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Rationale:  

This relates not only to a clearly defined meeting agenda but also to attendees being on time so that items already discussed do not have to be re-iterated. It seems that a great deal of time is spent in meetings rehashing items that have already been discussed for the benefit of attendees who have joined late. This redundancy ends up taking valuable time that could be better spent discussing other items. 
In an effort to help with this recurring problem we have created the attached meeting template. This template includes all of the logistical information for the meeting, time, place, phone number, etc. In addition, it defines the agenda items, who will be discussing them and the time allocated for each item. In addition to the obvious benefits of having all of the information you will need neatly laid out the following benefits would be realized and hence cut down on continually restating items already discussed: 

By providing topic duration late attendees can determine where on the agenda the meeting is. This will prevent them from having to interrupt the meeting to ask.
· By providing the name of a topic facilitator late attendees will know whom to contact, outside of the meeting, if they have questions about topics that have already been discussed. This will prevent the meeting from being interrupted to re-hash the item. 

In addition to using the attached template the following practices should followed: 

· Stick to agenda items and time frames.

· If the PM runs into a situation where they will be late for the meeting they should appoint someone to start the meeting on time. 

· Request that topic facilitators let you know, in advance of the agenda being distributed, if they will be late. This will allow you to move their agenda items to later in the meeting so that the meeting isn't delayed until they arrive. 

· Do not hold up meetings if all attendees are not present. 

· Do not recap items already discussed for late attendees. If they would like information about portions of the meeting that have already taken place, but simply can't wait until the minutes are distributed, make it clear that they should contact you or the topic facilitator offline for the information. 
While we understand that this will not ever rid a project of poor meeting etiquette we feel that it will certainly put you on your way to more productive meetings. 

Meeting Information

	Meeting Title:
	
	Meeting Date:

Meeting Time:
	

	Meeting Facilitator:
	
	
	

	Conference Call 

Information:
	

	Web Conference Information:
	

	Attendees:
	


We have allocated an hour for this meeting.  Please come prepared to present an update in your respective areas.

Agenda Items

	Item #
	Topic
	Facilitator
	Duration

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
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OBJECTIVES:

	Objective

	Date, List objective

	Date, List objective

	Etc.

	

	


IN SCOPE:

	In scope

	

	

	

	

	

	


OUT OF SCOPE:

	Out of scope

	

	

	

	

	

	


Purpose and Planned use of the Lighthouse Summary:

We often do not do a good job of confirming initial Objectives and Scope.  Yes, we have signed documents, but at times we don’t have a strong enough dialog with Sponsors in the beginning. 

Some of the resulting redundant practices are, we often end up in a
seemingly endless loop:
- Initial Discovery / Analysis leads to major questions.
- Major questions leads to redefinition of Objective and Scope.

We know that some of this is just part of the process.  However, without FIRM Objective and Scope there is no realistic schedule.  Hence we’ve created the Objectives and Scope form to serve as a focal point or beacon (hence the lighthouse icon) for our projects.

This form will serve as a summary of the project objectives and scope.  It would be maintained in Word and then printed or copied on flipchart paper for use at regularly scheduled project review/update sessions (monthly, quarterly, etc.) with the sponsors.  A review of the Objectives and Scope would be the first agenda item at each of these meetings.  This would serve as a means to validate that the objectives and scope are accurate and/or discuss key changes to them.

Another use could be at project team meetings to remind members where we are heading and why.

We would recommend that the PM keeps the charter with them in case there are detailed questions on the objectives or scope, such as, e.g., “when did we add that?”, “who decided that?”, etc., rather than track them on this summary.


