
COMM 1010:  GROUP DECISION-MAKING PROJECT PROGRESS CHART _MEETING #4
Fill in this chart during your 4th meeting.  This week, you don’t need to post your results online. Instead, your team will submit your formal Report. At the completion of your meeting, submit a copy of your completed chart to receive feedback and points from your instructor.

	Meeting 4   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)


	Task #1:  Hold a “second-chance” analysis of your chosen solution. (combines right & left brain)

	Each member was assigned to think of two “contingencies” – things that might go wrong and interfere with your solution working as you intended it to work.  List here at least four contingencies:

1.

2.

3.

4.

	How would you cope with each of these contingences? 

1.

2.

3.

4.



	Based on this discussion, revise your solution and implementation plan as needed. 




	Task #2: Assess the occasion and audience for your report 

	What conventions are appropriate for a “business report”? (Refer to Appendix 2, “Writing Well” and “Reports.”) Summarize your discussion here:



	Assess your audience:

· Who will be reading your report?

· What will your reader be looking for?

· How can you meet your reader’s needs?
	Tip:

Your report is a representation of all the work you’ve put into this project.  Plan carefully so you will end up with a report that represents your very best work. Consider the advice in your text appendix about careful organization, concise writing, professional style, and goodwill.  


	Task #3:  Fine-tune your report

	Each member should have brought a draft of their assigned sections of the report, so all you need to do now is some responsible editing. As a group, consider each element of the report, one at a time.  

Questions to consider:

· Does the content of this section accurately capture our group findings?

· Are the vocabulary, style, tone, and presentation appropriate? Does the style of this section match the style of the other sections?

· Are the grammar, punctuation, and spelling impeccable? (Use tools such as Spell Check and Grammar Check to help you.  However, these are not foolproof, so use your own judgment as well.

· Are references cited parenthetically within the body of your text and also cited in a separate Works Cited section? (Use the Bibliography tool to help you cite your sources correctly.)



	After all revisions are completed, select a Report template or format and prepare a final version of your report.  

· Who will compile this final version?

· Who will submit this final version, along with the two required attachments (solution comparison chart and participation points)? 


	Task #4:  Distribute participation points

	Instructions:  
1. Your team will have a total of __x___ participation points to distribute among team members. (X = number of members who participated in at least 1/3 of the meetings and group work.) For example, if your group has five members, you will have a total of fifty points to distribute.

2. The allocation must be decided by the group as a whole, not just by one or two powerful individuals. 

3.  Not all points need to be distributed. The points are not free "gifts"; they must have been honestly earned.

 4. Base your allocation on objective criteria such as attendance, follow-through on tasks, initiative, and contribution of ideas.  Hopefully the idea of using “criteria” sounds familiar to all of you by now! Make a ranking chart if you wish. 

5.  Along with each member’s name and points they earned, include a brief justification of why you assigned them that number of points.

6. Submit this information to your instructor, attached as an appendix to your report. 

	List your criteria here:

· _

· _

· _

· _



