FPM2ed, Chapter 31. Project Meetings and Workshops (FPM2ed p.400)

1. Project Meetings

2. Body of Knowledge Mapping

3. How to Prepare and Run a Meeting (Generic)
4. Project Start-Up Meeting

5. Project Progress Meetings

6. Handover Meeting 

7. Brainstorming Workshops

The purpose of this chapter is to introduce Project Meetings and Workshops, which are special project management techniques within the Project Communications Management knowledge area and used to gather, discuss and communicate project information.

Managing project meetings and workshops to collect and disseminate project information, generate creative ideas, solve problems and make decisions is an administration function performed by the project office.

Topic 1: Use the Project Meetings section on (FPM2ed p.401) to outline five basic reasons for holding a project meeting.
Topic 2: Use the How to Prepare and Run a Meeting section (FPM2ed p.402) to outline a process or checklist of tasks.
Topic 3: Use the Minutes section (FPM2ed p.403) to outline a method for writing the project minutes. 
Topic 4: Use the Project Start-Up Meeting section (FPM2ed p.404) to outline how to conduct a start-up meeting. It is important to get this meeting right as it sets the scene for the project and outlines the project’s objectives.
Topic 5: Use the Project Progress Meetings section (FPM2ed p.406) to outline how to conduct a project progress meeting. It is important to get these meetings right as they are one of the prime methods for reporting progress data.
Topic 6: Use the Handover Meeting section (FPM2ed p.407) to show how to conduct a handover meeting to hand the project over to the client for operation. 
Topic 7: Use the Brainstorming Workshops section (FPM2ed p.408) to outline how to conduct a brainstorming workshop. It is important to get these workshops right as they are an excellent way of solving project related problems and making collective decisions.
Exercise 1: Ask the students to discuss the reasons they hold project meetings and project workshops.
Exercise 2: Ask the students to discuss how they would set up a project meeting.
Exercise 3: Ask the students to discuss why it is important to take minutes.

Exercise 4: Ask the students to discuss how they would set up and manage a project start-up meeting.

Exercise 5: Ask the students to discuss how they would set up and manage project progress meetings.

Exercise 6: Ask the students to discuss how they would set up and manage a project handover meeting.

Exercise 7: Ask the students to discuss how they would set up and manage a project brainstorming workshop.
