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Introduction

If you set up and manage workshops, meetings, and other types of facilitated sessions, this book is for you. And you are in good company because managing facilitated processes is becoming an essential skill for project managers and leaders, professional facilitators, management consultants and committee chairs, teachers and trainers, community organizers, lawyers, physicians, accountants, and human resource professionals, as well as mediators, negotiators, social workers, and counselors.

The list is long because more and more of the work of organizations is being done in facilitated group sessions—both virtual and face to face—where success requires sensitive and thoughtful attention to setup and management.

As designers, facilitators, and managers of these sessions, we have spent a great deal of time thinking about what makes them successful. One thing we know for sure: participants are more likely to have great experiences in facilitated processes when careful attention is given to all the details influencing the activities, technology, and settings that make things run smoothly. This includes making thoughtful decisions about how participants are selected and invited, what space is appropriate (virtual or face to face), how presentations are aligned with objectives, how handouts and worksheets are used, what types of reports are written, and what questions are selected for feedback purposes.




About This Book 

This easy-access resource has a strong focus on the practical.

Each chapter includes management guidelines and insights, lessons learned, strategies for difficult situations, and examples based on the  authors’ many years of experience, as well as many exhibits containing prompters, checklists, and other tools. Electronic, adaptable, and expandable versions of these exhibits are provided on the Jossey-Bass Web site, at  www.josseybass.com/go/dorothystrachan. We’ve used a Web icon in this book to identify the exhibits available on-line.

The nine chapters of Managing Facilitated Processes are divided into three parts:

1. “From Contact to Contract”
2. “Approach and Style”
3. “Management x 5: Participants, Speakers, Logistics, Documents,
Feedback”

Part One describes how to build customized agreements, from the initial contact with a client (Chapter One) to the confirmation of how everyone involved will work together throughout a process (Chapter Two). Chapter Two also profiles eighteen types of processes, their deliverables, and their unique features.

Part Two outlines two areas in process management: approach and style. Chapter Three explores the need for an approach that is integrated, customized, and systematic. It includes a forget-me-not prompter that helps you to scope a session you are managing and to diagnose challenges and opportunities for five key elements: participants, speakers, logistics, documents, and feedback. Chapter Four discusses the need for a management style that builds on strengths and mitigates weaknesses in support of healthy relationships and productivity.

Part Three offers a comprehensive look at managing the five key session elements: participants, speakers, logistics, documents, and feedback. A full chapter is devoted to each area, offering practice guidelines, examples, and time-saving tools that you can customize to your situations.

When a company or client holds a workshop, retreat, conference, or other similar activity, more often than not only one or two people are responsible for designing, facilitating, and managing the entire event. Our focus in this book is on guiding people in any organizational role to manage meetings, workshops, and other facilitated processes successfully by attending to these five elements.

Finally, Chapter Ten, “Endings and Beginnings,” emphasizes the importance of looking past what happens before and during a session and toward what happens after the last person leaves. This is the time when follow-up activities take place and session conclusions and decisions are put into practice and begin to show an impact.

Although each chapter is designed to stand on its own, the chapters are also interrelated. For example, the decisions about participants and stakeholders described in Chapter Five will have an impact on the decisions about location and setup discussed in Chapter Seven, which in turn will support the decisions about speaker requirements discussed in Chapter Six.

Investing in due diligence at the front end of a process enables the process designer, facilitator, and manager to understand the people, the situation, and its challenges so that a customized environment will support the achievement of expected outcomes at the back end. This book takes a practical approach to this due diligence: don’t manage a process without it.




A Quick Lookup Resource 

The table of contents for this book is also the index. Skim the headings in the Contents to search for the topic you want. On the outer edge of this book, we’ve used gray tabs to help you find each chapter quickly. Hold the book with the front cover face down. On the back cover, put your thumb on the gray tab for the chapter you want. Then slide your thumb down the edges of the pages until you come to the gray stripe that corresponds to the tab on the back of the book.




Part One

From Contact to Contract

FROM THE FIRST point of contact to the confirmation that an agreement is in place, effective contract management smoothes the way.

Whether you are setting up an informal agreement or a detailed legal contract, it pays to be clear up front about exactly what will be done for and by whom, at what cost, and by when. Building a strong communication base from the start can prevent misunderstandings as well as lengthy and expensive contractual arguments.

Chapter One provides a preliminary screen for exploring an initiative and making a decision about whether to proceed. Chapter Two outlines three types of agreements and describes how to customize them to suit specific processes.

Life being somewhat unpredictable, the steps to an agreement don’t always happen in the order they are presented in these chapters. If, for example, you have a standing offer with an organization or department, the financial aspects of your relationship with this client may already have been negotiated, and the effort discussed in Chapter Two, “Building Agreements That Work,” may not be required.

These first two chapters lay the groundwork for getting facilitated processes off to a good start with focused, fair, and transparent agreements in place.




Chapter 1

Initial Contact

IT MAY HAPPEN with a phone call, through an advertisement, a request for a proposal, or on the basis of a discussion with a colleague. Regardless of how it occurs, an initial contact to explore possible process consulting work is all about people screening one another, the situation, the expectations, the time, and the cost involved in completing a potential assignment.

During these preliminary discussions, basic information and impressions are exchanged so that all parties can decide whether to move forward and develop an agreement or not. This chapter provides the information needed to support productive exchanges among the various parties during these first encounters.

When external process consultants are involved, they are usually looking for information that will help them be successful in bidding on a project or make a decision about whether they can or want to do the work. When internal process consultants are involved, they have often been assigned the work and are looking for information to help them do the best job possible, either on their own or working with colleagues. In situations where the manager is also the process designer and facilitator, the same information needs to be gathered to support the development of a meaningful process. Exhibit 1.1 contains an outline you can use when conducting a preliminary screen. The following section of this chapter offers guidelines and definitions for completing this tool.

When this preliminary screening is completed, all parties should have a sense of the potential scope of the proposed process, the people involved, and whether this would be a good fit for each party. When push comes to shove, it’s a lot like buying a house or starting a new job: you only really understand what’s involved by living in it.
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EXHIBIT 1.1: The Preliminary Screen
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Completing a Preliminary Screen 

Here are practical guidelines for making decisions about the elements often discussed by parties involved in an initial screen as outlined in  Exhibit 1.1.


Coordinates: Date(s) and Location 

First, determine what session date (or dates) will work with people’s schedules.

• Ask what date would be attractive to the facilitator, to the designer, to the manager, and to potential workshop participants, and why.
• Think about the timing relative to what needs to be done. Does the proposed date allow enough preparation time for the participants and the planning committees?“Lean on your experience and trust yourself. Your social intelligence—the capacity to engage in satisfying and productive interpersonal relationships—is an important source of information” (Goleman, 2006, p. 82).



• Ask whether other events going on at the proposed time might complement or conflict with this session. How close is the date to national, state or provincial, religious, or school holidays?

Also determine whether the client has identified a location, and if so, explore the possible implications of this location. It’s also important to find out whether some steps will be done virtually.


Purpose, Objectives, and Deliverables 

Consider at least these three questions about the purpose, objectives, and deliverables:

• Are they clear and specific, or is the client expecting that they will be clarified during the early part of the session?
• Can you anticipate the most obvious issues and questions that will be involved in managing the session with respect to participants, speakers, logistics, invitations, and essential documents (the elements discussed in Part Three)?
• If the deliverables have been defined, what does your experience tell you about the workload involved in managing a session with these deliverables?


Process Leadership 

How a process is led has implications for how it is managed.

Process leadership comes in many shapes and sizes: it may include a client, a process consultant (facilitator and designer), a workshop manager, and two additional staff members to do logistics; it may involve just the client and a facilitator who are responsible for the entire session; or it may be just one person doing everything. Much depends on the size and complexity of the process.

The preliminary screen helps determine what decisions have been made or need to be made about the leadership functions in a process, as itemized below.

The primary client owns the challenge being addressed through a process. This person is usually the individual sponsoring the session and has decision-making authority for what happens before, during, and after a session (Strachan and Tomlinson, 2008, p. 49).

Given the considerable range of situations in which sessions happen, the primary client may be a committee chair, the president or chief executive officer of an organization, the senior manager of a department, the volunteer leader of a community group, or the members of a collaborative or network. Sometimes all the key roles for a process are carried by a single person: in this situation the primary client is also the designer, facilitator, manager, and sponsor for a session.

Be prepared to ask specific questions about the challenges that this process will be addressing. These questions might explore the relationship between the primary client and other clients, who your main contact person is, the relative urgency of the situation, and the nature of participants’ needs and expectations.

One classic question is whether a session should be led by a process consultant, a facilitator, a chair, or a moderator, or someone who combines these functions. For example, an internal client may be thinking that a process consultant is required to design and facilitate a symposium. At the same time, an experienced facilitator might recognize that because symposiums typically have a large number of speakers and offer no time for small-group discussions, a credible chairperson is what is required. Has this decision been made, or are people still discussing what type of leadership needs to be in place given the session purpose, deliverables, and type?

Regardless of how large or small a session is, having a planning or advisory group of two or more people provides a range of perspectives on what to do when and why. Planning group members are also brought on board to build capacity for implementation.

Process Leadership Definitions

• Chair or chairperson: an appointed or elected person with positional authority.
• Moderator: a nonpartisan person who presides over a meeting.
• Process consultant: a person who designs and facilitates processes and also frequently manages them.
• Facilitator: a person who attends to group process. Many people do facilitation as a regular part of their work and yet don’t think of themselves as professional facilitators; they are included in this definition.

Source: Adapted from Strachan and Tomlinson, 2008, p. 49.


Timely liaison knits together people fulfilling these leadership functions with a range of others, such as an organization’s support staff, on-site employees, travel agents, audiovisual technicians, and conference and maintenance personnel. The devil is certainly in the details.


Eighteen Types of Processes 

Clarify up front what type of process is being considered. Names of processes can be confusing as there is no single accepted taxonomy for process types. In the past, for example, the term seminar described a series of presentations followed by a brief opportunity for questions and answers. Today a seminar may include both presentations and small learning groups, and participants may experience both activities either in person or virtually.

Some organizations develop their own names for processes that are combinations of the eighteen types listed in Table 1.1. They may use terms such as roundtable seminar or consultation workshop. However, because different types of processes require different types of agreements, it’s important to have everyone on the same page with respect to what is going to happen.

Most processes are held face to face or virtually, or both at the same time; some are conducted solely through on-line exchanges. The general rule is to decide what you want to accomplish and then explore the best ways to meet those outcomes. It is usually the process consultant, client, and members of the planning committee who decide together which meetings and sessions should be virtual, face to face, or in some combination thereof. This decision may be quite obvious at the outset. Table 1.1 describes the eighteen processes listed in  Exhibit 1.1, related deliverables, and key features.

Sometimes it is easiest to determine what a session is not, and then to name it by looking at what is left.


Table 1.1 Types of Facilitated Processes
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Decision Making After the Screen 

The preliminary screening is an opportunity to assess the overall fit between what needs to be done with whom and to determine how people might work together to accomplish what needs to be done. This is the time to pause and reflect before making a decision about agreeing to the work. What are your thoughts and feelings telling you? Should this preliminary discussion move to the development of an agreement or not?

Recognize your preferences. What kind of work do you like to do with what kind of people? If you value a strong focus on productivity tempered by some humor, are you likely to find that combination in this project? At this stage in your career or business can you afford to be choosy about what work you take on, or do you need to take whatever comes your way?

Clarify the give-get. Agreeing to manage a facilitated process involves a service exchange. The more clarity you have about what is being exchanged, the better everyone involved will feel about the final result. If you volunteer, or give, your services to manage a half-day workshop on climate change, then your get may be that you are making a difference in an area where you have a strong commitment. If you are managing a large conference in exchange for payment of your fees and expenses, then it’s important that you think the exchange is a fair one financially.

When an exchange is not balanced, the process may become tainted. For example, you may come to resent doing so much volunteer work that it affects your lifestyle, or you may regret not getting enough payment for work that turns out to be more time consuming than expected. These feelings may leak into your interactions with others and affect the quality of your work.

Anticipate the learning curve. Be realistic about what you can do now and what you need to learn to do. It’s unfair to expect that you can learn on someone else’s nickel when it is clear that they are paying for a specified level of expertise that they think you already possess. Some initiatives require more learning than others. If a client or facilitator wants a session to reflect emerging technologies, do you have the experience and expertise to make that happen without a lot of additional research into unfamiliar territory?

Specify who gets the work and who does it. In some companies the people who contract for the work are not the people who actually do the work. If you are talking to someone who impresses you with his or her experience, educational background, and enthusiasm for a project, ask specific questions about who will be working with you on what. Will you relate directly to the person who designs and facilitates the session? Who will be your ongoing liaison?

Be seduced at your peril. Take time to think about the information the screening has provided. If this work has appeared through a request for a proposal, there is usually time to mull things over. If it comes to your attention through a phone call, it’s easy to be instantly sold on the opportunity— whether it’s the topic, the people, your budget, or the location—so that you want to say “yes!” on the spot.

Mulling the prospect over for a few hours or a day can bring some distance and insight to your decision. For example, you may really want to work in Hawaii for a week but not have any time at all to do the preparation required. Or you may be totally committed to taking on another large conference focused on your pet issue, but it may be bigger than you and your colleagues can manage.




Communicating a Decision 

Whether the answer is yes or no, an initial contact may lead to the beginning of a productive relationship or the end of an exploratory discussion. Examples 1.1 and 1.2 offer some samples to assist you with these efforts.
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Example 1.1

When the Client’s Answer Is Yes

This note is a sample of a positive response from a client to a process consultant who submitted a proposal to arrange several upcoming planning sessions for the client.


Dear [Consultant name]:

I am pleased to confirm that your submission to manage, design, and facilitate our upcoming planning sessions has been successful. We had several applications from qualified suppliers and after much discussion we concluded that your company has just what we need to support dynamic and insightful discussions and decision making, as well as efficient logistics for this project.

We would like to follow through on your work plan, which indicated that your first opportunity to meet the planning group for this project is in three weeks’ time on May 15. If this time frame is still suitable, would it be convenient for you to meet everyone at 9:00 a.m. in our boardroom to initiate this process?

Please let me know, and I will set everything up at my end.

Best regards,

[Client name]


Don’t burn your bridges: you may need to cross these rivers again.


Example 1.2

When Your Answer Is No

This communication is a sample of a facilitation firm’s negative response to a potential client after a preliminary meeting in which the client didn’t meet the firm’s expectations.


Dear [Client name]:

Thank you for meeting with us yesterday regarding the development of a forum on car safety issues for children.

Based on our experience and the additional information you provided about the nature of this initiative and the support you can provide, I sense that a better fit between client and consultant would ensure a more successful outcome for you. As a result, we regret to inform you that we are withdrawing our proposal for this project.

I appreciate your consideration of our company’s services and wish you all the very best with respect to this initiative.

Sincerely,

[Consultant name]





Chapter 2

Building Agreements That Work

AGREEMENTS TAKE MANY shapes. They may be formal documents based on a comprehensive proposal, specifying products and services to be delivered according to scheduled tasks and timelines. They may also be informal telephone conversations or one-page e-mails between colleagues who have a long-term, trusting relationship. Given the range of cultural traditions, individual preferences, legal requirements, and organizational policies that affect agreements, the challenge is to match the context in which a process will happen with the most appropriate form of agreement.

An agreement is a promise about what people will do or not do that clarifies mutual responsibilities in a project. Your agreement may be as formal (legal contract) or informal (a conversation or handshake) as you and your client require. Whereas some organizations and parts of the world concentrate on the details to be included in legal contracts, other situations call for agreements that are less formal. As one global business consultant observes:A lot of people around the world want to deal with people they trust, people they can look in the eye and shake their hand. For many Asian businesses, the handshake ends the negotiation with the parties not even requiring a written contract. In some countries, the handshake is a symbol of bonding and is more important than any contract. The handshake is both symbolic and significant.

In Mexico, a first meeting involves an introduction and discussion where the parties try to find out if we are simpatico. I know I have succeeded when he shakes my hand and grips my elbow. We have now reached a stage of trust. The next time I see him, he’ll give me a hug. Then we get down to business [Dan Ondrack, as quoted in Crawford, 2002].





And then there’s Samuel Goldwyn’s perspective on agreements: “A verbal contract isn’t worth the paper it’s written on.”


Developing an agreement is an investment in your project’s success, in the client’s achievement of goals, in the participants’ satisfaction and in your own continuous improvement. For those who enjoy the start-up discussions with clients and the conceptualization of facilitated processes, this initial agreement stage can be an enjoyable organizational step. For others it can be daunting and generate a lot of tension.




Types of Agreements 

There are three main types of agreements:

• Verbal or handshake
• Letter of agreement or memo of understanding
• Contract, which is usually a fixed-price or cost-reimbursement agreement

Agreements may be made with suppliers such as speakers and caterers, vendors such as printers, companies putting up trade booths, or professional services firms such as meeting planners or providers of design and facilitation services. Table 2.1 describes these types of agreements and their potential benefits and risks.




Drafting Agreements 

Although drafting an agreement—also called contracting—frames and supports what parties agree to do, this step is often neglected and becomes a source of misunderstanding. Clients who think that a facilitator will write and produce a report are going to be out of budget and out of sorts when they discover that the facilitator understood the agreement to include supplying flip-chart notes but not a final report. Situations like these arise when more attention is paid to designing and facilitating the process and less to developing and managing the agreement. They are less likely to occur when process design, facilitation, and management are all recognized in agreements.

Some organizations have strict, specific policies about when agreements are required and what forms to use and for what purpose. For example, caterers and technology companies are usually very specific in their agreements, and contracts must be in place several weeks before a session to ensure that supplies and equipment are available. In contrast, professional speakers may require a more general contract a few months prior to a session, focusing on the topic agreed on and the speaking time. Contractors may be wise to add specific wording about areas such as intellectual property (who owns the PowerPoint materials they are paid to develop) and whether or not company marketing and book promotion (see Chapter Six) are allowed. 

Table 2.1 Types of Agreements

[image: 009]

Fortunately, one party often wants to draft the agreement and the other party then reviews what is proposed. For example, audiovisual companies usually ask what a client would like to get and what the budget parameters are, and then they prepare a detailed proposal for the client’s review. When it comes to contracting between a large organization and a process consultant, the initiating client may send out a detailed request for proposal, and the process consultant responds with a proposal that can become a basis for further negotiation.

In other situations an internal or external client may approach a facilitator for help in addressing a problematic situation. As they discuss what is going on, it becomes obvious that the client wants the facilitator to draft a work plan, cost estimate, and memorandum of understanding for the client to review.

Regardless of who drafts and who reviews an agreement, treat every potential business arrangement as an opportunity to develop a constructive relationship with the other party. This requires considering how comfortable each party is with the content of the proposed agreement, to what extent the content reflects each party’s work ethic and values, and how it embodies each party’s accepted business practices.




Agreements in Action: Four Maxims 

Here are four things we know for sure about developing and managing agreements that foster productive relationships.


1. Don’t Start Work Without an Agreement 

Whether verbal or written, formal or informal, agreements protect all parties involved from misunderstandings and unnecessary tension.

If you start work on a process without having an agreement in place that specifies who will be doing what and under what conditions, you are potentially jeopardizing relationships and outcomes. Regardless of your commitment to the area under discussion and your willingness to negotiate fees, there is a substantial risk that you will experience uncertainty and the difficult conversations that are required to resolve problem situations  when there is no agreement. It takes more time to address the pursuant problems that arise down the road than it does to prevent them from arising in the first place.

For example, we started work with a national professional association based on several phone calls, a verbal discussion about our per diem, a meeting with the executive committee of the association’s board, and a strong recommendation about our company’s work from several influential board members. Two weeks into the initiative we submitted a detailed work plan. The primary client said the cost was too high and refused to pay for the work done to date. When we tried to discuss the situation, we received an e-mail from a client representative saying that the client had sought a legal opinion that stated because there was no legal contract in place, the client didn’t have to pay us anything. And they didn’t.

Don’t let your best intentions and enthusiasm for work that is right up your alley cloud your business judgment. If you start work without an agreement of some sort in place, be prepared to address potential consequences.


2. Bring Fresh Eyes to Your Experience 

If you have developed several contracts, it’s tempting to become less vigilant and lose the laser-like listening you brought to your first experiences. Every agreement benefits from fresh eyes and a fresh attitude—don’t let this part of your work become routine. For each new agreement, ask yourself: What is different and what is familiar about this one?

Experienced contractors often use templates from previous situations to set up new arrangements. This can save a lot of time but you can also persuade yourself into thinking that what worked once in a related situation will work again. Prevention takes its cue from both experience and openness to new situations.


3. When in Doubt, Write It Out 

If you think things are starting to go south, chances are, you’re right! Trust your gut: feeling confused or anxious about the nature and extent of an agreement is a sure sign that you need to check it out.

