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COURSE DESCRIPTION





Industry Week says that the cost of wasted time in unproductive meetings exceeds $37 billion annually.  Yet meetings are a necessity of work life.  So if you are spending valuable time in meetings, shouldn't they be a place to make decisions, reach consensus, and move on to action?

This program shows you how to run a productive meeting.  And that's not something anyone is born knowing; it's something you learn.  How to Lead a Meeting gives you the information--and the tools--you need.  You will learn the art of meeting leadership as well as specific techniques you can use to facilitate successful meetings.

Participants will learn to:

· Create workable meeting agendas that focus outcomes

· Facilitate brainstorming and new idea development

· Get everyone to participate--even the quiet and the reluctant attendees

· Keep meetings on track and get them back on track when they stray

· Handle interruptions and disruptions

· Build consensus and get buy-in for decisions even without 100% agreement

· Ensure that attendees come to meetings prepared

· Raise the ratio of meeting decisions that are actually implemented







WHO SHOULD ATTEND AND PREREQUISITES





 This course is designed for anyone who arranges, plans and leads meetings 

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Interactive, live video teletraining





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible, but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows."





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. Also, please include your Training Coordinator's name, email address and phone number in block 18 on the DD Form 1556.





