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This is your step-by-step guide to successfully host a community conversation.  

Just follow the 6 STEPS outlined below.  Each step has instructions and tips for 

the host and helpful language intended to be read directly to your guests.  
WELCOME



STEP 1 
Introduce the Conversation 

Once everyone is settled and comfortable, thank your guests 

for attending and introduce yourself as the host.  You can start 

the conversation by reading the goals below.  

Tips
• Invite your guests to introduce themselves and provide a 

  little background on who they are. 

• Distribute a printed copy of the ‘Conversation Guidelines’ 

  and encourage par ticipants to follow the guidelines to get 

  the most from the conversation. 

What to say
 We’re here today to talk about Montana’s Outdoor Heritage. 

First I’ll explain the goal of the Montana Outdoor Heritage 

Project. Next, I’ll propose three questions to the group for 

discussion. I want to hear from all of you and ask you all to 

please give each other a chance to speak and to listen to one 

another. Finally, we will conclude the meeting after taking a 

brief citizen survey.  Are there any questions?” 
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STEP 2 
Discuss the Montana Outdoor Heritage Project 

Simply introduce the Montana Outdoor Heritage Project to the group.  

Tips
• If technology allows, play the Montana Outdoor Heritage Project movie to help introduce the concept.   

  The movie can be played directly from the homepage or downloaded to a computer in advance. 

• Feel free to personalize the language by explaining your own interest in the project and why you got involved.  

What to say 
 Thank you for par ticipating in the Montana Outdoor Heritage Project.   This is a state-wide effor t bringing 

residents together from all walks of life to discuss how we experience our outdoor heritage, the challenges 

we face, and any ideas you have to better protect our Montana way of life.  Similar community conversations 

are taking place all across the state and your par ticipation is crucial to the success of this project. 

 The Montana Outdoor Heritage Project was formed because every Montanan, regardless of income or 

background, has a right to enjoy our outdoor heritage.  But there is growing recognition that as Montana 

continues to grow, we are not keeping pace with new demands on our public lands, wildlife, and working 

farms and ranches.  More and more of us are saying Montana has a great need to increase available funding 

to protect our way of life.  

 Our list of volunteers includes small business owners, hunters and anglers, ranchers, tourism professionals, 

educators, and community members.  We have all come together because we believe Montana’s way of life 

is wor th fighting for.  Thank you for par ticipating in the project by joining today’s conversation. 

 This conversation will provide each of you an oppor tunity to discuss what our outdoor way of life means, to 

share challenges in maintaining that way of life, and to brainstorm any ideas for how Montana residents can 

make a difference. Let’s get star ted.” 
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STEP 3 
Ask Questions and Record Notes
At this point the group conversation begins. Please ask the following questions one by one to the group. 

Allow time for everyone to answer and share their thoughts before moving on to the next question. As the 

host, you should either record notes or assign someone to capture key ideas for each question. These notes 

will be important at Step 6. 

Tips
• Make sure that everyone has a chance to talk. If someone is dominating the conversation, 

  invite others to provide thoughts.

• Keep the conversation moving. If you want to explore a topic fur ther or have questions,

  encourage your par ticipants to explain their answers fur ther. 

• If there are heated disagreements, reinforce it’s ok to have differences of opinion. 

  Refer guests back to the Conversation Guidelines. 

• Don’t transcribe the conversation in great detail when taking notes.  Instead, listen for areas 

  of common ground and summarize. Make note of par ticular ly well-spoken answers or ideas 

  from guests that seem well received. 

What to say 
Question 1:  What does Montana’s outdoor heritage mean to you? 

Question 2:  What challenges do you see to our outdoor way of life? Are you concerned, and if so, why? 

Question 3:  What ideas do you have for protecting and caring for our outdoor way of 

                  life and heritage? If we had a dedicated funding stream which of the challenges 

                  or ideas would you prioritize for funding?
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STEP 4 
Request Participation 
in Citizen Survey 
You are almost done. After the conversation is complete, please ask 

participants to participate in the Montana Heritage Survey. It’s highly 

advised you ask participants to use their smartphones or a computer to take 

the survey online at www.montanaheritageproject.com. However, please be 

prepared to distribute hard copies of the survey.  

Tips
• Have network login information available in advance.

• Set up a home computer or laptop in advance for any guests 

  without smar tphones.

• Consider loaning your own smar tphone to a guest to take the survey. 

What to say 
 The Montana Outdoor Heritage Project has created a shor t public survey 

to better understand whether Montana should pursue new funding 

opportunities to protect our outdoor heritage and to assess what issues 

you would personally prioritize. The shor t survey should take 5-10 minutes 

to complete. I have hard copies available, but it’s preferred you take the 

survey on your smartphone at www.montanaheritageproject.com.”
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STEP 5 
Conclude the Meeting
Once all surveys are completed, you can conclude the meeting.   Thank your guests for participating, encourage 

them to stay involved, and ask them to help distribute the Montana Heritage Survey.   

Tips
• Offer to email or text the Montana Heritage Survey link directly to your guests 

  so they can help distribute to their own networks. 

• If any of your guests seem par ticular ly enthusiastic, pull them aside and encourage them 

  to consider hosting their own community conversation. 

What to say 
 Thank you for your time and your valuable par ticipation.  I will submit our conversation notes to the Montana 

Outdoor Heritage Project so they are captured.   

 I want to urge you all to stay involved and follow the progress of the Montana Outdoor Heritage Project.  To do 

that, you can sign up for updates on the website or join their Facebook page.  

 However, the most important thing you can do is to help us distribute the Montana Heritage survey you just 

took.  The survey is open through October and the more Montana residents who par ticipate, the better.  Please 

consider asking your friends or colleagues to par ticipate by simply sharing the Montana Outdoor Heritage 

Project website through email and social media.”
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STEP 6 
Submit your Notes 
and Reflections
After you have completed the community conversation there is one final 

step that is crucial to help the Montana Outdoor Heritage Project get 

the most from your conversation. Please participate in the Host Survey 

found at www.montanaheritageproject.com.   

This brief online survey will ask a few basic questions about your 

conversation. Most importantly, it will allow you to type or upload a file 

of your notes for each of the questions the group considered. 

If it’s not possible to take the Host Survey online, a hardcopy of 

your notes taken can also be mailed to Karrie Kahle at P.O. Box 1156, 

Livingston MT, 59047. In addition, any completed hard copies of the 

citizen survey can be mailed to the same address.  

Tips
• Take the survey when the details of the conversation 

  are still fresh in your mind. 

• You can use your phone to snap photos of your notes 

  and upload those directly in the Host Survey. 

• If you have any thoughts or concerns not captured 

  in the survey, email karrie@montanaheritageproject.com
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Thank you.
Photos courtesy of: Lynn Donaldson, Montana State Parks and Erik Petersen Photography
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