-2)
You may assign a leader [recommended] or rotate leadership.
	1.  Example:  Devil’s Advocate -  Gil Bates

2.

3.

4.

5. 

	Team Contract Analysis: 

· Are your norms and roles realistic?  

· Is EVERY member really willing & able to abide by them? 

· Have you set up a way to enforce these norms and roles?

· If not, revise them NOW.  
	Leader: list here the initials of all members who agree to abide by this contract. 


	Task 2:  Define the Problem  (logic)

	With your group, select one of the problems from the “Problem-solving Scenarios” handout OR choose a workplace problem that one of your group members is currently attempting to solve (or a major decision one of your group members is involved in).   

Describe your problem or decision here:

	Tips: 
1. Keep the scope of your problem manageable.  It must be something you can actually complete in four weeks.  For example, you can’t end world hunger or create world peace in four weeks. 


2. Choose a problem/decision you have the authority to do something about.  You might want to fire your boss or end all tests in college, but that’s probably not within your power.

	State your problem as an open-ended question:


	Tips:
Don’t write a question that already states your solution. 

For example, “How can we make our curfew later” is not a probing question because you already know what you want.  

You could rephrase it as “What is the best way to satisfy our parents’ wish to keep us safe, yet still allow us to attend school play practices at night?”

	Analyze your problem question: Can your group answer YES to each of the following?  Our problem statement 

· addresses one SINGLE issue

· is an open-ended question (can’t be answered by yes, no, or maybe)

· does not contain an expected solution 

If you answered NO to any of these, revise your Problem Statement again.
	Leader: list here the initials of all members who agree that this problem is stated as an open-ended question AND are willing to work with the group to find a satisfactory solution to this problem.   




	Task 3:  Begin Analysis of Your Problem (logic)

	Assign members to find information about each of the following characteristics of your problem.  Members are responsible for bringing the information to your next established meeting.  Do NOT sign up for a task unless you are willing to commit to bringing the needed information on time. 

Group members should help each other think of places to go to find the assigned information.  You may want to briefly discuss elements of analysis at the first meeting, but most of your discussion should be held AFTER members have completed their research. 

	List assignments here:

1. Characteristics:  What are the symptoms of the problem? Include positive as well as negative aspects of the current situation.

2. Stakeholders:  What groups are affected? How does this problem impact each group? What are each group’s goals?  (Think outside the box.  Include as many different sets of stakeholders as you can think of.)

3. History:  What solutions have been tried in the past to solve similar problems?  How well have these solutions worked?  Whom have these solutions helped?  Whom have they hindered? How do you know?

4. Policies and politics: What regulations, professional requirements, political considerations, and/or ethical expectations might impact your solution?

5. Resources:  What references can you consult to get ideas for good solutions?  (You are required to use your communication text as one of your references.)  Who else can you talk to?  How much time and money are you willing to commit?

6. Other:  Assign other tasks as needed?
	Member(s)  responsible:
1.


2.




3.




4.



5.




6.



	Follow up:  Assign the following follow-up tasks:

1. Who will submit this chart? 

2. Who will contact each member before the next meeting to be sure they have completed their task?

3. How (and how often) will you communicate between meetings to answer questions and share comments?
	1.

2.

3.



	Planning for Meeting 2:

	· When and where will your next meeting be?

· All members need to read instructions for Meeting 2 before the next meeting.

· Agree to come prepared with the material you signed up to bring.  If you can’t attend Meeting 2 for some reason, email your materials well ahead of time to all group members. 
	Leader: 

list here the initials of all members who have agreed to prepare for and attend Meeting #2:


