Peoria Area World Affairs Council

Strategic Planning Session Minutes

March 9, 2006

The strategic planning session of the Peoria Area World Affairs Council (PAWAC) was called to order by President-Elect Janet Roth with welcome and introduction of members in attendance at 5:02 p.m. Thursday, March 9, 2006 at the law offices of Miller, Hall, and Triggs, Peoria, IL

Welcome and Introductions: Janet Roth, President-Elect

A strategic planning session was held in place of the regular business meeting.  Lizanne Gray was the presenter and mediator.

Steps to manage committees:

1) Scope statement – What do we want to do? Summary (brief paragraph), listing products/services you do for the organization.  Who do we serve?  Customers?  Who is our audience? Justify your purpose.  Make list of deliverables* and success criteria.  Do you have any constraints - $, time, etc?  What assumptions are being made?  Organize committee into functional areas.  What are the risks?  How will you schedule follow up?  

*Deliverable – services or things you accomplish and do well. 

2) Work Breakdown Structure (WBS) – What do we need to do to accomplish this goal? Identify tasks.  Use Crawford slips, which are slips of paper showing ideas as they are generated, to show deliverables at the top.  

3) Estimate time to complete tasks – use three-point estimate of low, probable, and high based on previous experience.  Use network diagram for schedule.

4) Create calendar

The committees broke into groups to follow the above brainstorming structure.  As a result of the committee discussions, the need to sort out overlap issues among the committees emerged.

Other helpful hints to mange successful committees:

· A project journal must be kept

· Define what needs to be done so others can take over as needed.

The PAWAC strategic planning session adjourned at 7:20 p.m. 
Respectfully submitted,

Melissa Henry
Attendees – Lizanne Gray, John Jorgensen, Janet Roth, Melissa Henry, Catharine Schaidle, Elliott Murray, Ali Zahoori, Mary Jo Garesché, Dick Sanders, John Rathbun, Judy Triggs, Dennis Triggs, Jackie Buster, Mac Pogue, Nancy Schweitzer, John Schweitzer, Larry Lau, Hunt Wagstaff, JoAnn Gross, Carolyn Shepherd, Don Samford, Cindy Samford, Kenny Carrigan
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