Preparing an Issue for TAB Meeting Discussion
Preparing your presentation of an issue prior to the meeting helps prevent incoherent or incomplete explanations of the problem.  Additionally, your group members appreciate your using their time well.  At the top of the appreciation list is the accurate identification of the problem, threat or opportunity - THE ISSUE.

· The Issue Is:
Be concise.  In one or two sentences, get to the heart of the problem.  Is it a concern, challenge, opportunity or recurring problem that is becoming more troublesome?

· It Is Significant Because: What is at stake?  How does it affect dollars, income, people, products, services, customers, timing, the future, or other relevant factors?   What are the potential consequences if this issue is not properly resolved?

· My Ideal Desired End Result Is: What specific results or outcomes do I want?

· Relevant Background Information: Summarize with bulleted points: How, when, why and where did this issue start?  Who are the key players?  Which forces are at work?  What is the current status of the issue?

· Action to Date: What have I/we done so far?  What options am I considering?

· The Help I Want Is:
  What result do I want from the group?  For example: alternative solutions; confidence regarding the right decision; identification of  consequences of actions/ no action; where to find more information; critique of current plan; etc.?

