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Part 4

The knowledge bank

The communication plan, of course, also contains a plan for the meetings to be 
held in the project – sometimes called the meeting structure of the project. The 
following table gives some examples: 

MEETING PURPOSE PARTICIPANTS FREQUENCY QUALITY MEASUREMENT 

Project 
meetings 

To follow up on the 
project. Decide any 
corrective actions. 

Everybody in the 
project. 

Every Monday at 
10 a.m. 

At the end of each meeting, each 
participant assesses the meeting 
on a scale of 1 to 5. All scores 
below 5 must be justified, and the 
reasons are evaluated to improve 
the meetings. 

Steering 
committee 
meetings 

To follow-up on 
the project. Make 
general decisions. 

Steering commit-
tee incl. the project 
manager. 

The first Tuesday 
of each month 
at. 10 a.m. 

At the end of each meeting, each 
participant assesses the meeting 
on a scale of 1 to 5. All scores 
below 5 must be justified, and the 
reasons are evaluated to improve 
the meetings. 

Workshops/ 
brain-
storming/ 
brainwriting 

To provide 
input to the target 
hierarchy, stake-
holder analysis, risk 
analysis, etc. 

The project 
manager, project 
members and 
relevant people 
from the outside. 

As required. An impartial person, such as 
another project manager, assesses 
the result and scores it on a scale 
of 1 5. 

Customer 
Status 
Meetings 

To inform about 
status. 
To clarify unre-
solved issues. 

The customer’s 
project manager/
contact person, 
project manager 
and possibly 
specialists from 
both parties. 

Every other 
Thursday at. 10 
a.m. 

The customer’s project manager/
contact person assesses the 
quality of the meeting on a scale 
of 1 5. 

Before we leave the project’s communication plan, it should be noted that the 
plan is anything but a static document. Part of the plan is a position on how 
and when it is revised. 
 

FOLLOW UP ON COMMUNICATION
In a significant and complicated change 
project involving the establishment of a new 
factory, the closure of several old factories 
and a wide range of changes in the business, 
the project manager chose mid-term to get 
an external consultant to perform a project 
review. The consultant interviewed all partic-
ipants in the project, and the result was, to 

use the project manager’s own words, that 
they failed in communication.
 As a corrective action, the project 
manager, together with his steering board, 
decided to reorganize the project and tie it 
closer to the primary organization that would 
take over the operation of the completed 
system.

Figure 4.56  The 
meeting structure  
of the project  
– example 

EXAMPLE
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FIGURE 4.56
The meeting structure of the project – example.� © Praxis − Nyt Teknisk Forlag 2020


