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Define the

meeting objective Use the Central Topic

Brainstorm topics

for discussion Create a Main Topic

KState the objective for the topic

Keep to a reasonable number of topics

Use Subtopics for

rioritize topics to . . .
P P categories within Topics

create an Agenda

Reorganize and

Place most important topics first

Distribute prior to meeting to help
participants prepare

Optional Arrive and start on time

Include a Topic with
meeting guidelines, for
example:

Stick to the agenda

Focus discussion on the agenda

Listen to understand

Respect different view points

End on time
Direction

Refer to Agenda map Focus

L Objective

Use Focus on Topic (F3) command

For each topic

Record ALL Encourages participation

contributions [ nstijjls confidence

Collect ideas on ‘ Fosters creative thinking

agenda map

Include a Topic to
collect unrelated ideas
for future consideration

Note consensus decisions




