Protocols/Procedures for “Wall Walk” Status Meetings
1)  Notify team members that they should document (creatively) their current project activity status on a single sheet of flip chart paper.  Emphasize the need for a comprehensive review, as they will not have the opportunity to explain their sheets in the meeting.   Identify critical data elements that must be included.

2)  Avoid sending out "sample" formats, as they will frequently quash creativity.

3)  Explain that the sheet will be used to inform all other team members regarding current project status, issues, concerns, new risks, dependency risks, and other issues as appropriate.  The sheet should also acknowledge team accomplishment or specific task accomplishment that should be acknowledged.  

(Strive to make this as competitive as reasonable.  It generates higher quality deliverables.)

4)  Tell team members that their sheets are due 30 minutes PRIOR to the meeting, but that you'll accept them up to 24 hours in advance.  This way, you have the opportunity to review them prior to the meeting itself. 

5)  Post the reviews.  If there is a logical sequence to the reports, it can be done, but is not required.  

6)  (Optional) Capture the reviews using a digital camera and file the jpgs in the project directory

7)  Begin the meeting with a wall walk.  Duration of the walk will depend on the number of posters.  Allow 30 seconds-one minute per poster depending upon the depth of information presented.  (Some of those who use this technique post an 8.5x11 sheet below each poster...for questions.  Others will encourage individuals to document their own questions). 

8)  The meeting then consists of the facilitator (project manager?) walking poster to poster and asking..."Any questions or issues?"  Those questions or issues should come from the participants, not from the author of the poster.  When the facilitator's walk is complete, the meeting (or the status element thereof) is complete.  
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