[image: 010]

Here is one thoughtful client’s e-mail response to a reminder about a draft memorandum of understanding we had sent her: I noticed this morning that you sent me an outline of a contract which again, I have not had the chance to review. I am 100 percent confident that we will be able to work something out in that regard. I apologize! I am usually on the ball but this is absolutely the worst ten days for me with three major conferences/events I am responsible for in their entirety.




This immediate and informal response was just what we needed from this long-term client to feel comfortable about continuing to work with her. In other situations—for example, with a new client—you might need a stronger agreement in place to feel comfortable moving forward.

Here is how we responded to a subcontractor—a report writer—we hadn’t worked with before who postponed putting an agreement in place for an urgent session requiring quick turnaround time:Thanks for the update. I recognize that this project is both high profile and urgent and that this is a crunch time for you. I could discuss this with you anytime today after 4:00 p.m. or tomorrow morning before 10:00 a.m. Let me know if there is anything I can do at this end to expedite the development of an agreement so that we can confirm this work right away.




Our underlying concern was that if this contractor was too busy to respond and develop an agreement, would he also be too busy to support the implementation of the work? It took some up-front persistence to mitigate this doubt and put the agreement in writing. But it was well worth the effort!


4. Cock-ups Are Collaborative 

If there is a problem with an agreement, chances are that everyone involved contributed to the cock-up in some way. Avoid the temptation to blame others for misunderstandings and confusion: instead, focus on moving toward a new agreement while supporting healthy and productive relationships.

After two large projects faltered when an internal client changed jobs, we decided to include this sentence in agreements: “The client provides a Project Manager, [name], who will act as an internal liaison and administrator for the consultant throughout the life of the project.” We also discuss concerns about project liaison turnover with the client before we sign the agreement. Then if the project manager changes, we have more control of the terms under which we continue with the project.

If you have had a conversation regarding potential work in an area, one way to initiate an agreement is to summarize your understanding of the project in writing and ask the client to respond by confirming or revising your summary.




Work Plans and Cost Estimates 

Agreements have two key components: a work plan that forecasts the steps and timelines required to achieve a project’s goals, and a cost estimate that proposes the resources for implementing that plan.

Whether you are managing, facilitating, or designing a process, or undertaking all three of these roles, developing a work plan and cost estimate requires a preliminary understanding of the following elements (Strachan and Tomlinson, 2008, p. 98):

• The situation around a process, such as the context, rationale, key events, and clients(s)
• The purpose, objectives, and deliverables that focus an initiative
• The stakeholders involved, their perspectives and specific stakes in the initiative
• The core assumptions underlying the project, such as its scope, issues, policies, and guidelines and the ways in which decision making will happen

Initial discussions with a client and some basic research about the group or organization involved will usually provide most of the information required to complete a work plan. However, the quality of this background information may vary. Detailed written documents may include specific, anticipated outcomes, or you may hear: “I haven’t dotted all the i’s and crossed all the t’s, but I wanted to have your ideas first. When can you draft something for me? Would tomorrow be OK?” This is not the point to laugh out loud at the client’s impression of how much time it takes to do this work.


Developing Work Plans 

An effective work plan begins with an overview that demonstrates a clear understanding of the initiative. It includes some background information, the overall purpose, specific objectives, the deliverables that will be provided, and process highlights. Work plans outline

• The stages in which the work will take place.
• The steps that will be taken to complete each stage.
• The timelines for completing each step (estimating backward from the date of a deliverable can be helpful in sorting out what needs to be accomplished by when).
• The person or function that will be accountable for each step’s completion: for example, the client, consultant, planning committee, banquet manager, and so forth.
• The value-adds that will exceed expectations.

To estimate work, consider the value of the project from the perspectives of facilitation, design, and management. Where is the emphasis in the type of process you are undertaking, and how much time and effort will be involved in each of these three aspects? In their enthusiasm for doing work, process consultants may underestimate the time required to design, facilitate, manage, report on, and follow up after a process. Prepare realistic estimates of the effort required in each step. Include items such as arranging audiovisual support, subcontracting interviews, preparing and conducting surveys, carrying out literature reviews, and synthesizing related reports.

Winning work plans and cost estimates also pay particular attention to the elements the client has identified as most important, such as maximizing benefit at minimal cost. Resourceful process consultants also inform their clients about additional products or services that can be provided to add value to a project. These products or services should be buttressed with a clear rationale and a separate estimate, so that the client understands the cost benefit of what is being proposed.


Dealing with Pricing Perils 

When negotiating agreements, each party has a range of work and cost that constitutes that party’s zone of acceptance for an agreement. This zone has boundaries—whether rigid or flexible—for overall budget, professional fees, administrative costs, and payment schedule. Here are guidelines to help you get into that zone.


Overall Budget 

Some clients have a budget in mind for a project and are open about it. If you are an external consultant and find that the client is reticent to reveal a range for the budget, you can provide some options showing what work could be done within various price ranges or decide whether it’s worth your while to develop a bid.

Budget ceilings are often based on client status, project timing, and level of risk. For example, an executive-level sponsor usually has a significantly higher ceiling than a middle manager does. Fiscal calendars also have an impact: near the end of the financial year clients frequently have more funds available for smaller projects as they are assigning unspent monies in their budgets. Lastly, higher risk contracts—such as those involving urgent, high-profile work—often have more generous allowances.


Professional Fees 

People take different approaches to setting fees. Some in highly competitive situations charge whatever the market will bear. Others take a more  strategic approach and set fees similar to those of competitors with comparable experience and reputations.

Many consultants use a sliding scale, with different charges for different sectors or groups, rather than a standard fee for everyone. You might decide, for example, to have a lower fee for a sector that is currently experiencing significant financial constraints.

If you prefer to use a standard rate for all groups and sectors, consider whether your work should be positioned as a low-price leader with high volumes or a higher price, higher quality leader. For example:

• If a company is bidding to organize a series of fifty workshops on three topics within 400 days, it may want to be a low-price leader, due to the repetitive nature of the assignment.
• If it is new to working in a field and has been in practice less than three years, a company’s rates should reflect that inexperience. Similarly, more experienced contractors who are in high demand usually have rates that reflect their longevity and success.
• If a company has about the right amount of work or more work than it can do, it may be able to raise its rates based on its success in acquiring and retaining clients. In this situation rates can usually be raised 5 to 10 percent annually without seeing a drop in volume. But make this raise at a time convenient for clients, usually just before the next contract begins. When working on a multiyear, informal agreement, consultants can have a discussion about fee adjustment at the conclusion of a particular phase (such as the calendar or fiscal year) or before a change in pace (heading into the period after a holiday).


Administrative Costs 

Clients usually have a policy or preference about the way administrative fees are charged for data entry, printing, technical design, virtual meeting support, telephone work, or any other office support that a project requires. There are two basic approaches to covering a consultant’s administrative expenses: charging a percentage of professional fees or presenting an itemized list of expenses that are charged back based on receipts.

One advantage of a flat-rate approach is that once an estimated percentage of professional fees is in place (often 5 to 15 percent), there is no need to be concerned with collecting and handling receipts.

Advantages of the direct charge-back system are that it appears more accountable to the client, and there may be some flexibility in the final amount allocated to expenses.

Note also that larger companies tend to have more expensive overhead costs and therefore pass along higher administrative costs to clients; smaller companies or individual contractors are often able to minimize overhead costs.


Payment Schedule 

Whether organizations are large or small, cash flow is queen and is tied directly into deliverables over time. Clarify how you will bill the client: at the completion of tasks or at regular time intervals such as monthly. Penalties for late payment are standard practice and encourage timely processing.




Acting on Values 

Although there is no best type of contract, there are best ways to manage contracts once they have been signed:

• Honor what you have agreed to do: hold yourself accountable to fulfilling the contract.
• Add value to your agreements: exceed your clients’ expectations.
• If a misunderstanding arises, discuss the situation without blaming. Identify what you may have contributed to the misunderstanding and take some responsibility for resolving it.
• If you can’t resolve a difficult situation, consult an objective professional who understands your business.

And finally, keep in mind that old cliché, “What goes around, comes around.” Contract with others as you would have them contract with you.

 

The following three examples show you samples of an informal letter of agreement, a memo of understanding, and a formal contract.

Example 2.1

Informal Letter of Agreement

A client in a midsized private sector manufacturing organization has approached a small, external consulting group about designing and facilitating a planning retreat. Client and consultant have a trusting relationship based on previous work. Here is an informal note the consultant might send to propose an agreement.


Dear [Client name]:

It was good to connect with you again yesterday!

As I understand it, you require a process consultant to research, design, and facilitate a 1.5-day retreat on mission and strategy in relation to work you have already completed on vision and values. Given current circumstances, the time frame is six weeks and the number of people involved is twenty. A planning committee of three senior executives is accountable for the process.

You sent us a copy of your e-mail to staff about this retreat and in that e-mail you mentioned,“Thanks to everyone who provided input regarding our mission and strategy during last week’s meeting and through the online survey.” Would you please forward a copy of that input to us? Thanks.

In terms of engagement, it seems to me that we could achieve a couple of outcomes simultaneously if we modeled this retreat on the way you want team members to work together going forward. If this idea works for you, then I would like to have a brief, fifteen-minute telephone conversation with each team member, using questions that explore how the team could work together to achieve the department’s goals. Then we could relate this information to your projected outcomes to structure the retreat agenda. This approach would reinforce your expectations of leadership behavior and help to integrate the new members into the team’s mix while reviewing and confirming your mission statement and developing strategic directions.

Regarding an estimate, here is my best guess at how the work could happen over the next six weeks, including the number of days each action will take and the estimated completion date:[image: 011]



Summary of fees:[image: 012]



If you are comfortable with this work plan and cost estimate and want to go ahead with the interviews, please respond by return e-mail confirming the work and I will draft a cover letter and interview protocol for your review so that we can begin scheduling these this week.

I am looking forward to working with you again. You send such interesting challenges our way and we appreciate that!

[Consultant signature]



Example 2.2

Memo of Understanding

A new client requires a process consultant to design, facilitate, and report on a two-day departmental team development workshop for middle managers. The time frame is three months and the number of people involved is fifteen. The consultant responds with this memo of understanding, which includes a work plan and cost estimate.


 

Agreement Between [name of consultant’s company] and [name of client organization]

The consultant [name] will perform the following:

• Design and facilitate a one-day workshop, as outlined in the request for proposal of (date) and the attached work plan and cost estimate.
• Maintain confidentiality of information obtained by reason of the appointment, unless express written permission has been obtained.
• Liaise with client throughout the project’s implementation.
• Report regularly on the progress of the proposal work plan and timetable.
• Model the practices of inclusive language, and protection from physical or psychological harm or discomfort.

