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Preparation for “Making Conversations Work” and

“Creating Productive Conversations II,” November 4-7, 2007

Due:  October 26, 2007

Guidelines for Writing a Case 
This page describes how to write a left-hand/right-hand column case for use in an Action Design workshop.  The quality of your case will have a major impact on what you learn.  The best cases focus on moments that illustrate a key theme, issue, or recurring difficulty that you would like to learn to handle more effectively.  It usually takes about an hour to write a case and it need be no more than 1-2 pages in length.

1.  
Think of a past interaction that illustrates a representative and challenging issue in your work, where you did not obtain your desired results.  Please choose an episode in which you were personally involved and that you want to learn to handle more effectively.  

(Note: if you can’t think of a suitable past interaction, you may choose an upcoming interaction and follow the steps below to write about what you anticipate happening.)

2.  
Please describe the context briefly. Who was involved? What were you trying to accomplish? What kinds of obstacles did you experience?  If you prefer, you can write about an episode that you anticipate encountering in the future. Please disguise names to ensure confidentiality. If you are writing a case that involves someone who will be in the seminar, it is important that you inform them and us in advance. 
3.
Describe what actually happened (or if a future scenario, what you imagine might actually happen) by reconstructing key moments in the conversation.  Divide your page(s) into two columns as shown in the attached example.  You can delete the text of the example and use the table format as a template.

•
On the right hand side of the page, write your best recollection of what you and other(s) actually said. Don't worry about being precise; your best recollection is fine. But it is essential that you write actual dialogue, as if in a play. 
•
On the left hand side of the page, write down any thoughts and feelings you had at the time and did not say (see example).

4.  
State the undesired results you experienced (or anticipate experiencing) from this conversation.   

5.   State the questions you would like to address in the discussion of your case. Specifically, what do you hope to learn about how to handle such interactions, based upon discussion of your case?

Please submit your case by October 26, 2007 to cases@actiondesign.com or fax to 617-965-7863.  Bring one copy with you as back-up.

3. Sample Dialogue:
	My unspoken thoughts and feelings
	What we actually said and did

	
	

	I'd better encourage him, but I still want him to know he has under performed.
	Sales manager (Me): Hi, John. I just want to go through this month's sales figures with you.  You did quite well, but we didn't quite meet the target, did we?

	
	

	Here we go again.  The same old story.  I must get him to try harder.
	John:  Thanks.  It's been a very tough month...The economy's been bad, and the product just isn't moving as fast as we would like.

	
	

	
	Me:  Yes.  I know times are difficult, but we've all got to make a special effort.

	
	

	If only he would try harder, he'd make the objective.
	John:  Yes, of course.  I'm doing my best, but business is really slow.

	
	

	
	Me:  Yes, John.  I'm sure you are, but in this climate we've all got to push that much harder.

	
	

	
	(continue until you have included the key exchanges that took place) 


4. Undesired Results: 

•
I felt very frustrated. John didn’t agree there is a problem with his performance.  I didn’t get any commitment from him to improve. He seemed defensive that I was criticizing him. 

5. Key Questions: 

•
How do you give someone direct feedback without making them defensive? 
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