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Multiply The Value Of Your Conferences Exponentially.


  Here Is How ...





Go to the conference knowing you will have to give a summarized list of pointers when you come back.  An ICU unit at St. Luke’s Episcopal Hospital required the attendee to take the cost of the conference, divide by $20 (average wage including benefits) and that was the number hours she was required to spend preparing notes and giving inservices on the conference.  This is internal Benchmarking at its best.





Prepare summary type notes (bullet) that were of interest.  This does four things:





it gives everyone a glimpse of  what you think is important


it is a permanent reminder of what was presented, view it over time and it will become an active part of you 


it adds to others’ knowledge base


it will actually force you to be more attentive at the conference and you will take better notes so they can be shared with others








So next time you are at a conference, do yourself and others a favor, be the author of the conference experience.  Attached are summary notes from 1992 conferences (still fresh) of the Association of Quality and Participation and the Institute of Industrial Engineers.
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Why is it important to get the most out of your conference?


You or your company should get a return on their investment.  This conference costs your company around $1200, if it does not add $4800 to your bottom line you are losing ground.


Your organization needs to become a learning organization or you will be passed up by the competition.  And you can help pave the way.


It sharpens you as a professional.  It allows you to learn.  Learning is getting ordinary people to do extraordinary thinking.


You will double your networking capability.  Knowing how-to is good, knowing who knows how-to is better.


It adds worth to your future.





Become the roving reporter for your discipline or your organization.


As you report your experience it gives you the appearance of knowledge that someone else has created.  By sharing it with others, you are associated with the knowledge transferred.  Sort of a good type of guilt-by-association.


To report the experience in a concise manner will increase your communication skills personally.  This in turn may influence the brevity and clarity of other parts of the organization.  Just think how much faster the flow of information could be received if it were presented in this fashion.  Use the format of the Price Pritchett/Ron Pound booklets on change as an example.  1-800-992-5922.


It is new information that will bring life to a dull culture.  People will actually look forward to your summary notes.  Because you are reporting what had meaning or was humorous to you, it is probably meaningful to someone else.





How to


You are now a sponge for information.  


You may have to even change your approach to learning.  If you already know it all, you can’t learn more.  Be naive in your listening.


Come with a learning attitude.  Be anxious to see what others are doing.  People love to brag about what they do, so encourage them to tell their story.  


WARNING The tendency is to brag about what you do better than them which may 


shut the other person’s down.


minimize your listening capability.


Listen to what is said as if you were to report it to someone else.  Someone you wanted to help or impress.  Act as if you are to be an independent consultant to your organization.  You should be anyway if you are adding value.


Take notes as if you were the only source of knowledge in your organization.  Not of everything presented, but of those things that you find are helpful to yourself as you are learning (which will most likely be of interest to others).  This is your thumbprint of the conference.


Become a networking fool 


It will add to your resources when you are tackling similar problems.


It will add to your list of friends.


It tends to help you become a better listener so you can pass on better stuff.


Pick up the humor ..Someone said at a Houston AQP conference “I thought a win-win solution was I win twice”.  In Healthcare this has truth and humor when referring to the relation between physicians and hospitals.


Pick up the sobering statistics.  An error found in Ricoh’s copiers after shipment was $590,000.  If it had been found on the drawing board, it would have been $35.


Summarize the presentation into bite size chunks.  Compressing the extraneous to the essential.


Paraphrase some of your networking discussions.  Best Practices.  Inspiring stories.  Lessons learned.  BIG mistakes that you don’t want to experience.


Be sure your notes are descriptive enough to capture the thought. 





Try using Mind Mapping as a thought taking tool.


Start in the center of the page and write in all caps one word to describe the session.  It’s a memory hook.  It should capsulize the thought.  A good word for this session might be EXPONENTIAL


Draw a box or picture around the word.   It uses the playful side of your brain which stores things more easily.


As new thoughts are presented that you want to maintain draw a short line out from the center and encapsulate the thought with the one word. Sometimes you have to use two. Always write in capital letters (I don’t know why!).  Keep adding lines in different direction for other words that are part of the category.  It actually looks like a spider web or a roadmap of words with the topic in the center  Example from the How to above, you might use HOW-SPONGE-ATTITUDE-BRAG-IMPRESS-HUMOR-$590k-BITE-PARA


Start new legs off the center word if they don’t fit the existing category.


As new ideas come up, insert them off the appropriate leg.


It looks dumb, but it works.  In fact while you are humming and drawing pictures and you are collecting thoughts at five times the rate of full sentence note taking.


This allows more listening, more fun. Trust your brain, when you go to take transcribe each  word will explode the session and you write it up in your own style.





Transcribe your notes within a week of the conference while they are fresh.  


The best is within two days while the enthusiasm and the knowledge is still fresh.


If you have transcription service, it’s best to rattle the notes off on a Dictaphone and then prune.  It allows the mind to stay in its reflective mode and not deal with typing which requires a different side of the brain.


If you have to type them yourself, don’t type if you are tired.  You will share only half the experience and miss most of what happened in your write up.  When typing, your goal is to share - not to finish typing.


Try to stay in bullet fashion.  It is easier to structure and digest. It breaks each individual thought and it discourages excess description.  


Most people want to know the nuggets you got, not everything you went through to get them.





When you get home, begin making an impact on your organization.


Forward your notes to those that might gain from it.  Make copies for those in your own discipline and don’t forget those up and down your internal customer-supplier chain that could gain from the lessons you learned.  What about the lessons you want them to learn - You sly fox.


Put the copies in their mail box.  30 copies for 30 people is only $1.50.  What is the value if just one idea of the many presented had an impact on one of the people cc’d.  The thrill is to see copies of an article you summarized passed along to the staff of one of the people cc’d. That is when it scores exponentially.  Psst… e-mail is even cheaper.  Be considerate of who you send.  To avoid spamming, send out a trial of 4 to 5 pieces, get the interested ones hooked, then tell them to email you a request to remain on your Weekly Reader or Dare to Share list.  This is how Post-its were introduced.  They were given free to the CEOs secretaries for some months for a trial with a note to order more check with your boss to contact….   Sly.


Know who to make copies for.  Be strategic.  Too much at one time will be a turn-off.  It will  hurt the value of future material passed along.  FYI post-it notes with your name are personal.





Consider your role as an information source to the rest of the organization.  


Be sure your name is attached as the source of the summary notes.


This reflects your knowledge of the subject.


It also shows your concern about the growth of the organization.


It shows you are adding value to the organization.


In some cases this is expanded to the business community in general - Example: the Houston Business Process Reegineering Share Group.





By the way, if you adopt and gain from these practices, just think of the value I may have added to your organization - Exponentially.


Cliffnote/summnote