The client [name] will perform the following:

• Provide a Project Manager, [name], who will act as an internal liaison and administrator for the consultant throughout the life of the project.
• Liaise with the consultant throughout the project, providing information that will influence the successful and timely completion of the project.
• Complete the activities assigned to the client, as outlined in the proposal.
• Inform the consultant about the requirements of people with special needs well in advance of meetings.
• Model the practices of inclusive language, and protection from physical or psychological harm or discomfort.
• Provide payment for services within 30 days of invoicing, as outlined in the proposal budget: 1/3 upon signing of agreement, 1/3 upon completion of phase I, and 1/3 upon submission of a written report.
• In the event of cancellation of the contract for any reason, work completed to the cancellation date will be reimbursed according to the proposal.

If these arrangements are in agreement with your understanding of the project, please sign below, and return one copy to [consultant’s name].

 

Client: ______________________________ Date: ________________

 

Consultant: __________________________ Date: ________________

 

Proposed Work Plan

Background. The [client name] organization is facing the challenge of [description of issue]. As a result, senior management [or other position] has decided to hold a workshop on [topic] for [target group].

Overall purpose. The purpose of the workshop is to [description of purpose].

Objectives. Within this purpose a number of specific objectives and related outputs and outcomes have been identified: [list objectives and outputs; use client’s language].

Deliverable. Within approximately [number of days, weeks, or months], [process consultant name] will submit a comprehensive report documenting the workshop process and outcomes.

Highlights of proposal. A draft budget and critical path (work plan) for the deliverable is outlined on the following pages. Estimates have been calculated based on the preliminary information discussed with you. Once we have clarified the exact scope of the project to your satisfaction, a formal letter of agreement can be drafted. (Work plan abbreviations:“CT” stands for client and “C” stands for consultant.)[image: 013]
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Example 2.3

Formal Contract for a Complex, Multiphase Project with a Large Organization

The president of a national, professional services society (“the Society”) has sent out a Request for Proposal (RFP) requesting interested consultants to design, develop, deliver, and report on a strategic planning process over the next six months. The planning outlook is ten years. This process will involve extensive information gathering, including some materials provided by subcontractors. The RFP included the initial draft of the process terms of reference for this initiative. (“A process terms of reference is a framework for understanding eight key elements that affect how a design rolls out in the hands of a facilitator. These eight elements describe the situation, focus, stakeholders, core assumptions, key considerations, work plan, governance, and documentation for an initiative,” Strachan & Tomlinson, 2008, p. 97). A process consultant with whom the Society has had a ten-year successful relationship has responded and been accepted. The final contract for this work is twenty pages in length, with the following work plan and cost estimate attached as a reference for specific actions and timelines.


 

Work Plan

The Society has identified the revision of its current strategic plan as a major project for the coming year.

The current mission of the Society is to [mission statement].

Its vision is [vision statement].

Many changes have occurred since 2005 and several of the objectives identified in the current plan have been realized. Consequently, it is important to articulate future directions that will launch the Society into the next ten years.

The deliverables for this initiative include

• Consensus on a mission statement, core values, and a three-year and five-year vision for the Society
• Agreement on strategic directions and goals for the Society that will enable members to achieve their vision
• Enhanced participation in and ownership of strategic planning and action on issues affecting the Society

Core assumptions underlying this contract are [list of assumptions].

Key considerations underlying this contract are [list of considerations].

This proposed work plan has seven phases, some of which happen in overlapping time frames:

1. Project initiation and liaison
2. Survey and interviewees
3. Essential documents
4. Integration and agenda building
5. Pre-session package
6. Retreat
7. Feedback and dissemination
Note that in the following work plan table, listings in the “who” column refer to accountability for a task, not necessarily who will do the work (“Soc.” designates the Society and “C” the consultant).

[image: 015]
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End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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ProcessType Deliverables Key Features
Community conversation. A discus- Acommunity where peo- | Setup usually a circle of
sion—often hosted over several meet- | ple are committed and ‘movable chairs, without
ings—that s focused on building o connectedto eachother | tables.

enhancing a space for belonging and
accountabilty in a community;the
‘emphasis is on the various gifts that
participants bring in fefation to the
future rather than on past problems.

andtoa shared purpose

Meeting space setup
and aesthetics reflect the
intention of the commu-
nity participants want to
create.

Conference. Alarge (usually) gathering
that brings together people who want
to hearabout leam, or discuss impor-
tant matters in a specific area; usually
chaired; may be designed by a process
consultant or meeting planner.

Information sharing;
networking; product
promotion

Participation open and
based on interest or by
invitation to members o
specific groups.

Inspiring, high-quality
presentations a key
success factor.

Both large plenary and
smaller concurrent ses-
sions at various times and
places and in both virtual
and real time.

Consultation. Afacilitated workshop or
longer process (for example, a series of
workshops or focus groups) where par-
ticipants are encouraged to advocate
their points of view, advise, consult
with one another,or be consulted by
another party,or perform some combi-
nation of these tasks.

Information gathering;
focused discussion; report;
recommendations for
action

Participation usually by
invitation but may also be
open to interested individ-
wals and groups

Focus on hearing partici-
pants’opinions; decision
making not involved.
Speakers may enable
discussion.

Seating arranged to
support maximum input;
participant contact infor-
mation important for
follow-up purposes.

Forum. A formal meeting for public
discussion; usually chaired; sometimes
faciltated.

Structured discussion;
issues exploration;
networking; question
generation

Participation open to inter-
ested parties or by invita-
tion based on perspectives.
Speakers,especially at the
start,

Room setup often theater
style due to formality of
session; usually involves a
podium and microphone.
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Name of Session:.

Date:

We appreciate your completing and returning this Feedback Sheet by [date] to [location. That will give
us time to collate everyone’s suggestions prior to your discussion of next steps. Thank you!

1. What did you find most worthwhile about the day?

2. What was not discussed today that you think this group should address at a future meeting?

3. Ifthis day could happen again, what parts would you want to remain the same?

4. What parts would you want to see improved?

5. Describe one thing you did to contribute to the success of the session?

6. Would you like to be involved with the session task group in developing next steps? I yes, please
provide your name and organization below:

Name: Organization:
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Que:
Hereare five potential focal points for feedback questions. Given the objectives of your process, which
focal points and questions should be emphasized in your draft feedback tool? Sample questions are pro-
vided to demonstrate a range of topics and methods. For hundreds of additional sample questions, see
Making Questions Work (Strachan, 2007).

1. Focus on satisaction with the process or session. These questions invite responses about the value of
the activities and outcomes, the extent to which session objectives were met, and reasons why.

Sample Questions
a. So far | would describe our session as (circle one):
Unsuccessful Successful
12 3 a4 s
b. Would you recommend this program to afriend? (Circle one) Yes  No

Please provide a reason:

<. Inyour opinion, to what extent did we achieve the following goals of the session? (Please circle
the appropriate number)

Poor Excellent
1 2 3 4 5 6

Goal 1 1 2 3 4 5 6

Goal 2 1 2 3 4 5 6

d. Please explain your ratings:

2. Focus on process experience and productivity. These questions invite responses about the extent to,
which the agenda and activities supported people’s interests and met expected outcomes. These
‘questions also inquire about any additional adjustments that would have been helpful.

Sample Questions
a. Oneinsight | had today was:

b. What I found most or least useful about the session was:
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Perspectives on a Symposium

Narme of Symposium:

Date:

The Perspectives Working committee would appreciate it if you would take a few minutes to provide some
feedback on this symposium. Please circle the appropriate number on the scale provided to indicate the
degree to which you agree or disagree with each statement.

12 3 4 s

Strongly Strongly
Disagree  Neutral Agree
1. Symposium objectives were realistic. 12 3 4 s
2. Preworkshop papers were useful. 12 3 4 s
3. Symposium registration was well organized. 12 3 4 s
4. Hotel accommodation and service was good. 12 3 4 s
5. Association staff were helpful and courteous, 12 3 4 s
6. The lead facilitator enhanced the efficiency and 12 3 4 s
effectiveness of the session.
7. The general flow of the symposium agenda worked well. 12 3 4 s
8. Overall, | would describe this symposium as a significant 12 3 4 s

step in this consensus-building process.

Comments:

9. Whatis one thing you and your organization could do to continue the efforts begun at this
symposium?

10. Further comments:

your completed form at the box near the door.
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Develop an interview protocol and conduct seven 15-20-minute

telephone interviews; collate input into a concise summary 1.5days 228
Prepare a draft agenda, review with planning committee, finalize;

prepare handouts and worksheets for retreat 1.5days 3ns
Facilitate retreat (client provides note taker) 1.5days 3/30

Wite retreat report, solicit and integrate feedback from participants,
finalize report 1.0day ans
Distribute quarterly electronic reminders of Next Steps to promote.

accountability for decisions made during retreat Incl. above
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Item Due  Days  Who
Phase Four: Prepare Reports

4.1 Provide initial draft meeting report and summary of 310 10 c
feedbacks to client for review.

42 Revise and prepare second draft report for review by 314 o0s <
meeting participants;solicit electronic feedback

43 Revise and prepare final report and subit to client. 38 Incl. c

Cost Estimate

Professional services: 6.5 days @ $ per day s

Administrative fee (printing drafts, telephone calls, data entry): s
@9% of professional fees or @ estimated cost (receipts to be submitted)

Travel and accommodation (if applicable): @ estimated cost (receipts
to be submitted) or as per corporate or government guidelines

Ifair travel over 1.5 hoursis in executive class, no additional fees are charged.

Ifar travel over 1.5 hours s
$ pertravel day.

