
Before you call
Before you speak to a consultancy about your 
project, it is important that you have a clear idea of 
what you want the project to achieve. Here are a 
few points to think about when providing a brief.

Explain the background 

The best project methodologies grow from a 
thorough understanding of the reasoning for a 
project. While this may seem simple, it can often 
be difficult to explain the logic for a project to an 
independent party who have not been privy to initial 
project planning. 

Make a list of the important points that you would 
want to know if you were just starting work on  
your project.

Articulate what you want your project to achieve

We will be happy to help you build a thorough 
project plan. In order to do this, however, we will 
need to know the key aims and objectives for  
your project.

One way to think about this is to identify what 
‘success’ will mean for your project. Make a 
‘wishlist’ of outputs that you would ideally like to 
see achieved.

Think about how you want the project to run

You don’t need to have a complete plan for your 
project methodology – that’s our job! But it is a 
good idea to think about some logical project 
elements that you would like to happen. 

°  Do you have enough background information or 
do you need a literature review to be undertaken? 

°   Do you need to consult with stakeholders? If 
so, do you have a preference for focus groups, 
interviews or workshops?

  

 
 

°  Will the project be guided by an Advisory Group 
or Steering Committee? Does this group already 
exist or does it need to be established?

°   Have you been involved in a similar project  
in the past? What did you like/dislike about  
the approach? 

It’s important, however, to remain flexible and open 
to the suggestions of the consultants. At the end 
of the day, you’re paying for their expertise, and 
they should be able to advise you on how best to 
achieve the results you want.

Decide on the time and budget available

A good consultancy will formulate a project plan to 
fit your timeframes and budget. It is important that 
you have a clear understanding of your limitations, 
so that project planning can take account of the 
available time and resources. 

Familiarise yourself with your organisation’s 
contractual requirements

Working with a consultancy means contracts! 
Make sure you are familiar with your organisation’s 
requirements for contracting work. We will work 
with you to agree on terms of trade, invoicing 
schedule and delivery deadlines.

Working with a consultancy costs money 
and involves entrusting your project 
to a third party. Good planning and 
communication can help to ensure you get 
the most out of your investment. 
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Once you have engaged a consultancy to work 
on your project, you want to ensure things run 
smoothly right from the outset. Here are some tips 
on how to keep your project on track.

The ‘kick-off’ meeting

An initial briefing meeting with your consultancy is 
recommended to get your project off to a good start.

Where possible, this initial meeting should be face-
to-face. Not only is it great to put faces to names, 
but this can help with communication, to ensure 
there are no misunderstandings about project aims 
and objectives.

There are a number of things that should be 
addressed at the initial briefing meeting. Here is a 
checklist to help guide you.

Daily project management

Following a successful kick-off meeting, your 
project will be well on the road to success.  
Here are three points to keep in mind for the life of 
your project. 

1.  Provide feedback

We want you to be happy with project progress 
– and to know when you’re not. It is important to 
maintain open lines of communication, and let the 
consultancy know if you have any concerns about 
project direction or approaches.

2. Be open to change

Even the best laid plans can go awry! A good 
consultant should pre-empt issues. Be open 
to changes in your project methodology when 
appropriate. 

3. Make the most of your consultancy

Your consultants are experts in their field – that’s 
why you’ve hired them! Draw on them for advice 
or direction as needed, and engage them in 
decision-making related to the project. 

Kick-off meeting checklist

 It is possible that the consultancy has submitted a proposal with a draft project plan. Review this 
plan and identify any changes you would like to make

 Be clear on your preferences for your involvement in day-to-day project management. Agree on 
roles and responsibilities from the outset

 Agree on the frequency and timing of project team meetings/teleconferences

 Agree on expectations for project progress reports 

 Agree on sign-off hierarchies – who needs to review documentation and when

 Agree on timelines, including key delivery deadlines throughout the project

ZEST Health Strategies would 
be happy to help with your next 

outsourced project.

To discuss your requirements  
or for more information about  

our services contact  
Alison Evans on 02 9409 7639 or 

alison.evans@zest.com.au.
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