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(NAPSA)—A recent study from
Office Broker found that the aver-
age office worker spends around
16 hours in meetings each week.
Over a year, this translates into
more than a month at the confer-
ence table. While meetings can be
a great way to gather and provide
team input and updates, chances
are, much of your co-workers’ time
—and your own—could be used
more effectively.

How To Master Meetings
Fortunately, it doesn’t take

much to transform meetings into
the worthwhile sessions they’re
meant to be. By following these
six tips, you can become a Meeting
Master and earn respect and
appreciation from your managers
and colleagues.
• Evaluate Your Goals—

Before setting up a meeting, ask
yourself if it’s really needed. It’s
easy to get caught in a routine of
weekly update meetings, but
depending on the week, it’s possi-
ble that needed updates could be
provided more efficiently with an
e-mail or a brief phone call. Also,
be sure you give participants
enough time to effectively prepare
valuable input and arrange to
attend.
• Arrange For Efficiency—

If you’re the leader of the meeting,
all eyes should be on you. Arrange
the seating so all the participants
face you, as well as whatever
screens, whiteboards or props you
intend to use. This will help elimi-
nate distractions and make it eas-
ier for everyone to stay focused
and pay attention.
• Keep It Exclusive—Every-

one likes to feel included but,
when it comes to meetings, less is
often more. With more attendees
comes greater potential to veer
off-topic. Also, keep in mind that
each hour spent in a meeting is an
hour that could have been spent
on other work, so as a host, keep
the meeting limited to the essen-
tial players and decision makers.
• Put It On Paper—Before

hosting any meeting, send a bul-
leted agenda via e-mail to attend-
ees and have paper copies in the
meeting room for everyone in
attendance. Awritten agenda keeps
everyone on task, and ensures that

priority topics and action items are
discussed. Include a meeting objec-
tive so the meeting’s purpose
remains top-of-mind, and consider
allotting specific amounts of time
for each agenda item so they get
the necessary amount of atten-
tion—nothing more and nothing
less. For high-profile meetings, pre-
sentation counts. High-quality
paper—such as Boise POLARIS®

Premium Multipurpose paper—is
excellent for impressive client- and
customer-facing agendas and meet-
ing documents.
• Start And Finish On

Time—Don’t reward stragglers by
waiting for them to arrive before
starting the meeting. Starting—
and ending—meetings at the pub-
lished times shows respect for
your colleagues and their time,
and helps set a precedent for the
future. In that same vein, if you’re
invited to a meeting, be consider-
ate and arrive on time. If being
late is inevitable, send an update
as soon as possible so the host can
decide whether to continue with-
out you or postpone.
• Follow Up—Once the meet-

ing concludes, distribute paper
copies of the minutes or to-dos
within 24 hours. Minutes don’t have
to be word-for-word but they should
include important topics and
assignments. This last—but essen-
tial—step eliminates any ambiguity
over assignments and next steps
and ensures that everyone is on the
same “page”—literally.

Learn More
For more advice on efficiency

and productivity in the workplace,
visit Boise Paper, a division of
Packaging Corporation of Amer-
ica, at www.BePaperSmart.com.

Six Tips To HelpYou MasterYour Next Meeting

Keep six tips in mind and you’ll
be able to make the most of your
meetings in no time.

(NAPSA)—As Americans spend
more time on the Internet in their
personal and professional lives, a
new survey shows they are slowly
becoming more comfortable with
the use of new technologies to
manage healthcare records.1 How-
ever, many still have concerns
about this information’s vulnera-
bility to hackers.
The survey shows that nearly

three in four (72 percent) U.S.
adults agree with the statement “I
am concerned that my online
healthcare records are vulnerable to
hackers.” At the same time, 59 per-
cent of Americans said they are
comfortable with healthcare records
being transmitted across networks,
even across country borders.2
The survey was conducted

online by Harris Poll on behalf of
University of Phoenix® College of
Health Professions School of
Health Services Administration to
mark the important role that
health information technology
plays in U.S. healthcare delivery.
The survey findings show that

attitudes have shifted slightly
since a similar 2015 survey, which
found that 76 percent of U.S.
adults were concerned that their
healthcare records were vulnera-
ble to hackers and 55 percent
were comfortable with records
being transmitted over networks.3
The trend toward a more

accepting view of technology being
used for healthcare data may have
something to do with Americans’
use of the Internet.4 According to
the 2016 survey, 50 percent of
adults say they spend 20 hours a
week or more on the Internet, and
26 percent say they spend 10 to 19
hours a week online.
“As Americans become more

trusting of technology’s use in man-
aging their personal health infor-
mation, the industry has an obliga-

tion to preserve that trust by invest-
ing in and developing new tech-
nologies, protocols and systems that
can provide them with the security
they deserve,” said Dr. Mark
Johannsson, academic dean for
University of Phoenix School of
Health ServicesAdministration. “At
University of Phoenix, the College
of Health Professions and College
of Information Systems and
Technology faculty are working
together to make sure the next gen-
erations of health and IT profes-
sionals are learning and working
together to advance technologies
and best practices vital to providing
patients with the best possible care.”
To learn more about University

of Phoenix School of Health Services
Administration programs, visit
www.phoenix.edu/healthadmin. To
learn more about University of
Phoenix College of Information
Systems and Technology programs,
go to www.phoenix.edu/colleges_
divisions/technology.html.
For more information about

University of Phoenix programs,
including on-time completion
rates, the median debt incurred by
students who completed the pro-
gram, and other important infor-
mation, visit www.phoenix.edu/
programs/gainful-employment.