Subtotal s,

‘economy class,travel time s charged at B

Applicable taxes (itemized) B
TOTAL B





OEBPS/pitt_9780470522431_oeb_066_r1.gif
Speaker Function
Encourage future commitment:
Engender confidence in how organizers and participants wil
follow through on commitments and decisions made during
the session
Motivate participants to pursue further involvement with your
organization
Take responsibility for next steps
Customize the presentation tofft e type of session (Chapter One) and
the organizing team’s parameters (for example, a keynote speaker fora
think tank could present a range of perspectives on atopic without
diiving any single point of view; panel members in  training session for
environmental advocates could motivate participants tostay focused
and involved throughout potentially lengthy advocacy processes):
Customize the presentation
Stick to presentation guidelines such as the number of PowerPoint
slides and the timelines provided
Acknowledge people’s contributions to the session:
Summarize key themes in a session
Provide a warm and heartfelt thank-you to everyone involved

Opening
Speaker

SpeakerType

Topical
Speaker

Closing
Speaker
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Technical and Audiovisual Support
. 29. Which of these items do we require? Who will supply what?
___Batteries
___Blackboard or whiteboard
_Cameras and related supplies
___Chalk
___ Computer(s), printer(s)

—Displays

___Electronic keypad voting system

___Extension cord

___Extension cord, three-way plug adapter

___Extra batteries for portable computers

___Extra blank overhead transparencies.

___Extradiskettes

___Extra overhead projector bulbs

___Flip charts (stands and paper)—specify number and locations
___Lighting:when, where,and who will adjust it

__ Markers:water-based, easy-to-see, unscented, various colors
__Media players and recorders

___Microphones:specify type (for example,lapel, head, cordless, table), number, and locations
___Pensand pencill: types and numbers

___Podium

___Pointer for highlighting items on screens

__Portable hard drive to store reports and documents created on site
___Poster displays

___Postitflip charts that adhere to walls without removing paint
___Powerbar

___Projection equipment

___Resource tables

___Riserfor speaker table

___Screen(s)

___ Specified font size for presentation materials

___Table o stand for projection equipment

___Video monitor,television

___Other:
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Cost
6. Registration fees, scholarships or reduced fees for specific groups, travel,
accommodation,reading materials, and who pays for what

7. Expense claim form explanations

Logistics and Location
8. Attractions of the session site such as potentiallesure activiies, nteresting
opportunities for family and friends

9. Important dates leading up to the event such as when registration is due, when

questionnaires should be returned

10. Information about programs for guests

11. Privacy policy: what parts of the participants'contact information you want
permission to publish

12. Confidentiality: who will see responses to survey and telephone interviews and

how those responses will be used

13, How to register and who to contact for further information
14, Early registration benefit such as reduced costs, free cultural trips
15, Cancellation policy

___16. Amrangements or travel and accommodation

___17. Predicted weather during the session
___18. Appropriate clothing for various events

19. Liability issues

Outcomes
20. Purpose, objectives, and expected outcomes

21. Secondary benefits such as contributions to a professional field, colleagues,families,

organizations,jurisdictions, countries, the globe

22. Reports or proceedings: how prepared, what to include, publication date, and cost

Participants

23. How participants are being invited: open to all invitational to specific groups, mandatory,

restricted,or combination
24, How participants can contribute to the purpose

25, Possible objections to participation and how they will be addressed
26 Asecond,closing enthusiastic ptch about specific benefis of participation

PLE

Review the PIE items noted on the right-hand side of the checklist. Do the portions of your PIE indicate a

need to make any changes?
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Stakeholder

Mechanisms.

When

Comments

Participants.

Clients

Sponsors

Managers

Planning committee
members

Technicians.

Site logistics

Banquet and catering
personnel

Other:
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Options for
Participation

Description

Implications

Examples

Mandatory | Participants are designated to | Proof of participation, | A police crowdcontrol squad
attend. such as a signed regis- | is equired to attend a team
Participation i often based on | tration form, might be | development workshop.
obligations to an employer or | equired for academic | anagers implementing a
Supervisor or on a contractor | Ceditoraspartofa | newoertomance manage-
letter of agreement. certification process. | ment system must irst
Full participation is required | ENgagementn action | complete a faciltator train-
throughout the session. items after the session | ing session.

is usually expected.

Invitational | Participants are encouraged | Interested but uninvited | Union stewards are invited
t0 attend when they fit cate- | individuals sometimes | to attend a conflict man-
gories or riteria that support | request an invitation; | agement training program.
the session purpose and this may be perceived | pesearchers are offered an
objectives. by session organizers a5 | opoortunity to participate
Focus throughout the session | 2N impositionand may | iy 3 session to develop
s on the needs, expertise, and | "ot be granted. national priorities.
interests of those invited. New parents are encour-
Participation s often motivated agedto take part in a cardio-
by anticipated benefits and pulmonary resuscitation
potential impacts:for example, (CPR) training session.
t0 learn, to contribute to a
field, to help shape an organi-
zation's future.

Restricted | Aselect limited numberof | Those notinvited are | After the arrest of two senior
individuals are invitedfora | not permitted to managers,the execu
specific reason tied to the pur- | request an invitation or | committee of a corporate
pose and objectives. toimpose their partici- | board holds a one-day
Decisions about participation | Pation on the session. | session to update conflct-
are made by those with the | Logistics accommodate | OFinterest guidelines.
power and influence to do so, | the need for urgency, | A think tank on new-

o based on an organization’s | privacy, exclusivity, product business case
mandate and bylaws. solidarity. development s restricted
to senior managers.

Combination | More than one type of partici- | Targeted communica- | A corporate mission devel-

pation is necessary to fulfll
objectives.

tion is required for each
type of participation.

‘opment retreat s manda-
tory for senior managers,
invitational to marketing
staff, and optional for middle
managers on the basis of
interest.
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Travel
Financial resources:for example, international currencies, charge cards, cash from countries of origin
and destination to pay additional airport charges such as security and airport improvement fees and
departure taxes
Health card and insurance and information on accessing care when outside your insurer’s system
Information on things to do and places to go during time off at your destination, such as a map of
walking tours and trails or a schedule for exercise classes
Luggage to it travel requirements: for example, carry-on with one change of clothing, sweater,and
jacket; no security-risk items in luggage
Prescriptions, in case you need to validate medications in luggage o replace lost medications
Travel documents:for example, passport and other photo identification such as visas (photocopies of
passport and visa carried separately from actual documents);criver'slicense, particularly for car rentals
kit:Band-Aids, needles, antiseptic cream, antidiarrhea pills, and so forth

Travel first-a
Travel tickets (ai, train, and s forth) and reservation information (hotel, car rental,and so forth)

Personal amenities
__Alarm clock

___Books, magazines for relaxed reading

___Cell phone, handheld accessories

___Clothes for local weather conditions

___Exercise gear, walking shoes, bathing suit

___Eyewear: glasses, contact lenses and cleaning equipment, sunglasses
___Facial tissues

___Favorite music and player

___Healthy, energizing snacks

___Hotel comfort kit: slip-on footwear, moisturizers, lounging pajamas, hurnidifier
__ Medicine

___Pictures of loved ones

sk
__Toiletries
___Vitamin supplements
_Watch

_ Water

___Other:

care,including sunscreen
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Process Type

Deliverables

Key Features

15. Symposium. An opportunity to learn
from experts and discuss ideas with
colleagues over a day or more; may, for
example, be set up as a weeklong study
tourfocused on a specific topic;fre-
‘quently chaired rather than facilitated.

Summary of expert pre-
sentations; problem solv-
ing; networking; report

Participation by invitation
t0a profession or based
oninterest.
Speakersakey partof the.
agenda

Room setup usually the-
ater style.

16. Town hall meeting. A facilitated, open,
informal gathering where general pre-
sentations are made and views on a
subject are explored; usually halfa day
orless.

Background documents;
exploration of ideas and
approaches

Participation focuses on a
specific community.

Speakers usually leaders
with accountability
related to the topic

Room setup often infor-
mal;requires AV support
for special presentations.

17. Think tank. A gathering where a group
of experts, key informants, or opinion
leaders provide advice and ideas on a
specific topic; usually facilitated.

Collaborative, creative.
thinking on an important
topic;new ideas and
options for action rather
than decisions

Participation by invitation
to people with expertise.

Speakers spark discussion
and encourage creativity
and innovation.

Tools for working together
creatively,such as poster
walls and markers, may be.
used.

18. Workshop. A facilitated process with a
specific purpose for a limited time
period: for example,a few hours,a day,
aweekend, o a week; participants are
actively involved in doing work
focused on outcornes.

Conclusions,recommen-
dations, or decisions
related to objectives;
report

Effective room and group
setups vary considerably;
tables for taking notes.

helpfulin some situations.
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Which of the following items do you want to include in your participant database?
1. Name

2. Title

3. Organization

4. Position

5. Address:home

6. Address: business

7. Address:other

8. Phone:mobile

11. Pager

12, Faxnumber
13. E-mail address.
14. Web site
15. Education
16. Affiliation

17. Publications

18. Areas of

erest related to purpose of process
19. Questions participant s exploring in the topic area

20. Role:for example, speaker, committee member, participant
21, Publications participant recommends to other participants
22 Accessibility concerns

23. Food allergies and preferences

24. Accommodation requirements

25. Other:
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Name of Session:

Date:

Please shareyour thoughts on this program as we are undertaking some revisions Everyone’s comments will be
considered. Thanks!

1. What did you want most out of this program when you signed up?

Did you get what you wanted? Yes ___ No__ Please explain:

2. Overall, how well did you like the program? (Circle a number)

1 2 3 4 s
Notat All Very Much
Please explain:

3. What did you like most about the sessions?

4. What did you like least about the sessions?

5. Would you recommend this program to a friend? Yes ___ No
Why/Why not?

Would you like to get involved further with this program as a Leader, o to assist with recruiting other
Leaders?Yes___ No

Name: (optional)

Thanks!
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To:
From: [Name]

Re:

To

Planning Committee Members

Please review the attached invitation by c
feedback to me by (date].

‘what extent does this invitation fit the following criteri

a. Matches the tone of the session:for example, has just the
tight degree of formality or informality.

b. Uses an easy-to-read font.

<. Provides an easy-to-understand message at the right
language level for potential participants.

d. Describes the session as a solution to a problem.
. Representsfairly the conclusions in the prompter.
£, Includes allthe information required for a favorable response.

9. Suggests easy mechanisms for responding: for example, e-mail,
Web link fax number, free long-distance phone number.

h. Clearly articulates benefits to participants and their
affiliated organizations.

i, Provides motivation to register immediately.

J. Hasthe right balance of persuasion, information, and

engagement.
k. Hasa strong opening and closing.

Suggested improvements:

Poor

Average

ing numbers on the checklist below and send your

Excellent
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Checkall the items that you want to include in your confirmation letter to support speakers as they.
prepare their materials

Introduction

Thank you for accepting the invitation to speak; reasons why this speaker was invited
(review Exhibit 6.1)

Purpose of the session, where the presentation comes i the agenda (agenda attached to letter)

Presentation Overview

___Focus of the presentation,specific objectives

___Function of the presentation in the process

___ Special concems (if any) about the presentation in relation to the purpose of the process; challenges
or hot issues that participants are facing that the presentation or session could address

___How the presentation fits into the flow of the overall agenda; what participants will be doing before,
during,and after the presentation:for example, small-group discussions, lenary session questions
and answers,solo reflective tasks

___Other speakers:who s doing what, when, and why

___ Whatthe most appropriate tone would be, given the purpose and expected outcomes: for example,
challenging,inquiring, advocating, teaching, learning, discussive, motivating, or exploratory
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5. Focus on application and next steps. These questions invite responses about the type and extent of a
session's impact on an individual or group and on an organization's bottom line.

