
HOW  TO  LEAD

COORDINATION

MEETINGS

IN  AN  EFFECTIVE

WAY



WHY  MEETINGS  HELD  IN  THE  OLD

WAY  DOES  NOT  WORK  

FAIL 1  – IT  IS  NOT KNOWN WHY THE
MEETING WAS ORGANIZED

FAIL 2  – MEETINGS ARE UNNECESSARILY
TOO LONG

FAIL 3  – NO ONE SUMMARIZED ANYTHING
OR ASSIGNED ANY TASKS

FAIL 4  – NO ONE EVALUATED TASKS AND
ACTIONS FROM THE PREVIOUS MEETING

FAIL 5  – PARTICIPANTS USE SMARTPHONES
AND LAPTOPS DURING THE MEETING



HOW  TO  DEAL  WITH

THIS  PROBLEM  ? 

CONDUCT  MEETINGS  USING  ICE

METHOD  -  

INTEGRATED  CONCURRENT

ENGINEERING



MAIN  CONCEPTS  OF  THE  ICE

METHOD

PURPOSE /  SUBJECT OF1.
 THE MEETING

Specify what is the purpose / theme of the
meeting. This can be, for example, checking
multi -branch coll isions in a hospital building
on the third floor,  or analyzing intersection
design solutions.

2.  MEETING PARTICIPANTS

Invite only people who have a direct impact
on the design solution, or are decision-
makers in the project. They can be main
designers, project leaders.



MAIN  CONCEPTS  OF  THE  ICE

METHOD

3.  PREPARATION AND 
MEETING REQUEST 

Remember to notify people early enough so
that they have time to prepare for it.

4 .  AGENDA

Specify the exact agenda of the meeting.
Remember that each point on your agenda
should be precise and have set the time 
needed for discussing the matter. 
Stick to the time frame!



MAIN  CONCEPTS  OF  THE  ICE

METHOD

5.  LOCATION AND FREQUENCY OF
MEETINGS

Try to make the meeting take place
with same frequency and include it  in the
project schedule. It  is important to specify a
permanent place where the meeting wil l  take
place.

6.  FACILITIES

The room in which the meeting takes place
should have tools to facil itate its conduct.
These tools can be a projector,  monitors,
audio equipment or project management
boards.



MAIN  CONCEPTS  OF  THE  ICE

METHOD

7.  ROLE

Everyone who attends the meeting
should know their role. An important person
is BIM Fasil itator. It  is the person who leads
the meeting and sticks to the agenda.

8.  MEETING EVALUATION

Remember to summarize the meeting with
the participants.
Focus on items that were good and those
that need improvement. Continuous
improvement is the key to conducting
effective meetings.



TEMPLATE  OF  MEETING  REPORT

USING  ICE-METHOD

In this section of the template we specify the
purpose of the meeting along with information
about the topic it  concerns.
 
If  there are any additional comments about the
meeting, we write them in this section.
 
It  is important to specify the expected Result
of the meeting. This later helps in assessing
whether it  has fulfi l led its role and solved the
discussed problem.



TEMPLATE  OF  MEETING  REPORT

USING  ICE-METHOD

In this part of the template we write
information about the participants invited to
the meeting.
 
Who are they, what industry and companies
they come from. We also use it  as an
attendance l ist of the invited people.
 
In the Preparation section we provide
information -  what a given person must
prepare for the meeting.



TEMPLATE  OF  MEETING  REPORT

USING  ICE-METHOD

In this part we point out the meeting
schedule.
 
Discussed subjects are specified and a
person who wil l  be responsible for presenting
the given topic is appointed.
 
The time frame determines how much time we
spend on discussing a given topic. In this
way, we focus on specific issues without
keeping a conversation going forever.



TEMPLATE  OF  MEETING  REPORT

USING  ICE-METHOD

An important aspect of the meeting is its final
evaluation. Each participant assesses
whether the meeting has brought the expected
results.
 
It  is important to speak out loud about
elements that we did not l ike and about those
that need improvement.



TEMPLATE  OF  MEETING  REPORT

USING  ICE-METHOD



Hello,  I  am Marcin and I  work as a BIM
Coordinator in the road department in a
consultancy firm in Norway. New
technologies in the transportation sector
are my strength.

Authors of this guide are: 

Marcin Pszczolka

Hi, I 'm Ignacy. On the blog, I  l ike to write
about the implementation of new
technologies in the construction industry,
BIM-coordination of multi -disciplinary
projects and development of your own BIM
solutions.

Ignacy Lozinski

https://www.linkedin.com/in/marcinpszczolka/
https://www.linkedin.com/in/ignacy-lozinski-6a870963/

