Universal Agenda

Overview:  This began as clever way of gaining people’s ideas around a topic.  Meyers-Briggs definition of Exroverts is they tend to process their what they think as they speak.  A strong extrovert would be wise warn those listening not to pay attention until he talks through what he thinks.  The strong Introvert (who has to think in order to know what to speak) may misconstrue this as babbling.  This is a way to get the two to understand and help the other out.

Objectives:

1. Starts with a clean sheet (your idea is as good as my idea)

2. Collectively grow the agenda with the team (promotes team ownership)

3. Promote team member diligence to seek out things to cover, uncover and discover

Materials:  Everyone gets a copy of the Universal Agenda

Procedure:

1. Tell everyone that you were too disorganized to make an agenda and need everyone’s help to complete this worksheet.  In the  55 minutes, what do you think we can legitimately accomplish?  Let’s all write it down.  (It’s a way of burning in the order and pace of the discussion)

2. Once the agenda is complete, ask if everyone will monitor his or her input to achieve all of these.

3. In the course of the meeting, as an action item surfaces, ask who will complete the item and where should it go on the agenda (cover for next time, uncover like fact finding, discover like come back complete)

4. The approach turns minds into heat-seeking missile for what’s missing and what needs to be done for the success of the meeting.

5. Have the team call out all the action items that were brought up, who owns them, and what is to be complete by next time.

Alternative:

Use the handout as a pre-think piece.  Send the Universal Agenda out ahead of time with the instructions to at least return with items for the Things to Cover.  Also if there are things to uncover or discover, please jot them down.  Hand out a blank Universal Agenda for them to work with during the meeting.
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