Project meetings
A project meeting is an effective way to disseminate information and communicate with the project team and stakeholders. 

It is held at regular intervals during the project lifecycle to ensure that everyone with an interest in the project is appropriately involved in addressing issues, proposing ideas, and solving problems. 

The purpose of the project meeting is to arrive at decisions that result in completed projects that meet their requirements and goals, on time and on budget.

Project Meeting Tips
There are many ways to prepare for, execute on, and follow up on meetings. Doing so correctly can mean the difference between a successful and informative project meeting that reaches its goals and ensures that everyone is on the same page or leaving attendees divided on understanding what is expected of them for next steps. What that means for the project is the potential for great success, catastrophic failure, or anything in between.


1. Plan well and set objectives: Many project managers consider planning project meetings unnecessary or do not invest enough effort into this step, but a well-planned meeting can ensure that the goals of the meeting are achieved.

What needs to be accomplished before the meeting is over? A clear understanding of objectives will avoid wasted time and frustrated attendees.

2. Create an agenda: Even a brief list of topics will ensure that everything is covered and get the project meeting back on track if needed. Check with your team, and if appropriate, other participants, to ensure that all items will be included and addressed. Prepare the intended participants by distributing the agenda and any required notes in advance.

Halt side discussions before they take the meeting completely off-track, making a note to schedule a follow-up meeting if needed. Return to the agenda so the goals of the current project meeting can be accomplished. If a project meeting is stretched into something beyond what was originally intended, it could infringe on attendees’ schedules by running long, which will hurt future attendance and participation.

3. Include the right attendees: This means inviting everyone who needs to attend, as well as leaving out those who don’t. Aim for the smallest number of participants that will still accomplish project meeting goals. Team members, stakeholders, and / or leadership may be appropriate attendees, depending on the meeting type, but including unnecessary participants could distract others and slow the process down.

4. Start and finish on time: Beginning the project meeting on time shows leadership and respect for people who have taken time from their busy schedules to attend. Late arrivals are responsible for catching up.

If you start meetings late or spend time repeating missed information, latecomers will not be motivated to arrive on time at the next project meeting, and participants who did arrive on time will be annoyed. Although this rule may occasionally be relaxed for organizational leaders or key stakeholders, it’s important to adhere to it when possible.

Ending on time allows attendees to get to their next meeting on time or otherwise move on with their day. A firm end time also helps participants move through the agenda efficiently; any new issues can be noted and addressed after the meeting.

Ensuring that participants’ time is not wasted is the best way to keep project meeting attendance and participation high.

5. Encourage participation: Soliciting each attendee’s thoughts and opinions during the project meeting is crucial to the success of the meeting and the project. Participants are also more likely to focus on the discussion when they know they will be asked to contribute.

Some meeting organisers hesitate to ask meeting attendees for feedback for fear of derailing the discussion. Great project managers have confidence in their ability to diplomatically take notes on any digressions, assure the participants of follow-up, and return everyone’s attention to the agenda.

6. Take good notes: It’s easy to make the mistake of thinking that project meeting details will be recalled without notes, but interruptions may occur before you have a chance to act. As the project manager, you are responsible if no follow-up is done and issues fall through the cracks.

If you are unable to take notes, designate a team member to do so. Be sure to note:
· Anything in addition to or contrary to the agenda
· Assignments and decisions made
· Updates provided

7. Follow up: The project meeting notes should be sent to all meeting attendees following the meeting, with an invitation to review the notes and provide any revisions or feedback within a few days. The revised notes should then be distributed to attendees to ensure that everyone is on the same page as the project moves forward.

8.      Never cancel:  Well, let’s be realistic we work in the NHS, but try not to cancel. Even when regularly scheduled meetings seem unnecessary given the current state of the project or lack of recent activity, conduct the project meeting. If the project manager starts cancelling regular meetings, attendees will begin considering attendance optional, and participation will dwindle.

As a minimum, hold the regular project meeting and ask everyone for short updates, even if the meeting only lasts ten minutes. At any meeting, some critical piece of information might be shared that would otherwise fall through the cracks, causing costly rework and timeline issues.
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