Sample Questions
a. From your perspective, what needs to happen first to follow through on the decisions made at
this meeting?

b. What are two things you learned that you would fike to incorporate in your work as a member of
the senior team?

. What concerns you most about next steps?

a

9
+ Thank participants for the feedback.
+ Confirm how and to whom the results will be distributed.

+ If the feedback form needs to be returned after the session, explain how.
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Item

Phase One: Orientation to the Project

1.1 Review background materials provided by client;clarify
and confirm purpose and objectives with client.

12 Prepare a preliminary draft agenda; meet with Workshop
Planning Committee to solicit input on proposed approach
and related decisions.

Phase Two: Complete Agenda and Design

2.1 Complete next draft of the working agenda and covering
letter. Distribute to meeting participants and ask for input.

2.2 Prepare detailed design including virtual steps, handouts,
and worksheets: for example, historical chronology, acronyms,
updated strategic plan. Solicit feedback from Workshop
Planning Committee.

23 Finalize agenda, preworkshop package,and covering letter.

24 Format and print meeting materials. Distribute materials to
meeting participants.

Phase Three: Facilitate the Workshop

3.1 Facilitate the workshop. Provide handouts as required,
including feedback form.

3.2 Work with report writer (provided by client) to ensure
comprehensive report.

Due

1720

131

210

220

2%
pZ3

3/5-6

Incl

Days

0s

0s

Incl

20

Incl,

n/a

20

Incl,

Who

crer

et

et

e
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Name of Process:

Date:

Please help us improve what we do by providing some feedback on our work with you.

1. Overall, how satisfied are you with our services on this project?

2. What did we accomplish in this project that added the most value to your own or your
organization's success?

3. What else could we have provided or done that you would have appreciated?

4. In one sentence, what will you tell your colleagues about our work with your organization?

5. May we use this statement as a testimor

6. May we use your name as a reference when requested by future clients? Yes___ No
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Task

Phase 4: SPWG Integration and Agenda Building

4.1 Prepare agenda for and facilitate a teleconference with
the SPWG to discuss work completed in phases 1,2,3 and
explore implications for development of draft agenda.
Discuss and agree on feedback and dissemination processes.

4.2 Prepare draft agenda and detailed design based on
task 33, Distribute to SPWG for input and then finalize.
Revise and finalize design in collaboration with client.

43 Finalize feedback and dissemination process and put
into play.

Phase 5: Pre-Session Package

5.1 Prepare package including final agenda; key terms and
acronyms; participant contact information; reports on
pre-session background document, survey, and interviews;
and two questions to think about before the session starts

5.2 Distribute package to participants, emphasizing the
importance of reflecting on the two pre-session questions.
ahead of time.

Phase 6:Retreat

6.1 In collaboration with client,finalize etailed retreat design.
Outline suggested opening remarks and send to Executive
Director, President, and Vice President for review and
feedback. Follow through as required for task 4.3 (feedback
and dissemination).

6.2 Facilitate the retreat with designated participants. Outputs
include mission, strategic directions, goals, communications
framework,and process for reviewing the plan. (Client
provides on-site note taker)

6.3 Prepare reporton the retreat (including a draft strategic
plan and a summary of feedback) and distribute to SPWG
for feedback. Integrate feedback and distribute second
draft to retreat participants. Prepare third draft based
on feedback and circulate to SPWG for final approval.

Phase 7:Evaluation and Dissemination

7.1 Given the operational nature of this step, we recommend
that the details of the communication and dissemination
strategy be based on strategic decisions made during task 4.3

Due

Aprs

Apris

Apr20

May 15

May 20

May 25

Jun1-2

Jun 30

thd

Days

10

20

Indl.

0s

n/a

Incl

20

20

thd

Who

C/soc.

C/soc.

Soc.

C/soc.

thd
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Professional Supplies (Mobil

Office)
___Business cards

__Calculator

___Computer and printer

___Dots n various sets (4 each, 5 each, 6 each)
__Hastics

_Eraser

___Extra paper for participants

___Flip-chart paper and stand

___Giveaways that make the session memorable
__Glue stick

__ Internet access equipment

___ Masking tape that doesn't remove paint from walls
___Paper clips,large and small

___PDA (personal digital assistant) or daybook
___Pens and pencils assorted colors
___Postitfip charts that adhere to walls without removing paint
__ Printer paper

__Ruler

__sdissors

___Stapler and staples (appropriate sizes)
___tick pins for buletin boards

___Sticky note pads, 2 sizes and 2 colors
___Tape (transparent and masking)
___Thiee-hole punch

_ Water-based, easy-to-see, unscented markers
___Other:
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10.

. Does the location have the right sizes and types of space and amenities required to
accommodate the agenda and number of participants?

. Will it support the desired ambience for the session?
Willit reflect the key messages we want to send?

4. s the facility accessible for participants with different abilities: physical, developmental o

intellectual, psychiatric,or economic?
How convenient is the location in terms of travel?

Will we need to provide transportation to and from the location:for example, from airports
orfrom train and bus stations?

Is public transportation available? At what cost?

How much time willt take participants to travel between the site and their workplace,
home,or hotel?

. Are other activities taking place nearby at the same time that might be noisy or distracting?

7. Whatare the venue policies for items such as signage; are the opening and closing hours of

various buildings an issue?

What special features such as recreational opportunities, entertainment options, and hospitality
suites are available on site or nearby?

Are there day-care options in the building or nearby? s there room available nearby where
children could play under supervision? Are toys and games available?

. Other:

Layout

n
12

13

14,

1s.

Where are the main entrance and exit, washrooms,fire escapes?

How does your site handle nutrition and stretch breaks: for example, in the room, outside the
foom, kitchen available, bring-your-own?

What seating options (chairs,table size and shape, room setup) do we have for a group this size?
(SeeTable 7.1)

Do we have two or three adjustable chairs for people with back problems?
Other:
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Category Pre-Session In-Session Post-Session
1. Participants | __Types Monitor: __ Acknowledgments,
_ Mix __Participants: ;‘;;;ka“wr‘l‘zmniq“e
— Numbers comfort, seating
aangements contributions
__Database Referrals
Neadsand __Speakers:timing —
" expectations __Facitators:comfort, | —mplementation
mobile office Support
__Persuade,inform, o Follow upon
Logistical letdowns | —
ergage == ‘commitments made
___Purpose, outcomes __Bringing people during a session
backfrom breaks
__Agenda __Relationship
Background __Facility management management
— policies;for example,
—Cost o smoking areas, —Update process
management

__Logistics location,
layout

__Whois coming

2. Speakers

__Functions: opening,
expert closing

__Confirmation letter

__Presentation outline

__Participant
engagement

__Introduction and
biography

__Distribution of
presentation materials

__Commercialism and
conflict-of interest
policies

3. Logistics

__Virtual

__Siteslocation, room
layout, environment,
technical, and
audiovisual

__Interpretation,
translation

windows open o
closed
__Timeliness of breaks
__Special needs; for
example, dietary
__ Accessibilty
__Weather and travel
arrangements
Launch:
__Participants:regis-
tration, including
unexpected parti
pants, security, and
safety

__Speakers:timing, AV
support

as printing

__Logistical letdowns
__Agenda changes

__Distribution of hand-
outs and worksheets

__Changesin travel
anangements

checklists based on
new learnings

__Close contracts and
provide feedback
onresults to
contractors and
planning committee
mermbers

__Provide the support
required to
communicate the
results of the
process up,down,
and inside the
sponsoring
organization
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Introduction
Does the introduction (two or three sentences) include
« Why feedback s requested—for example, o reflecti

n,celebration,improvement.

+ Who will eceive the feedback (disclosure).

+ How responses will be analyzed:for example, reviewed, collated,or summarized and interpreted on
the basis of themes,

+ How and when follow-up wil occur: feedback might for example, be acted on to improve future
sessions or enhance organizational functioning, shared with incividuals or groups,or used as a basis
for decision making.
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Task

Phase 1:Project Int

1

12

13

ion and Liaison—January

Project nitiation. Meet with clientto initiate the project;
identify relevant background information; iscuss
outputs, outcomes,and approaches.

Establish Strategic Planning Working Group (SPWG).
Prepare for and participate in a teleconference with

the SPWG to discuss and explore project objectives,
outcomes, and approaches.

Ongoing liaison. Communication and working meetings
(in person and on telephone) with client, SPWG,

and others associated with the project from January

to June.

Phase 2: Interviews and Surveys

21

22

Survey of members. In collaboration with a subcontractor,
design,distribute, and report on a Web-hosted member
survey (2500 members) with follow-up reminders to 500
selected members. Synthesize questionnaire results in a
report to support planning discussions.

Interviews with board members and key stakeholders.
Develop protocols and conduct telephone interviews
wiith Society board members and other key stakeholders
identified by the client (est. 20 interviews). Synthesize
interview results in a report to support planning
discussions

Phase 3: Essential Documents

31

32

Environmental scan and trends analysis. Client provides
background documentation, including a progress report
on the 1990 strategic plan.

Consultant works with subcontractor to develop an
environmental scan and trends analysis based on
documents relevant to the Society.

Report on tasks 2.1,2.2,3.1. Prepare a report that
integrates the results of the scan, interviews, and
surveysnto key themes to consider throughout

the strategic planning process.

Due

Jans

Jang

Jan to Jun

Jan 15

Feb1s

Jan 15

Feb28

Mar31

Days

os

05

40

60

30

n/a

40

30

Who

Soc.

Soc.

C/soc.

Soc.
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Health, Safety, and Security

16. What healthy, eco-friendly options does the facility provide? For example:
Menus of healthy, environmentally frienclly, and appealing food, incorporating local,
seasonal, and organically grown foods wherever possible (no preservatives on salad bar
ingredients)

Markers that are nontoxic and unscented
chart pads and handouts made of recycled paper

Beverages, condiments,and other food items served in multiuse containers (such as pitchers
and containers) rather than one-time, individual packages

Pitchers of water and glasses on tables instead of plastic bottles
Recyclable food and beverage packaging
ins in the meeting rooms for recyclable materials

Reusable beverage mugs, glasses, cutlery, dishware,and linens—no disposable items such as
paper napkins or cups

___ Notice about removing items such as nuts and scents due to allergies
___Fair trade beverages

___Leftover food donated to a local food bank or soup kitchen or composted
__Directions for using public transit

___Energy-efficient lighting

17. How is room temperature controlled? Where are the lighting and heating controls? Can seating
be arranged to avoid drafts?

