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This half-day class has been developed to assist you in conducting a successful meeting.

The five phases will include: 

· Planning – including questions you should ask yourself before you plan a meeting
· Starting – how to get the meeting started on the right track
· Focusing – how to keep the group focused in order to get your desired outcome
· Facilitating – how to motivate, coach, aid, attain a goal, with “can do”, “process”, “safe” and good facilitative skills
· Concluding - five steps to follow to conclude a successful meeting
Instructors: 

Leanne Kringer and Isabel Baer of the Office of Public Participation
Dates/Times/Locations:

Region 8, Riverside Regional Office

April 26 - 1:00-4:30

Region 4, Los Angeles Regional Office
April 27 – 8:30-12:00  

Region 1, Santa Rosa Regional Office

April 29- 8:30-12:00
Cal/EPA Building, Klamath Room
June 23 – 8:30-12:00
Look for more regions to be announced soon
To Register:  Follow the training requirements, obtain all required approvals and register on-line at http://waternet/training/.   Questions concerning course content may be addressed to Leanne Kringer at 916-341-5908 or lkringer@waterboards.ca.gov
If you have special accommodation or language needs, please contact Shirley Moreno at (916) 324-7481 or email smoreno@waterboards.ca.gov
at least 5 working days prior to the class.  TTY/DD/Speech to Speech users may dial 7-1-1 for the California Relay Service.




Productive Meeting  Management Training