Survey: Americans Still Concerned About
Vulnerability Of Healthcare Information

As Americans spend more time
online, they are growing more
comfortable with the role that
technology plays in the mainte-
nance of healthcare data.

Note to Editors: This survey was conducted online within the United States by Harris Poll on behalf of Uni-
versity of Phoenix from Sept. 14–16, 2016, among 2,069 adults ages 18 and older. This online survey is not
based on a probability sample and therefore no estimate of theoretical sampling error can be calculated. For
complete survey methodology, including weighting variables, contact becky.frost@apollo.edu.
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1 Survey of 2,069 U.S. adults ages 18 and older conducted online within the United States by
Harris Poll on behalf of University of Phoenix from September 14-16, 2016. For complete sur-
vey methodology, including weighting variables, contact Becky Frost at
becky.frost@apollo.edu.
2 Ibid.
3 Survey of 2,031 adults ages 18 and older conducted online within the United States by Har-
ris Poll on behalf of University of Phoenix from Sept. 14-16, 2015. For complete survey
methodology, including weighting variables, please contact becky.frost@apollo.edu.
http://www.phoenix.edu/news/releases/2015/10/us-adults-concerned-about-security-of-
health-care-data.html
4 Survey of 2,069 U.S. adults ages 18 and older conducted online within the United States by
Harris Poll on behalf of University of Phoenix from September 14-16, 2016. For complete sur-
vey methodology, including weighting variables, contact Becky Frost at
becky.frost@apollo.edu.

Treat ThemTo A Lobster
Dinner

(NAPSA)—Friends, family,
clients and comrades of any kind
are likely to love the gift of fresh
Maine lobster delivered in a box,
straight from the coast of Maine.
Each container provides a fun,

memorable “New England experi-
ence” for two or more, to enjoy a
complete, authentic lobster feast at
home, including 100 percent Maine
lobster and everything you need to
serve it:

•Placemats that explain step
by step how to crack and eat
lobster;
•Cooking sheets that make it

easy for anyone to cook a lobster,
even for the first time; and
•Crackers, bibs, picks and

wet naps.
You can add in lobster rolls, clam

chowder, lobster bisque and wild
blueberry pie, all made in Maine.
Founded by two women with a

passion for food, LobstahBox has a
special commitment to sustain-
ability and traceability. The com-
pany offers only Maine lobsters
that are wild-caught daily and tra-
ditionally harvested based on
strict standards, one trap at a
time. Plus, a percentage of the
company’s profits go back into sup-
porting the Maine lobster industry.

Learn More
The gift boxes are available

online at www.LobstahBox.com,
where you can also find fascinating
and practical facts about lobsters.

A great gift for just about any-
one—including yourself—looking
for a fun experience can be a lob-
ster dinner in a box, complete
with everything from picks to
placemats and a step-by-step
cooking and eating guide to help
you get cracking.

***
One cannot and must not try to erase the past merely because
it does not fit the present.

—Golda Meir
***

***
To forbid us anything is to make us have a mind for it.

—Michel de Montaigne
***

***
You have not converted a man because you have silenced him.

—John Morley
***

***
To see the Earth as we now see it, small and beautiful in that
eternal silence where it floats, is to see ourselves as riders on
the Earth together, brothers on that bright loveliness in the
unending night.

—Archibald MacLeish
***

***
Every effort must be made in childhood to teach the young to
use their own minds. For one thing is sure: If they don’t make
up their own minds, someone will do it for them.

—Eleanor Roosevelt
***

***
Man, unlike any other thing organic or inorganic in the uni-
verse, grows beyond his work, walks up the stairs of his con-
cepts, emerges ahead of his accomplishments.

—John Steinbeck
***

***
They that can give up essential liberty to obtain a little tempo-
rary safety deserve neither liberty nor safety.

—Benjamin Franklin
***

***
Books and ideas are the most effective weapons against intoler-
ance and ignorance.

—Lyndon Baines Johnson
***

Titan, Saturn’s largest moon, is the
only moon in the solar system
known to have an atmosphere of
any substance.

At 465° Celsius (869° F),Venus has
the hottest average surface tem-
perature of any planet in the solar
system. The coldest average sur-
face temperature is that of Uranus
(-224° Celsius, -371° F).




