WORK MEETINGS
Having a productive work meetings is an art, because often
·  The meetings takes too long.
·  You have not discussed every point on the agenda.
·  Group members are distracted and do not stick to the agenda.
·  There is a lot of discussion but no decisions.
·  Nobody listens to each other.
·  Only have of the group members reads the agenda before the meeting.
Whether the work meetings is productive depends largely on the chair and his ability to lead the conversation. The group members should also make an effort to contribute. 
The work meeting is a form of conversation that is used to discuss your tasks regarding the current web quest.
In these meetings all group members should actively contribute and be able to vent his or her ideas about the working process. Every contribution of knowledge, experiences and ideas is important. 
CONTENT AND GOAL
Before a meeting you will determine the content of this meeting. A meeting can have different goals that can differ for every point on the agenda. This goal should be the red line through your conversation and every group member is responsible for reaching this goal at the end of the meeting. The most important goals are listed below:
· Exchanging information (e.g. presenting your plan of action).
· Gathering opinions about a proposal.
· Analysing a problem.
· Making collective agreements (e.g. what will we do during our sales action?).
PROCESS
Your working method will determine how your goal is achieved. It is really important that everyone feels that he or she can contribute in a significant way. Try to listen to others, do not create a hubbub  and include everyone in the conversation. A good working atmosphere is important! The chair will guard the progress of the work meeting. This means he or she will sometimes have to strict to ensure a productive meeting. He or she will have to encourage some group members to contribute, while silencing others that talk too much. 

PROCEDURES
The procedures of the work meeting will consist of agreements about the goal, time, location, people present, etc. Part of the procedures will included in the agenda. This makes the agenda an important part of the prepartion for a meeting. 
The chair makes the agenda and decides what subjects will be discussed. The group members can propose subjects for the agenda before the meeting. The chair will decide when the discussion about a point on the agenda is finished, because he or she leads the discussion.
One of the group members will fulfil the role of secretary. He or she will record the agreements that are made during the work meetings. This means writing down what is agreed upon and on in which subject, who is responsible for the agreement and when the tasks are finished (date).  These agreements/tasks can be included in the action and decision list or in a report. This report will be typed out and be mailed to all group members.  
The agenda includes the following points:

1. Introduction by the chair;
2. Action and decision list or report of previous meeting. A short discussion or question about previous meeting;
3 announcements (NOTE: The chair could start with the words “we all know why we are here….” However, this is very often not the case. Therefore, the chair should start by explaining the goal of this meeting e.g. exchaning information, sharing opinions, problem analysis or making decisions. Discuss with your group what problems you encounter. That will be the redline of your discussion. It is very important that this is clear for everyone.  
4 Subjects for discussion (This can include a variety of subjects. The chair  can put a time limit for every subject. This makes your meeting more efficient.);
5 Agreements for next meeting (The chair will ask the secretary who and when tasks should be finished. This will be written in the action and decision list;
6 Questions (every group member may ask a question about every subject. You can have short discussion for every question. The chair may decide to put the question on the agenda for next week;  

7 Conclusion (The chair will conclude the meeting and determine the date and time of the next meeting).
Assignment
· What goals can a work meeting have?
· What is the standard structure of the agenda?

· What is an action and decision list?
· What are the tasks of a chair?
· What are the tasks of a secretary? 

· What are the tasks of the group members?
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