Handout 2
Preparing for a contentious item
This handout is designed to be used before a contentious meeting or agenda item. Five minutes of preparation can make a useful difference to the quality of your contribution. You can also use it after the session as a follow-up exercise on a real item you are preparing for.
1.  What is the specific decision in front of the meeting?
Not the political background, not the history. The actual decision being made.
2.  What is my main point?
Not everything I think about this issue. The single most important thing I want the debate to address.
3.  What is my evidence?
What am I relying on? Where does it come from? Is it in the papers, or am I bringing something additional?
4.  What questions could I ask to test the proposal?
• What outcome is this decision intended to change?
• What alternatives were considered before this option was recommended?
• What are the main legal, financial or operational risks?
• What happens if the assumptions in the report do not hold?
5.  If I am using personal experience, how does it serve the argument?
What does this experience tell the meeting about the decision that the report or evidence does not already cover?
After the meeting
Did you make the point you wanted to make? Did you respond to what others said, or mainly to the position you arrived with? Is there anything you would do differently next time?

