COMM 1010:  GROUP DECISION-MAKING PROJECT PROGRESS CHART _MEETING #3
Fill in this chart during your 3rd meeting.  Download a copy of this table and fill it in 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 3    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)


Begin with a discussion of the group process.  

	Task #1:  Group Process Discussion

	The leader will anonymously share emails s/he has received from members during the week regarding how well the group is working together.  

As a group, recommend solutions to any challenges. 
If necessary, you may consult your instructor for advice.
	Tip:

Review your group contract.  Are all members abiding by the terms of the contract?  If not, why not?  Revise the contract if needed. 


	Task  #2:  Review Steps 1, 2, & 3 

	Review your notes from previous meetings.  Make revisions or additions based on ideas you’ve come up with during the past week. 


In your third meeting, you will complete the second half of the PAC – BOY acronym.  B = Brainstorm possible solutions.  O = Organize your ideas into a chart in which you evaluate each solution in terms of how well it meets your criteria.  Y = Yes!!! Based on your chart, you will develop the best possible solution. 

	Task #3:  Brainstorm Possible Solutions (right-brain, creative, intuitive thinking)

	As a group, review the text guidelines for brainstorming (see “Encourage Creativity” in Chapter 8). 

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. 

· Don’t stop until you have brainstormed at least a dozen possible solutions. 

	Self-analysis:  

· How well were you able to complete this brainstorming session without evaluating any solutions?

· Did you succeed in thinking outside the box?

· What was the most “creative” solution?

	Choose the best:  

1.

2.

3.

4.

5.

6.
	Tip: ( apply left-brain, logical analysis)

· As a group, eliminate any brainstormed solutions that are not feasible.

· Eliminate any duplication.

· Combine similar ideas.

· From the remaining solutions, choose your top five or six. 


Now, move on to O = Organize your ideas into a chart in which you evaluate each solution in terms of how well it meets your criteria.  

	Task #4:  organize your criteria and solutions into a chart. (logic)

	1.  Create a table with solutions listed across the top and criteria listed on the left.  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).  If a criterion is very important, use a scale of 1 to 10. Total the score for each solution on the bottom row. (See example below.)

2. When you submit your final report, attach a copy of this chart as an appendix to the report.


Here is an example: 

	
	Solution 1
	Solution 2
	Solution 3
	Solution 4
	Solution 5
	Solution 6
	Totals

	Criterion 1
	0
	2
	5
	5
	3
	1
	

	Criterion 2
	4
	4
	2
	5
	5
	4
	

	Criterion 3
	1
	0
	2
	2
	3
	3
	

	Criterion 4
	4
	0
	0
	0
	2
	1
	

	Criterion 5
	5
	5
	5
	2
	3
	4
	

	Totals: 
	14
	11
	14
	14
	16
	13
	


Now, move on to Y = Yes!!! Based on your chart, develop the best possible solution. 

	Task #5:  Yes, we can develop a good strategy. (combine left-brain logic and right-brain creativity)

	Using the chart from the Organize step as a springboard, develop your optimal solution.

Record your solution here:


	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.   

· Be creative!

	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 and have found the results to be rewarding.)

Step                                                                                                          Due Date                     Person Assigned
 


Take a break and ponder your solution during the next week.  This incubation time is critical, because we rarely think of everything on the spot.  Try to think of any contingencies that might prevent this solution from working as you want it to.  Bring these ideas to the next meeting. You’ll have a “second-chance” to make final revisions.  

	Follow up:  Prepare to write your group report. 

	As a group, analyze the “occasion” and “audience” for your report.  

· What conventions (style, format, tone, headings) are appropriate for a formal business report? 

· Who is your intended audience? 
· What are the goals of the intended reader?  
· How can you best meet those goals? 


	Summarize here the results of your audience analysis. 



	Assign members to write up a draft for each section of your formal report.  

· Title Page - 

· Table of Contents – 
· Executive Summary - 

· Project Description - 

· Methods - 

· Conclusion - 

· Works Cited - 
	Tip:
As you assign each task, discuss as a group the content you would like to see in each element of the report.  This is a group project, not a collection of individual essays.


	Planning for Meeting 4:
	

	Who will submit your meeting 3 results? ____________

When and where will your next meeting be?
Before your next meeting, each member needs to

1. read the Meeting 3 reports that will be posted online by other groups.

2. reply to at least one other group’s report with suggestions, comments, or questions.

3. read instructions for Meeting 4.

4. review the requirements for the group’s final report.

5. bring at least two possible contingencies (things that could go wrong  with your solution).  You’ll have a chance to edit your solution and suggest how to handle any contingencies that might arise. 

6. read the requirements for distributing participation points. You’ll be working this out as a group at your next meeting.
	Leader: list here the initials of all members who have agreed to prepare for and attend Meeting #4:




