4.10 Conducting effective workshops
	1. Workshop preparation
	Checked

	a. Define the goals
	 FORMCHECKBOX 


	b. Decide who will attend
	 FORMCHECKBOX 


	c. Select the venue
	 FORMCHECKBOX 


	d. Develop an agenda
	 FORMCHECKBOX 


	e. Schedule the workshop date
	 FORMCHECKBOX 


	f. Determine time requirements
	 FORMCHECKBOX 


	g. Compile a workshop kit
	 FORMCHECKBOX 


	h. Draft a follow up plan
	 FORMCHECKBOX 


	2. Conducting the workshop
	 FORMCHECKBOX 


	3. Reaching agreement
	 FORMCHECKBOX 



