
 

 
 

June 20, 2011 (Monday)     Pre-Congress Seminars 

KEMPINSKI HOTEL CORVINUS Erzsébet tér 7-8, Budapest V. 

SALON MARZIO 

7.3.  Pre-Congress Workshop 3b Monday 14:00 – 17:00 

14.00 How to Run a Kick-Off Meeting for a Global Team? 

Margery Mayer, Global Operations Experts, USA 

 

Mayer, Margery (USA) 

Margery Mayer has a PhD in Leadership and Organization and focuses on global operations. She makes sure 

that communications are clear so that the organization can operate successfully. She developed communications 

plans that reflect who, what, when, where, and why information is delivered in the right level of detail to the 

right people, at the right time. Her slogen has been, “Do it right or do it forever”.  

Margery provides goal-oriented, pragmatic, and reliable oversight and execution. Her experience comes from 

many years of working with global leaders to solve leadership, organizational and communications issues. 

She currently teaches Business and Strategy, and Group Dynamics and Communication for USF (University of 

South Florida) and Kaplan Universities. She facilitates workshops in Strategic Planning for the American 

Management Association (AMA) across the US. 

Her last book was published in 2010: „The Virtual Edge: Embracing Technology for Distributed Project Team 

Success”. 

 



Dr. Margery Mayer
June 9, 2011

What is a kick-off meeting? 
Why is it different when it is across cultures?

IIssues Actions Outcomes
Logistics Develop a 

meeting 
schedule and 
delivery vehicle

Everyone can 
share screens, 
calls, 
documents

Agenda Develop format, 
stay consistent

Everyone is 
prepared for 
meetings

Culture Ask questions 
about other’s 
situations

Learn about 
challenges and 
adjust

Action Items Develop a 
document

Use as base for 
meetings



Manage the meeting vehicle
Manage time
Uncover opinions or frustrations
Keep meeting focused
Identify agreements and actions
Wrap up with accomplishments and next 
steps

Describe the project’s objective
Identify its benefits
What challenges was this project addressing?
What is the project's scope?

This will be a project you work on for this 
session today.



Analyze the following project and state 
whether you can begin or not.

Project Statement: 
Deploy 1,000 desktops over four time zones 
within the next 90 days. You have 13 people 
on your team and your budget is $3,750,000.
What are the objectives, benefits, challenges, 
or scope?

Will the desktop devises need to be ordered?
Do you coordinate logistics?
Is the network already installed and working?
Look to the Scope of Work document to 
identify the full extent of what has been 
agreed to and by whom.
Document everything you know



What will the new desktops provide?
How will the company benefit from having 
everyone using the same equipment and 
applications?

Do you have a local person to coordinate 
onsite vendors?
Who will sign for deliveries?
Will your team be doing the testing and will 
this be onsite?
How will you coordinate the rollout in all 
regions?
How will you communicate to all regions?



Scope: setting up 1,500 desktops in four 
times zones (6 sites) within in 90 days

1 site in the London, 1 sites in the Vienna, 1 site in 
Beijing, 1 sites in Bangalore, 1 site in NY, and 1 site 
in Los Angeles.

UK, Ukraine – same time zone
China, India, same time zone
NY – 1 time zone
LA – 1 time zone

Ask what is this project accomplishing? Begin 
to think about the deliverables.

Each site has 250 desktops to deploy
No network exists on any site
The list of site vendors is provided
All equipment has been ordered
Coordination, installation, and testing are 
what has been promised.



PProject Objective

What will this project 
accomplish? Specific, 

measurable, realistic, etc.

Benefits
What benefit will the project 

deliver?

Challenges
What challenges does this 

project face; 
communication, logistics, 

cultural, etc.?

Scope
Describe the SOW from the 
sponsor or sales document. 
What does it deliver; what 

does it not do?

Deliverables & Major Milestones

Assumptions 
State all the assumptions you think 

may be associated with this 
including the timely availability 
of resources, deliver schedules, 
change orders, reimbursements, 

etc.
Completion Criteria:

What will be delivered and when 
will you know it is finished?

What is due? Who Complete

Go back to the project you identified and let’s 
fill out the charter. 
Begin with the: PProject Objective
What will this project accomplish? Specific, 

measurable, realistic, etc.
When you are ready, let me know and each of 
you will share your results.



The purpose of this is to get each of you 
started in explaining the details of a project 

charter.
Please give some background on your 
project.
Walk us through the objective and tell us 
where you found the information.
Anyone who has a question or comment, 
raise you hand and you will be able to 
participate.
Let’s go!

Now that you have mastered the objective of 
the project, see if you can fill in the 

BBenefits
What benefit will the project deliver?

Challenges
What challenges does this project face; communication, 

logistics, cultural, etc.?
Scope

Describe the SOW from the sponsor or sales document. 
What does it deliver; what does it not do?



The purpose of this is to get each of you to 
complete as much as you can today.

Please walk us through the benefits, 
challenges, and scope or your project.
Our job is to question or comment, as if we 
were team members on your project.
Let’s go!

Address how will you know if you met the 
project’s objectives?
How will you know if you added value to the 
company or customer?
Example: Will this project allow something to 
occur? Will it directly affect the company’s 
image or bottom line?



As you build milestones and deliverables identify if 
there are any dependencies.

Software developed by an outside vendor
Hardware ordered from outside the company
Training provided by another department

Is the project owner global as well?
How will you manage the internal and external 
dependencies that are out fo your sight and 
control?

Let’s continue to build a complete project 
charter.

DDeliverables & Major Milestones

Assumptions 
State all the assumptions you think may be associated with this 
including the timely availability of resources, deliver schedules, 

change orders, reimbursements, etc.
Completion Criteria:

What will be delivered and when will you know it is finished?

What is due? Who? Complete



Send the charter to your own team and ask 
for clarifications, etc.
Send the edited charter to the customer prior 
to the meeting.
Set the agenda of the meeting as: Project 
Charter Review
Go over every aspect of the charter, make 
changes and gain approval for first draft.



Receive back modified charter from customer.
Send changes to your team
Develop an agenda to include: 

Final Charter Approval 
Discussion of current state of project
Deliverables
Action Items
Next Meeting

Answer the poll by picking a number from 1-
10 to describe the quality of this workshop 
(10 being highest).
Deliverables from this session

Complete the charter
Schedule time with Margery to review and rework 
your charter.
Sign up for part 2




