COMM 1010:  GROUP DECISION-MAKING PROJECT PROGRESS CHART _MEETING #2

Fill in this chart during your 2nd meeting.  At the completion of your meeting, submit this chart to your instructor to receive feedback and points.
	Meeting 2    Date, Time, Location: 

	Members Present:



	Members Not Present:




In your second meeting, you will complete the first half of the PAC – BOY acronym.  Start by reviewing “P” (State the Problem).  Next, discuss thoroughly “A” (Analysis of the Problem) and “C” (Criteria; e.g., requirements for an effective solution). 

	Task 1:   Problem, stated as an open-ended question (logic)

	Re-read your problem question.   Do you still agree that it meets the characteristics of an effective “problem question”? Discuss and revise again as needed. You may wish to incorporate suggestions that other class members sent your group. Write your problem statement here, again, to be sure all members are focused on the same problem. 


	Task 2:   Analysis of Your Problem:  (logic)
Write detailed notes about each element of your analysis in this chart.  

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



	2. Stakeholders:  What persons or groups of persons are affected by this problem? 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 did you consult to get ideas for good solutions?  (You are required to use your communication text as one of your references.)  Who else did you talk to?  What did you learn from these references?   How much time and money are you willing to commit?



	6. Other:




Now that you’ve discussed many ramifications of your problem, you are ready for the “C” step.  C = Criteria.  

SPELLING NOTE:  If there is just one, it’s a criterion.  If there are more than one (plural form), they are criteria. 


This step of setting criteria is probably the most important step of the entire process.  It is tempting at this point to start suggesting solutions, but an effective problem-solver will hold her horses and focus ONLY on criteria at this point.  Criteria are requirements that a good solution must meet.  The first three criteria, which are required, already filled in. 

	Task 3:  Criteria – Develop at least seven strong criteria that a good solution will meet. (logic)

	Our solution will ….. 

1. apply principles of effective communication that we are learning in the class.

2. be achievable within our four week time frame.

3. cost less than _______ .
4. –


5. –


6. –


7. –


8. –


9. –


10. -

.


	Analysis:  Reread your list of criteria.  Be sure these are all criteria, not solutions.  Remove any solutions from the list.  If you feel confused, contact your instructor for an explanation. 


Now it’s time to digest all this information.  Take a break and ponder your problem during the next week.  As you reflect, it’s likely that you will think of additional points to add to the analysis or to the list of criteria.  Bring them to the next meeting. You might also gain suggestions from class members.

	Planning for Meeting 3:
	

	· When and where will your next meeting be?

· Who will submit your meeting 2 results? 

Each member needs to complete the following before the next meeting:

· bring additional ideas to add to steps 2 and 3 that you completed during this meeting.

· read instructions for Meeting 3.

· review Chapter 8, “Encourage Creativity.”

· read the requirements for the group’s final written report 

· send during the week a private email to your leader.  Comment about how well you think the group process is going.  Are all members following the norms?  Are all members filling their roles?  Does the group need to make any changes to ensure that it acts as a highly functional team, not just a herd of cats or sheep?
	Leader: list here the initials of all members who have agreed to prepare for and attend Meeting #3:




