
Research culture project management recommenda3ons 
 
1. How to create an inclusive and effective project  

• Be aware of different professional roles and categories  
• Include colleagues and students from various professional roles and career stages  
• Connect, consult, and build partnership (when possible) with relevant departments 

and institutes  
• Organize regular catchup meetings  
• When appropriate, break big whole group meetings into small group task-based 

meetings   
• Involve different colleagues in different tasks and attend to the professional 

development of team members  
• Design evaluation activities from the start  
• Trial and test activities and resources  within the project team   

 
2. How to organize an inclusive successful event  

• Be clear about the target number of participants  
• Maintain proactive communication with the target participants   
• Write personalized emails to boose the number of respondents and secure 

participation  
• Send reminders to boost the number of respondents  
• Use consent form etc to strengthen the sense of commitment from participants, but 

be flexible in actual practice  
• Plan logistics ahead and ensure enough catering   
• Take into consideration late arrival and early leave when planning the start time and 

activities  
• Allow enough lunch break time  

 


