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	Initial Planning
1. Schedule a conference call between the Facilitator(s), PM, Project Sponsor, and any other key individuals required to define the objectives, deliverables, and agenda for the meeting.  

· Set up the time & bridge line and notify all parties.

· Use the Meeting Preparation Checklist to make sure you’ve covered all the bases.

2. Identify the required meeting participants and send list to Facilitator(s)

3. Determine how the meeting will be paid for (which cost center should be billed).  Provide this information to the Facilitator(s) and be prepared to share it in your meeting invitation.

4. Determine if you need a Prep Conference Call.

· Prep Calls are highly recommended.  It allows the team to reach a common understanding of the project goals, issues, background and progress prior to the meeting.  It also ensures that all information, decisions, and reference materials necessary for a productive meeting are identified in advance. 

· If needed:

· Determine the date of the Prep Conference Call (if you’re having one).

· It should be at least one week prior to the meeting to allow people time to follow up on their Action Items.

· If there are 5 or more participants in any location, schedule a room for them to gather in.

5. Determine the date and city the facilitated meeting will be held.

6. Send one “Save the Date” notice to all participants for both the Prep Conference Call (if needed) and facilitated meeting

NOTE:  Copy Facilitator(s) on all notes sent to the team
The Prep Call

1. Schedule a conference call line, web sharing session, and physical room (if needed).

· For Prep Call, consider reserving a room if there are any locations that will have 6 or more participants attending.

2. Work with the facilitator to create the Prep Call Agenda.  Make sure to:

· Confirm that the meeting info (date, time, call-in number, etc) is correct and update it as needed

· Identify who will be presenting the Project Background

· No more than 10 minutes

· Present history of project, current project phase, and any other project-related info

· Identify who will be walking through any project-related descriptive document

· 15-30 minutes depending on questions from participants

· Present project purpose, objectives, desired functionality, future vision

· Determine what other agenda items are needed

3. Send a Prep Call invitation to all participants. 

· Attach the agenda and any other required meeting materials

4. Hold the Prep Conference Call 
5. After the Conference Call:

· Facilitator:

· Update the Action Item list and send to the project manager.

· Update draft documents with additional information gleaned from the Prep Conference Call.

· Project Manager 

· Immediately post or distribute the Action Item list so the team can start working on their assigned tasks.

· Follow up on Action Items.

· Post any documents received from the team in response to assigned Action Items as it is received.

· Include the Action Item # in the file name so the team can easily associate the files to the Action Item.

The Facilitated Meeting
1. Schedule a conference call line (if you’ll have phone participants), web sharing session, and physical room.

· Tables & chairs should be arranged according to the Suggested Room Layout shown below.

· Room should have network access if at all possible

2. Review the meeting agenda with the facilitator to:

· Confirm that the meeting info (date, time, call-in number, etc) is correct and update it as needed

· Determine if any other agenda items are needed (i.e., additional background or review of information)

3. Send a meeting invitation to all participants.  Invitation should include the agenda and any other meeting materials identified as necessary during planning or the Prep Conference Call

4. Arrange security access to the room for facilitators and off-site participants.

5. Arrange catering.  We suggest a Continental Breakfast, Buffet or Box Lunch, and Break / Snack for each meeting day.
· If space is tight, schedule a second room to hold the food.

6. Gather the following equipment and supplies for the Meeting:
#

Item

Specifics/ Use

1
Masking tape

Used to attach flipchart paper to walls, if necessary

2
Flipchart pads and stands

· 2 flipchart stands

· 4 pads of flipchart paper, preferably 3M sticky pads
3
Multi-colored flipchart markers

Used to write on flipcharts, name tents, etc.

4
In-Focus machine or PC projector

· Check to see if this will be provided by facilitator

· Used to display documentation to meeting participants
· Room must have a screen or blank wall on which to project.
5
Power strip

4 3-pronged electric outlets at a minimum

6
Extension cord

Heavy Duty; 25 feet long.  3 prong.

7
Name tents

For participants, observers and facilitator(s)

8
Speaker phone with two satellite speakers

Even if no one is dialing into the meeting, you will want the ability to dial-out to Subject Matter Experts as needed.
9
High speed internet connections

If access to the client’s system or the internet is needed to support the meeting.  The # of lines depends on the type of meeting
10
Stapler and staples (optional)
Useful if several versions of multiple page documents will be printed throughout the meeting.  Prevents participants from mixing pages of different versions together.

11
Microphones (optional)
Hand held and lapel microphones recommended if more than 30 participants are expected

13
Break-Out Rooms (optional)
Have 2-to-3 small break out rooms available if meeting planning has indicated that the use of Break-Out Groups is likely in this meeting.

7. The day before the meeting:

· Identify where the closest printer and copier are in relation to the meeting room.  These will be used during the meeting to accelerate progress.

· Update the Action Item list (if one exists for this project) with current statuses and make copies for each participant.

· Make copies of any homework or reference material necessary for all planned Meeting attendees.

8. Hold the facilitated meeting.

9. After the meeting:

· Facilitator:

· Update the Action Item list and send to the project manager.

· Clean up format of the deliverables and update with any additional information from the facilitated meeting.

· Send final meeting documentation to project manager.

· Project Manager 

· Immediately post or distribute the Action Item list so the team can start working on their assigned tasks.

· Follow up on Action Items.

· Post or distribute the documentation from the meeting once it’s received from the Facilitator.
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	Optimal Room Layout
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Room Considerations:

· A room capable of a U-shape set up for participants is ideal.

· If any participants will be attending by phone, or if we may need to contact others during the work session, we will need a speaker-phone.  Please try to obtain one with satellite microphones, so that they can be distributed to various areas of the participant tables.

· Room should have plenty of wall-space for hanging flip charts (minimize window space).

· Room should have 2 flip-charts, with plenty of paper and good markers.

· Room should have a screen for projection, or a white wall on which we can project images from the PC.

· It’s helpful if the refreshment table can be within the room, rather than outside in a hallway.



Instructional Notes:

A successful meeting is all about planning.  This guide is meant to be a procedural step-by-step of the things a Project Meeting Facilitator (PMF) needs to do to plan for more complex, customized meetings, and to a lesser degree, repetitive meetings.  

Potential Uses:

· To assist in the planning of project meetings

· To ensure that the room layout is satisfactory to support the meeting
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