TOPR001                                     Effective Meetings                                          July 2004


Effective Meetings  
Stage:
Project Monitoring and Control (Global)
Description:  

This procedure describes how meetings are organized and run effectively.  

Entry Criteria: 
The following shall be completed before beginning this procedure:
· Recognized need for a meeting

· Supporting documentation

Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Meeting Owner:  Prepare for the meeting.

      a. All meetings are required to have a meeting owner.  The meeting owner is the person who recognizes the need and calls a meeting.  The meeting owner schedules the meeting, establishes meeting objectives and expected results, and provides an agenda.  The meeting owner identifies attendees and provides them with the meeting objectives, schedule, and agenda as far in advance of a meeting as possible.
      b. The meeting owner is responsible for identifying what presentation material is required and making sure it is available for all attendees.

      c. The meeting owner determines whether a quorum is required for that meeting to proceed and what constitutes a quorum. The meeting owner ensures the Project Configuration Manager or a Recorder is available to record the results of the meetings and the Action Items (AIs).
2.  Attendee:  Prepare for the meeting.

Attendees are to notify the meeting owner in advance if they are unable to attend or send an alternate.  The attendees should also become familiar with the agenda and any other material provided prior to the meeting.
3.   Meeting Owner:  Conduct the meeting.

The meeting owner is responsible for conducting a meeting, starting the meeting on time, and explaining the meeting objectives, expected results, and the process by which the objectives will be met.  The meeting owner may appoint a facilitator to keep the meeting focused.  Decisions, issues, and AIs will be documented and AIs will be assigned point of contacts and suspense dates as appropriate.  Formal minutes will be recorded with all decisions and AIs.
4.   Project Configuration Manager:  Distribute minutes and Action Items.

The Project Configuration Manager or Recorder produces the minutes.  After the minutes are reviewed by the meeting owner, the Configuration Manager then distributes the minutes and AIs to the meeting attendees and any others selected by the meeting owner.  The Project Configuration Manager or Recorder adds all AIs into the project AI database.  See Action Item procedure [CMPR010] for the tracking of AIs.
5.  Meeting Owner:  Perform meeting wrap-up.

The meeting owner should schedule any necessary follow-on meetings to resolve open issues or complete unfinished business.  

Exit Criteria: 
The following work products are a result of completing this procedure:
· Minutes including Action Items, Suspense Dates, List of Attendees, and next meeting date.
· Updated project AI database
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