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Effective Project Team Meetings

[image: image1.wmf]Focus on Performance Not Status*

what is completed?
what should be complete?

how do we get back on schedule/budget?

what are we finishing next period?

Agenda

Tasks completed      

Tasks currently due or overdue              

Tasks due next period    

Concerns over future tasks 
Open forum

*Note:
Status - where the project now stands
Progress - what has been accomplished?
Forecasting - predicting future status and progress

10.3 PMBoK® Guide 2000 edition

Team Meetings Must Not Get Grizzly

· Restrict to one hour – always start and finish on time
· No food, no drinks, no comfortable chairs – put those items in the work area/break room

· Set the tone for the project

· Be realistic on completion dates but expect on-time completion 

· Exception management – only raise issues that need to be escalated, use issue & risk processes to introduce new topics

· Allow some general conversation, preferably when discussing next weeks planned work, but keep the group focused

· If there is conflict, stop and address it, do not ignore it.
Keep The Team Polarized

During rollouts/deployments, establish a 15-20 minute “operations meeting” every day with the following agenda (‘Hill Street Blues’ style):

· Situation Report on previous day (gathered before the meeting by the presenter, including any night shift developments) - gets them listening, no side conversations

· Project News items, usually from outside of the team, e.g. new requests, feedback from the Project Board, Key Stakeholders, other teams, etc.

· Assignments for the day, who is doing what, focus on completion. 
SW OHIO Meeting

