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	Procedure: Keys to Successful Reviews and Meetings 
	Phase: Global

	Procedure  Owner:   SSC San Diego SEPO

	Description:  This procedure provides guidelines for improving the effectiveness and efficiency of program reviews, peer reviews, team meetings, and other types of group gatherings. 

	Entry Criteria/Inputs: 

· Purpose for holding meeting
	Exit Criteria/Outputs: 

· Meeting/review minutes distributed to participants
· Action items distributed to participants

	Roles:  

· Leader: Appointed or elected person responsible for following this procedure and conducting the review/meeting.

· Facilitator (optional): Ensures the review/meeting follows the agenda and the ground rules.

· Recorder: Takes and distributes minutes and action items.

· Timekeeper (optional): Ensures review/meeting schedule and timing rules are followed.

· Participants: Attend on time and prepared, and contribute to meeting discussions.

	Assets: 

· Keys to a Successful Meeting/Review Brief V3.7; at 
http://sepo.spawar.navy.mil/docs.html under SOFTWARE PROJECT TRACKING AND OVERSIGHT

· Software Management for Executives Guidebook, V1.6; at 
http://sepo.spawar.navy.mil/docs.html under SOFTWARE PROJECT TRACKING AND OVERSIGHT

· SPAWARSYSCEN SD INST 3912.1A Management Project/Design Reviews, at 
http://iweb.nosc.mil/services/sti/publications/inst/SSCSD/3912-1A.html (restricted access)

· IEEE Std 1028, IEEE Standard for Software Reviews and Audits

	Tasks: 

1. Establish type of review/meeting and goals and objectives

2. Establish entrance criteria and exit criteria

3. Be organized, be prepared

4. Hold a kick-off meeting for the reviews

5. Hold a government-only pre-review meeting (if applicable)

6. Get off to a good start

7. Establish ground rules

8. Follow agenda, take minutes of proceedings and assign action items

9. Request feedback on how to improve review or meeting process

10. Track and follow-up on action items.

	Measures:

· Success of review/meeting based on exit criteria having been met.


PROCEDURE STEPS

1. Establish type of review/meeting and goals and objectives

The Meeting leader determines if a review is peer review, project review, status meeting, or staff meeting; and what guidelines or standards apply. 

2. Establish entrance criteria and exit criteria for the review/meeting

The Meeting leader determines what must occur prior to the review or meeting in order to make it successful, and what must be accomplished for the review or meeting to be closed.

3. Be organized, be prepared

The Meeting Leader:

a. Ensures the right participants attend

b. Assigns roles as necessary: facilitator, timekeeper, and recorder

c. Creates an agenda, distribute it before the meeting

d. Ensures participants are prepared.

4. Hold a kick-off meeting (Applicable only to reviews)

For some large reviews or series of reviews, a kick-off meeting helps orient participants to the overall objectives.

5. Hold a government-only pre-review meeting (if applicable) 

When multiple government agencies are involved, a pre-review meeting helps to achieve government consensus.

6. Get off to a good start

The Review/Meeting Leader:

a. Makes the participants feel comfortable

b. Ensures adequate facilities, room arrangement, refreshments

c. Provides welcome and introductions 

d. Summarizes roles, goals, objectives, agenda

e. Verifies that Entrance Criteria have been met.

7. Establish ground rules

The Participants agree on:

a. Getting participation from all participants

b. Limiting number and length of presentations

c. Handling disagreements or conflicts.

8. Follow agenda, take minutes of proceedings and assign action items

The Review/Meeting Leader conducts the meeting based on the agenda, and serve as the Facilitator and Timekeeper if these roles are not otherwise assigned.

The Facilitator (if assigned) ensures the review/meeting follows the ground rules.

The Recorder:

a. Reviews action items and decisions prior to close of review/meeting

b. Confirms that exit criteria are met

c. Sends out minutes in a timely manner for review and comment.

The Timekeeper (if assigned) ensures the review/meeting schedule and timing rules are followed.

The Participants contribute constructively to agenda items and discussions.

9. Request feedback on how to improve review or meeting process

Participants discuss changes that can improve future reviews/meetings.

10. Track and follow-up on action items

Action items are tracked in a tracking system or database and reviewed for closure. 
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