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1. Effective Planning 
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2. Effective Meetings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Effective Analysis 
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Be Open & Honest
Listen to Everyone

Give Full Commitment

Have Some Fun, Lighten Up

Follow Agreed Times

Keep to the Meeting’s Objectives

Limit or No Interruptions

Discuss Issues & Not Personalities

Timely Follow Through on Agreements / Actions
Give Feedback at the End of the Meeting

Meeting 
Guide
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Meeting 
Guide

Wing It Know It
(Too Little) (Too Much)

Practical PM

Wing It Know It
(Too Little) (Too Much)

Practical PM

Find Balance Between Common Sense, 
Formal Tools / Methodologies & 
Customer / Business Driven Focus



4. Effective Implementation 
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