​​FMT2ed, Chapter 31: Project Meetings and Workshops (FMT2ed 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 following questions have been designed to test your knowledge of the chapter and prompt discussion. Please note that each question could have one or more correct answers.
31.1: Which two of the following are Meetings? (FPM2ed p.401)
a. A meeting is a gathering of two or more people.
b. A meeting is a group of people convened for the purpose of achieving a common goal.
c. A meeting is the development of a business case to meet corporate requirements.
d. A meeting is the development of the project plan to meet the requirements set out in the project charter.
31.1 Answer: A and B are correct. C and D are incorrect as they are documents not meetings.
31.2: Which two of the following are Types of Meetings? (FPM2ed p.401)
a. Problem solving meetings to solve project related problems.
b. Decision-making meetings to select a course of action, gaining support and commitment.
c. Emailing meetings to send progress reports to the project office.
d. The development of the project plan to meet the requirements set out in the project. 

31.2 Answer: A and B are correct. C and D are incorrect.
31.3: Which Knowledge Area includes the Project Meeting’s Requirements? (FPM2ed p.401)

a. Project Scope Management.

b. Project WBS Management.

c. Project Communication Management.
d. Project Earned Value Management.

31.3 Answer: C is correct. A, B and D are incorrect.

31.4: Which three of the following relate to a Meeting’s Agenda? (FPM2ed p.402)
a. The agenda is a list of the topics to be discussed at the meeting.
b. The agenda is a list of the topics that were discussed at the last meeting.
c. The agenda makes sure everyone knows exactly what is going to be discussed.
d. The agenda logically sets out what will be discussed at the meeting.
31.4 Answer: A, C and D are correct. B is incorrect as this relates to the minutes.

31.5: Which two of the following relate to Preparing a Meeting? (FPM2ed p.402)
a. The project manager needs to be clear about the precise objectives of the meeting.
b. An agenda is issued before a meeting.
c. An agenda is issued after a meeting. 
d. Minutes are issued during a meeting.
31.5 Answer: A and B are correct. C is incorrect as the agenda should be issued before a meeting. D is incorrect as the minutes should be issued after a meeting.
31.6: Which one of the following relates to Minute’s of a Meeting? (FPM2ed p.403)
a. Minutes are produced before a meeting.
b. Minutes are produced during a meeting.
c. Minutes are issued after a meeting.
d. Minutes are issued at the next meeting.
31.6 Answer: C is correct. A, B and D are incorrect.
31.7: Which two of the following relate to a Start-Up Meeting? (FPM2ed p.404)
a. A start-up meeting is held at the beginning of the project.
b. A start-up meeting determines who does what and when.
c. A start-up meeting formally hands over the project to the client.
d. A start-up meeting determines the project’s progress.
31.7 Answer: A and B are correct. C and D are incorrect.
31.8: Which two of the following relate to a Progress Meeting? (FPM2ed p.406)
a. An agenda is circulated before the progress meeting.
b. A progress report is presented at the progress meeting.
c. A progress meeting formally starts the project.
d. A progress meeting formally hands over the project to the client.
31.8 Answer: A and B are correct. C and D are incorrect.
31.9: Which three of the following relate to a Handover Meeting? (FPM2ed p.407)
a. A handover meeting formally transfers the project to the client.
b. A handover meeting formally transfers the project to operation.
c. A handover meeting formally starts the project.
d. A handover meeting formally transfers all the project documents.
31.9 Answer: A, B and D are correct. C is incorrect as a project is started with a start-up meeting.
31.10: Which two of the following relate to a Brainstorming Workshop? (FPM2ed p.408)
a. A brainstorming workshop generates new ideas.
b. A brainstorming workshop solves problems.
c. A brainstorming workshop makes decisions.
d. A brainstorming workshop issues instructions to the project office.
31.10 Answer: A and B are correct. C and D are incorrect.