18. Can the facility recommend some interesting walking tours and jogging paths where
participants willfeel comfortable getting some fresh air?
19. How safe and secure s the location: for example, can participants walk and drive without fears for
their safety?
20. Where can people park their cars? Is the area lit and patrolled regularly?

21. If safety is an issue, what type of security should we have in place so that participants feel
comfortable in this location?

22. Will participants be able to leave belongings in the meeting room while they go to another room
orlocation for lunch?

23. I the room being used by anyone else in the evenings when we aren' there? If not, can flip charts,
posters,and other materials be leftn the room from one session to the next,from day to day?

24. When are personnel available to open and to lock p the location:for example, at meals, breaks,
and end of day? Or are we able to lock the room up when we aren't there?

25. Will people not in our session be able to walk around near the rooms we are using?

26. If breaks and lunch are in the hall outside the main room, how does the facility ensure that
supplies for them are not used by others?

27. Whatdoes the building insurance policy cover with respect to theft?
28, Other:
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Type of Agreement

Benefits

Risks

Verbal, handshake. An informal,
consensual promise exchanged
between parties.

In some cultures (countries,
organizations) itis quicker,
easier to do,and binding.

More difficult to enforce.

Can be problematic when
disagreements arise and there.
is no written document to
confirm arrangements.

In some cultures may take a
significant period of time.

Letter of agreement or memo of
understanding. A document
describing a relationship
between parties and their
commitments or responsibilties.

Best used when a definition of
details is not required at the.
frontend,

Less formal and quicker to
develop than a formal contract.

Protectsall parties,

Easy to understand.

Not enough detail when there
is potentialfor disagreement
about the nature or amount of
workinvolved.

Contract.A formal, written
agreement that s usually pre-
pared by a legal professional.

Thereis  clear and legally eli-
able agreementamong those.
providing and receiving services;
includes a detailed work plan.

Takes more time and energy to
develop.

Requires legal involvement and
related fees, especially when
things don't go as planned.

Fixed-price contract.Requires a
service be provided for a total
price agreed upon before
the service begins; the price
remains fixed and is not sub-
jectto further adjustment

Work plan, outcomes, and bud-
get can be described in detail
by both parties.

Generally used when reasonably
definitive specifications are

available and prices can be
estimated based on them.

Ifit costs more to deliver the
service than originally esti-
mated, the contractor gets paid
only the amount originally
agreed on. If it costs less the
contractor makes more than
estimated

Cost-reimbursement contract.
Defines all incurred costs.
that can be allocated to the
contract;a predetermined
ceiling is usually established.

Best to use when needs and
services required are unpre-
dictable or when changes are
expected in the lfe of the
contract.

Requires ongoing monitoring
by the parties.

The contract may expand or
shrink,causing additional
changes and scheduling
challenges for those involved.
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Name of event:

Participant’s name,ttle, organization, and address (if applicable):

Address for courier delivery:

Telephone: Mobile: Fax:

E-mail: Web site:

Fax___ Em:

Meeting materials will be in language]. Do you require translation?
Yes__ No___ Ifyes,please specify language:

The proceedings will be conducted in [language). Do you require simultaneous interpretation?
Yes__ No___ Ifyes,please specify language:

May we nclude all or part of your contact information (name,title, organization, address, e-ma, telephone
numbers) in the participant listand report for this meeting?

Yes. No Partial only If partial only, please specify:

Meeting Requirements

We want to ensure that you have as pleasant and productive an experience s possible during this meeting.
Do you have any special dietary or other requirements?

Dietary:

Other:

Accommodation Requirements
Do you require accommodation? Yes___ No

Duration of stay (arrival date and time and departure date):

Checkin: Check out:

Please bring a credit card with you for incidental expenses. Name on card:

Special room requirements:
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Please shareyour thoughts on the conference so that we can improve for next year. Everyone's comments wil be
included in an anonymous report which will be considered carefully by the Planning Committee.

Conference Feedback: Workshops
Iam evaluating (check one) for [date]:

9am.todpm. Coaching Skills
9am.to12pm. Understanding the Marketplace
1pm.todpm. Revenue Generation Options

Group Facilitation: Asking the Right Questions
Process Design: Making it Work

Location:
Date:
12 3 4 s
Strongly strongly
Disagree  Neutral Agree
Session Content
a. The session content was relevant to my needs. T2 3 a4 s
b. The session length was suitable to cover the content T2 3 4 s
and concerns thoroughly.
<. lleared valuable information/tools/ideas that | can T2 3 4 s
implement in my office.
Presenters’ Effectiveness
d. The presenters delivered what was described in the T2 3 4 s
program brochure.
e. The presenters were engaging,interesting, informative, T2 3 a4 s
and well prepared.
. The presenters used appropriate audiovisual support. 12 3 a4 s

Facilitator's Effectiveness

9. The agenda provided a comprehensive and stimulating T2 3 4 s
‘approach to addressing the session objectives.

h. The facilitator engaged participants appropriately given T2 3 4 s
the purpose of the session.
Comments:
Thank you!

Please turn in your completed form at the registration desk.
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Name of Session:

Date:

Please tellus how this session is working so far. Everyone’s comments will be collated and presented back to the
‘group for discussion and action. Thanks!

1. So far,| would describe our session as (circle one:
Unsuccessful Successful
12 3 4 s

2. What | like most about the session:

3. What | would like to see changed:

4. What | am learning from other participants:

5. Something else I like to say:

Thankyou!
Please leave your feedback on the table at the door.
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Very

Notat All Much
1. How did we do? 12 3 4
a. To what extent did our work assist the client o o o o
in achieving their goals?
b. To what extent did our work add value to the. o o o o
client’s expected outcomes?
¢. To what extent did we deliver on time? o o o o
d. To what extent did we deliver on budget? o o o o
e. To what extent were client leaders engaged o o o o
in the project?
f. To what extent were we innovative on this project? o o o o
9. To what extent s this innovative approach or o o o o
product reusable with other client groups?
h. To what extent did we support positive visiblty for o o o o
our client among key stakeholder groups?
i To what extent did we enjoy this project? o o o o

2. What difficulties did we encounter with this project?

Did we contribute to any of these difficulties? f so, how?

3. What worked well?

4. If we could do this again, what would we do differently?
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Complete this checklist for each session where accessibility is an issue.

Accommodating Differences

1. Does this venue, country, or region have its own pol
legislation regarding matters such as
__Dress
__Food
___Tobacco
—__Liquor
__ privacy

, customs,religious rituals and holidays, or

___Gender-based interactions, seating arrangements

2. What language considerations need to be addressed? For example:
__Official languages for a country or a session
___Language preferences for background documents
___Translation and interpretation services
___ Materials (agendas, handouts, worksheets) to interpreters ahead of time
___ Whisper interpreters for use during small-group discussions

Identification

3. Whatiidentification should we use?
___Name badges
___Place cards
__Both

4. What are our options for content and format? For example, should we use
___Educational degrees
__Titles
___ Affiiations
___Large print

Accessibi

ity
5. What are the relevant values, policies, programs, laws, and agreements related to accessibility that
‘may require specific action for compliance? For example, do we need

___Signers for individuals who are deaf

__Braille handouts

___ Space for wheelchair seating

___ Anassistant allocated to provide various kinds of support
___Plain language reports
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Place a checkmark next to the items that should be included in your confirmation letter.
___Thank the participant for the registration.

___ Confirm the sessions he or she i attending.

___Confirm the purpose of the session and the agenda.

___ Describe participants: number, backgrounds, experience.

___ Askfor completion of a needs assessment.

___ Confirm work that needs to be done prior to the session.

___Emphasize expectations about participation throughout the entire process.
___Includea pre-session package.

__Provideinformation about travel and accommodation, explain expense claims, describe special events.
___Explain how the session report will be handled.

___ Provide contact information for requests for additional information.





OEBPS/pitt_9780470522431_oeb_093_r1.jpg





OEBPS/pitt_9780470522431_oeb_113_r1.jpg
roN [HE

WEB





OEBPS/pitt_9780470522431_oeb_024_r1.gif
APPROACH \

@\&fﬁlﬂo






OEBPS/pitt_9780470522431_oeb_004_r1.gif
Process Type

Deliverables

Key Features

Annual general meeting (AGM). A regu-
lar session with board members and
‘general members of a not-for-profit
group or other organization; focus is
primarily on reporting on the past year
and voting on key decisions for the
future; usually chaired rather than facil-
itated.

Updates;ssues analysis;
report; decisions on key
agenda items, based on
voting

Presentations enhance
attendance or highlight
business items or current
issues.

Often substantial audio-

visual (AV) and technical
support.

Board meeting. A regular meeting of an
organization's board of directors (and
often some members) focused on the
policies and related decisions required
to manage the business or program as
described in the organization's srate-
gic plan; usually chaired rather than
facilitated.

Problem solving; policy
development;strategic
plan; ethical guidelines;
decisions on strategic
items,often with a confi-
dential voting process

Room setup often an
open rectangle.
Presentations by infor-
mants for educational
purposes.

Charrette. A faciltated, collaborative,
intensive work session that usually
takes place over several days and with
allinterested parties as participants
(National Charrette Institute, 2008).

Problem identification and
description;information
sharing; consensus-based
decision making focused
on community ownership

Expert speakers as
required to support deci-
sion making.

Aseries of meetings and
design sessions com-
pressed into several days.

Chartered forum. A membership-based
assembly of like-minded individuals
(for example, professionals) who meet
virtually or in person through a regular
forum (for example, biannually) or on
an ongoing basis to discuss, coordi-
nate, and promote common issues and
areas of interest; may be chaired o
facilitated.

Issues identification;
analysis and resolution;
practice guidelines; some-
times involves consensus-
based decision making

Guests and new members
may be included.

Speakers bring interesting
perspectives on new
issues and approaches.

Presentation outlines sup-
porttechnical discussions
and note taking.

Virtual and real-time dis-
cussions in small groups
and plenary sessions.

Colloquium. An academic conference
or seminar of interested participants,
focused on dialogue and conversation;
usually chaired.

Knowledge transfer and
exchange; networking;
community development

Speakers with academic
expertise.

Discussions in plenary ses-
sion and informal small
groups:for example,
standing around café
tables during breaks

Copies of presentations
often provided.
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Options for

Implications

Examples

Open

Available to all:no restrictions
on who may attend.
Participants attend based on
‘whether a topic or purpose
and objectives meet their
needs and interests or those of
agroup they represent

Invitations are often
announcements or
advertisements rather
than letters; they often
suggest the types of
people who might be
interested.

