GMP Dynamic Sourcebook - Appendix D: Public Involvement

D.5  Public meeting (Open House) - D.5.b Preparing for the Session

Some Things to Expect – Recording Tips

· Comments are easier to read if you write with the broad side of the marker, print in upper and lower case, and alternate marker colors from comment to comment.

· Print legibly and clearly. If possible, hang sheets up on the wall (or if you can’t hang on the wall, devise some other method) so people can see what others have said.

· Capture complete ideas so that a few days from now, you will still know what the notes mean.

· If the conversation is proceeding faster than you can record, it is alright to ask the facilitator to “hold that thought” while you complete recording the last conversation.

· Record emotions (angry, happy, worried), and don’t fall into the trap of notes like “concerned about this” — do they want more trails, fewer trails, wider trails, no trails?

· Number your flipchart sheets and the topic for your station as you go.

· After the meeting, gather all your note sheets, write your name and the facilitator’s name on them (so a typist can get back to you if they can’t understand something), roll the sheets up and identify the roll with the date and meeting location. Deliver them to the open house coordinator.
