Protocol-related flipcharts: 
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#7--MEETING PROTOCOL—

· Determine attendees.

· Schedule meeting

· Create/Send agenda.

· Receive comments on agenda.

· Finalize/Send agenda.

· Establish meeting ground rules.

· Facilitate meeting.

· Record minutes/AI’s

· Review AI’s

· Distribute meeting minutes/AI’s
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--CONFERENCE CALL PROTOCOL—

· Include call-in # and passcode in meeting invitation.

· Include attendee list with role/title.

· Be sure that invitees will be attending.

· Include agenda and objective of meeting in the invitation for the meeting.  (support document)

· Include facilitator on invite (note-taker/scribe).

· Use mute if driving on a cell phone, keying, or eating.

· Don’t breath into mouthpiece.

· Avoid background noise (dogs, kids)

· Announce each agenda item as you move on (ask for comments).

· Announce that you are coming or leaving the conference call.

· Announce yourself before every comment you make.

· Commune, if possible and cost effective.  (inroom)

· Conclude with summary and owned action items.

· Begin on-time.  End on-time.  Be on-time.

· Send out meeting minutes –post minutes.
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--E-MAIL PROTOCOL—

· Must include ender with: 

· Name

· Phone #

· Department

· Font must be no less than 10 point.

· Be aware, All-caps can be seen as YELLING…

· Subject must be specific and concise.

· Be aware, The word “you” can be interpreted as negative

· Avoid terms like “you should”

· Take action when “RE”’s reach 3.

· Use discretion when using “Reply to all”.

· Include original message when responding to originator.

· Add a short statement of the e-mail’s purpose.
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--E-MAIL PROTOCOL—

· Purpose: Define the correct recipients of communication.

· Guidelines:

· 1. Establish a communication matrix identifying: 

· roles and responsibilities

· topic areas or issues

· 2. Create mail distribution lists based on #1.

· 3. Create a dictionary.

· 4. Archive.

· 5. Create an assessment tool for individual communications (activities, purpose, stakeholders, etc.)
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--COMMUNICATIONS – E-MAIL—

· Having to use multiple e-mail systems

· 1. Use unclassified system 1st SA transfer messages to class systems DAs.

· 2. All meeting schedules done on class system.

· 3. Standardize e-mail addresses between different systems.

Template-related flipcharts: 
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--IT SYSTEMS OPERATING SCHEDULE—

	SYSTEM NAME


	PROJECT MANAGER
	SYSTEM ADMINISTRATOR
	DEA

	
	E-MAIL


	E-MAIL
	E-MAIL

	
	PHONE NUMBER
	PHONE NUMBER
	PHONE NUMBER


	BUSINESS UNIT


	LOCATION/

ROOM NUMBER
	DAYS/HOURS

OF OPERATION
	PRIMARY

CONTACT
	SECONDARY

CONTACT
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--ACTION ITEMS ASSIGNMENTS—

	TASK

ID
	TASK

NAME
	DESCRIPTION
	OWNER
	DUE

DATE
	STATUS
	ASSIGNED

DATE
	EFFORT
	COMMENTS

	
	
	
	
	Strike-thru old

due date.

Do not delete it.
	
	
	Hours
	Include dates for all comments.
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--TEAM MEMBER STATUS REPORT—

· Submitted by_____.  Submission date______.

· Project Name_____.  Phase______________.

· Reporting Period______.

· Tasks to have been completed this period.

· Red      o    Yellow     o    Green

· Planned tasks next period

· Issues/Concerns: 

· Risks: 

· Planned Vacations: 
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--MONTHLY STATUS REPORTS—






CHANGES


NO CHANGES

	Task Summary
	
	

	Personnel
	
	

	Funding Status
	
	

	Issues
	
	

	Planned Activities Next Month
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--TEMPLATE—

· 1. Status Report Template

· 2. Redundant Practices…

· Filled in incorrectly.

· Does not provide sufficient information.

· Not submitted on time.

· 3. Temple Should Incorporate

· Date

· Project Name

· Approval Authority

· Work Completion Data

· Financial Cost Data (EVMs)

· Milestones

· Work to be Completed

· Outstanding Issues

DSC09227.jpg

--WEEKLY PROJECT STATUS REPORTS—

· Project Name

· Project Description

· Bull’s-eyes/Action items.

· Owner/Team Members

· Status/Phase

· Open Date

· Target Date

· Kudos

· Project Team Members
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--ISSUE – CONSISTENT STATUS REPORTS – 1-PAGE—

· Project Title

· Date/Time Stamp

· Author

· Team Members

· Accomplishments

· % completed

· upcoming

· Issues

· Contact

· Planned Absences of team-members
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--WEEKLY STATUS REPORT—

· Week of MM/DD/YYYY

· Team Name/Member Names  _______________/_______________________

	CURRENT TIME
	ACTIVITIES
	DELIVERABLES

	 This week
	
	

	Next Week
	
	


· Issues and Concerns.

