H245 Agenda Assignment
Due Tuesday, February 12
The scenario: You are the chairperson of a 12-person committee exploring options for transportation between the hospitals of downtown Indianapolis. Specifically, you are considering whether or not the People Mover is the best method of transportation, or if there might be other options that are safe, time-efficient, and cost effective. You will eventually need to submit a suggestion for addressing transportation to a larger governing body.
Your committee has split into smaller groups (sub-committees) to explore the following options:
· Keeping the People Mover as-in
· Upgrading the People Mover
· Instituting a bus system
· Utilizing a car/taxi service
· Eliminating transportation options between hospitals
In the next committee meeting, you will be hearing reports from each sub-committee, and your team must make a plan to start drafting a proposal to share with your governing body. When thinking about the flow of the meeting, consider the following points:
· Does the group know each other, or should you provide time for introductions?
· How long should each group have to present their research?
· What issues should each sub-committee report on? (Cost of installation, cost of upkeep, potential liability/hazards, etc.)
· How will your group handle writing the proposal? 
· What are next steps for the committee to achieve their objective?

The assignment: You need to prepare (which includes writing an agenda) to make sure the upcoming meeting goes as efficiently as possible. The meeting is scheduled to last 2 hours. Submit a Word document that does the following:
1. On Page 1, details your prep work. Name at least 5 things that you, as the meeting chair, are going to do ahead of the meeting to ensure it’s successful.

2. On Page 2, provide a meeting agenda. Your agenda should contain the following elements:
· The date, time, and title of the group/meeting at the top
· The intended result of each section
· The time allotted for each section
· The names of people in charge of presenting each section
Use the resources from the “Tuesday Online Class,” particularly the “How to Arrange and Conduct Effective Healthcare Meetings” article for assistance.

See the following page for a sample agenda. 




Sample Agenda

[bookmark: _GoBack]Welcoming Campus Initiative Project Meeting
Tuesday, August 21st 
12:00 PM
Hine Hall 234D

12:00 – 12:05 	Welcome and Introductions (Keely)

12:05 – 12:15 	Food Update (Helen and Laura) 
· Chartwells vs. outside vendor
· Location for lunch

12:15 – 12:25	Budget Update (Helen)

12:25 – 12:35	Possible Conference App (Laura)
· Cost for less than 250 users
· Possible follow-up after conference
· Evaluations through the app

12:35 – 12: 50	Programming (Keely)
· Still need availability responses from 4 session presenters
· Mystery submission!
· Update on opening activity (Vicki)

12:50 – 1:05	Schedules (Laura, Betsy)
· Current draft
· Registration Process

1:05 – 1:15	Marketing
· Who wants what pieces?

1:15 – 1:25	Timelines & To-Dos
· Assign tasks

1:25 – 1:30	Select date for Next Meeting(s)

Date and Time Confirmation
Hine Hall/University Tower from 8:00-5:00
Friday, November 2nd 

1. Auditorium (350)
2. Indiana Room (50)
3. Presidents Room (50)
4. Purdue Room (30)
5. 234D (20)
6. 206 (50)
7. 208 (50)
8. 216 (50)

Total cost: $1375.00




