	NORTHEAST REGION

TRAINING OPPORTUNITY

	COURSE TITLE
	RUNNING MEETINGS EFFECTIVELY

	VENDOR
	Corporate Support Services, Inc., 114 East 32nd Street, New York, New York 10016

	DATES/LOCATION
	27 Apr 07,  Aberdeen Proving Ground, MD

	LENGTH
	1 Day (8 hours)

	START/END TIMES
	0800 - 1600

	COST
	$155

	REGISTRATION DEADLINE
	5 Apr 07
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.

	COURSE MANAGER
	Kelly Smith, DSN 458-1375, or (410) 306-1375, Send an email message to the Course Manager if you are interested in taking this course: Kelly.Smith13@us.army.mil

	COURSE DESCRIPTION

	With more and more demands placed upon their time, most workers are eager to reduce the amount of time they spend in meetings.  Yet most people spend an increasingly large percentage of their day meeting with others which is both time consuming and costly.  Thus meeting time needs to be as targeted and efficient as possible. 
This highly interactive course addresses important key issues in the three phases of effective meeting management and draws upon real situations that participants face.
Course Objectives:
· Increase meeting time efficiency and productivity

· Reduce the length and number of meetings 

· Boost creativity, teamwork, and cooperation

· Manage time and information better

· Enhance meeting follow-up 

· Increase overall productivity 
Key Topics/Issues Addressed:
· Is this meeting necessary?

· Clarifying meeting objectives and attendance

· The importance of an agenda 

· Pre-meeting planning, preparation and notification

· Meeting logistics

· Meeting punctuality, roles, responsibilities, ground rules
· Meeting sequence

· Problem-solving and decision-making tools
· Communicating productively

· Controlling the discussion / handling conflict

· Bringing the meeting to closure: action items and next steps

· Meeting notes and circulation of findings

· Meeting effectiveness review



	WHO SHOULD ATTEND AND PREREQUISITES

	Audience:  all Government managers, supervisors, team leaders, and staff who are responsible for leading 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

	Highly interactive with lecture, discussion, exercises, self-assessment, and role-play.

	HOW TO NOMINATE

	FAX Page 1 (front only), DD Form 1556 to NE Region Training Center, AG1 (CP), (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.belvoir.army.mil/eur/training/training_tools/1556.htm for instructions. 