A seminar on learning-cen-
tered approaches to educa-
tion is open to the publi

Atraining session on man-
aging diversity at work is
available to all employees.
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. Ifl were the facilitator of the session:
What | would continue doing is:

What | would do differently is:

3. Focus on participation. These questions invite responses about the mix of participants and the
effectiveness of peoples participation.

Sample Questions
a. What | am learning (or have learned) from other participants is:

b. What we could do to help each other tomorrow (or after the session)

. One thing | am doing (or did) to contribute to the success of the session is:

4. Focus on the session environment, logistics, and organization. These questions invite responses about
the effectiveness of such session supports as,for example, people management, facilties, travel and
accommodation, communication, and marketing.

Sample Questions
a. Please circle the appropriate numbers to describe your opinion of the setting:

Poor Excellent
1 2 3 4 H 6
Location 1 2 3 4 H 6
Accommodation 1 2 3 4 s 6
Other 1 2 3 4 H 6

b. Please explain your ratings:

. Whataspects of the facility or environment:
Supported your participation?

Did not support your participation?
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Name of Session:

Date:

1. Overall participant reactions to the session:

2. What went well for me in terms of the management function?

In the previous response,circle the item that was the high point for you.

3. What would | o differently f | could do this over again?

In the previous response, circle th

m that was the low p

for you.

4. What “unfinished business”do | need to discuss with the client or the planning committee, or both?

5. What did | learn about the management function in facilitated processes by doing this work?

6. What do I need to add, change, or delete on my checklists the next time | manage a facilitated
session?
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Review this list,and for each function identify the speaker(s) primarily responsible for that function. Insert
the initials of each speaker in the appropriate right-hand column, depending on whether he or she s an
‘opening, topical, or closing speaker when fulfiling this function.

SpeakerType
Opening Topical Closing
Speaker Function Speaker Speaker Speaker

‘Demonstrate credibility and commitment:
Bring expertise, experience, and an informed perspective whether
on-the-ground or big picture
Support the session's purpose and objectives
Communicate the context:
Relate to the situation and historical events giving rise to the
session (past)
Link to potential benefits for key stakeholders and larger
constituencies (present)
Talk about how the results of this session can fit with related
initiatives (future)
State the core assumptions and key considerations (Strachan and
Tomlinson, 2008, p.98) underlying the session:
Identify basic givens on which the session or process i based,
such as“funding is fixed for the next 12 months”
Identify important issues that must be addressed throughout the
process, such as “funding for the next 12 months s in jeopardy”

Engage and challenge participants:
Generate discussion and controversy
Advocate fora point of view
Be colorful and interesting to lsten to
Invite others to debate and entertain new ideas
Listen and respond well to questions

Explain complex concepts in a compeling way thatis readily understood:
Outline a specific perspective on the stated topic -
Relate information clearly to the session purpose .
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Name of Process:

Date:

Please tellus about your impressions of this session. Your comments will be summarizedin a report, Your name
willnot be attached to the information from the fist four questions.

The purpose of this meeting was to involve members of the X community in the development of a
comprehensive network.

1. To what extent dic we achieve the meeting purpose? (Circle one)
Unsuccessful Successful
1 2 3 4 5

2. What | appreciated most about this meeting was:

3. What | appreciated least about this meeting was:

4. Further comments:

+..and Next Steps

5. Would you/your organization like to be involved with the Network in the future? (Please circle your
response) Yes / No

Ifno, please explain:

Ifyes, please check off the areas in which you would like to be involved:
Coordination ___ Feedback ___ Content

Dissemination ___ Operations ___

How would you like to be involved?

___Asamember of a working group, committee, or similar group

By receiving regular updates on the Network and its progress

___Onan as-needed basis for the following areas of expertise (please lis them):

Other. Please explain

Narme:

Organization:

Thank you!
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Category Pre-Session In-Session Post-Session
_Participants
identification,
preparation, comfort,
accessibilty safety,
security
__Facilitators:mobile
office travel, self-care
__Print materials
__Interational
requirements
4. Documents | __Purpose,objec Monitor: __Distribution of final
outcomes _ Comimentsabout listof participants
m __Agenda participant __Invoices, expense
Goscary:wordsand appropriateness to claim submissions,
=== | aconyms topic andlevel of and timely payment
__Factsheets Spere —Debriefing meeting
__Changesto with client and
—f:f:‘r%: :“::: participants list such planning committee
as additional " Recycling:name
__Historical chronology contactinformation tage,place carcs,
__Listof participants __Commentson extra paper
__Privacy and Whether fees, __Acton summative
confidentiality pol expenses, location, feedback
and soon,are o nowed:
upport knowledge
5. Feedback | __Information required appropriate ot
i —Feedbackon stakeholders for the
distributed puinosesof

documents: make
changes as required

Launch:

__Written feedback
forms.

__Reportsand other
documents as
required

implementation
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1. What are the coordinates: date(s) and location?

2. What are the purpose, outcomes, and deliverables (if the latter are known)?

3. Process leadership:what's in place? (See the definitions later in this chapter and check all that apply)
Primary client
Facilitator(s): internal, external, small group, table.

___Project manager
___Designer
__Chair

___ Moderator
___Planning group
___Other:

4. What type of process or session is this? (See Table 1.1 for definitions of these eighteen types.)

___ Annual general meeting ___Kickoff meeting
___Board meeting ___Roundtable
___Charrette ___search conference
___Charteredforum __ Seminar
___Colloquium _ Summit
___Community conversation ___ Symposium
___Conference ___Town hall meeting
___Consultation __Thinktank

Forum Workshop
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ms that you want to include in

your invitation. On the right-hand side note any elements (%, or E) that you want to emphasize for each

checked item.

Agenda
1. Agenda overview, including starting and finishing times and free time for participants,
main parts of the agenda, and how they flow together

Background

2. Why this event now: history leading up to the initiative

3. Pertinent quotations, statistics, articles,related references

4. How the process i aligned with the values of the sponsoring organization or
related sector

5. Signature of the person with authority and respor names and credentials of

planning committee members

PLE
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Cost Estimate

Professional services: 285 days @ $ per day

Phase 1: Project Initiation and Liaison

Phase 2 Interviews and Surveys
Phase 3; Essential Documents

Phase 4: SPWG Integration and Agenda Building
Phase 5: Pre-Session Package

Phase 6: Retreat

Phase 7: Evaluation and Dissemination

Total professional services

[Note: There are many different ways to calculate fees.
The per diem approach used in this estimate isjust
one example.]

Administrative fee (printing drafts telephone calls,

Web hosting, reminders to slow respondents, data entry):

@9%of professional fees or at estimated cost (receipts
to be submitted)

Travel and accommodation (f applicable): @ estimated
cost (receipts to be submitted) or as per corporate or
government guidelines

Ifair travel over 1.5 hours s in executive class, no
additional fees are charged.

Ifair travel over 1.5 hours s in economy class,travel
time s charged at § per travel day.

subtotal
Applicable taxes (temized)
ToTAL

50days
9.0days
7.0days
30days
05 days
40days
00days

285days
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Business, industry,and labor
City council

City mayor

County board

County executive

Hospital boards

Housing authority
Judiciary

Law enforcement
Nonprofit organizations
Religious leaders.
School administration

School boards
Social and human services
Town boards

Village boards

Zoning boards
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Process Type

D

iverables

Key Features

10. Kickoff meeting. An initial session of a
longer project or process where the
focus s on building enthusiasm and
understanding for an agenda, key
themes,or issues;often half a day or
less; usually facilitated.

Commitment to and buy-
foran idea or project

Participation by invitation
toa specific group.

Motivational speakers
usually featured

Themed giveaways,
videos,and special effects
frequently employed.

11. Roundtable. A facilitated or chaired
workshop where expertinvitees share
equalinfluence and status; most
roundtables process information on a
subject with a view toward decision
making at the conclusion of the
process. (King Arthur and his chosen
knights are said to have satata round
table 50 that none would have prefer-
ence [see,for example, Timeless Myths,
2008))

Input to decision making;
‘question generation infor-
mation sharing; creative
thinking

Participants are experts,so
few orno speakers
required.

Seating arrangement sup-
ports eye contact and
equality of participants.

12. Search conference. A facilitated oppor-
tunity to discover common ground
and imagine an ideal future; uses
methods of discovery, analysis,and dia-
logue to broaden perspectives, expand
horizons,and lead to committed action
(Weisbord and others, 1992, p.xii).

Decisions or recommen
dations on vision, strategic
directions, community
and network develop-
ment, and next steps

Speakers may provide a
focus for discussions that
follow.

Room layout corresponds
toagenda; must support
equitable and intensive
discussion.

13. Seminar. A short (often a few hours),
intensive course of study on a specific
topic;often a meeting of specialists;
usually smallin size and chaired, not
faciltated.

Informed speakers;
knowledge transfer and
exchangecritical reflection;
presentation summaries

Participation based on
interestor restricted by
invitation.

Speakers are a highlight
and focus on a specific
topic.

Room setup often theater
style.

14. Summit. A facilitated conference where
leading people i a topic area meet to

uss and come to agreement on key

considerations for the future.

Informed speakers;techni-
cal background docu-
ments;conclusions and
recommendations

Participation by invitation
tocurrentor future lead-
ersinafield.

High-profile speakers
usually featured.
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Controlling Caroline

Anxious-to-Please Annie

Overconsulting Oliver

Bureaucratic Bill
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Sample questions that participants are likely to ask the speaker
Presentation review:key points

Resource Materials
Requirements for print materials such as a presentation outline to be distributed to participants prior
to the presentation

___ Submission timelines.
Pre-session package: for example, information for participants, relevant Web sites, presentation outline,
speaker biography

Participants (Chapter Five)

__ Number, backgrounds,sectors

___Experience i the topic area, demographics, academic backgrounds, expectations
__ Needs assessments

Timing of Presentations and Discussions
__Allocation of times in the agenda
___How time will be monitored
___Rationale

Logistics and Audiovisual and Technical Support (Chapter Seven)
___Room setup:for example,tables, podium,lighting

__ Whatisandis not available

___ Remote control options

Compensation and Expenses
Fees

Travel and accommodation

Report
___ Recorder,report witer, drafts,final approval
___ Acknowledgments

___Inclusion of presentation

Policies

___Copyright

___Commercialism, such as speaker marketing, selling of books
___Conflict of interest

Closing

__ Whatthe speaker can expect to get out of the session given participants' background and experience
___Contactinformation

___ Whatwould make for a very successful presentation from your point of view
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5.5 days @ $/day
5% administrative
5% taxes

Total estimate this project





OEBPS/pitt_9780470522431_oeb_108_r1.jpg
’//

;/





