This is a set of deliverables/guidance generated by the participants in the Managing Multiple Projects class at PMI SeminarsWorld in Orlando, FL June 2017.  Most of these represent guidance on what information sets need to be retained or constructed in order to facilitate consistency across multiple projects. 
TEAM 1
Standardization of Annual Processes
· Standard Operating Procedures
· Documents shall include templates with title, deliverables and Gantt chart
· Post-mortem Template
· Documents shall include Lessons Learned and next steps

TEAM 2
Resource Allocation and Forecasting (4-week rolling assessment)
This may be captured in a word document or spreadsheet but is expected to incorporate the following elements on a weekly basis
· Detailed resources available
· Detailed project tasks
· Detailed overlaps and over-allocations
· Evaluation of mitigation options for overlaps, gaps and over-allocations
· Schedule relief
· Overtime
· Resource substitution
· Out-sourcing
The forecast will be updated on a weekly basis, adjusting to add the next week in the rolling schedule

TEAM 3
PROCUREMENT OVERHAUL
This team believes there is an almost universal need to repair procurement processes in organizations, and such improvements need to be supported at an organizational level.  The three keys they identified were standardization, communication and self-service capability.
· Standardization Organization-wide
· Forms
· Procedures
· Approvals
· Communications
· Monthly “Frequently Asked Questions” Meetings (and records)
· Virtual Dashboard (for submissions/order tracking)
· Budget update meetings (both virtual and physical)
· Self-Service
· With clear oversight and budgetary limits, each project should have the capacity to make purchases under a process for values under a specified amount
For all of these, the team also saw the need for supplemental training in the procurement process. 

TEAMS 4 and 5
Both teams saw a need to improve meeting performance and to eliminate time-wasting in meetings 
Structure
Templates will be constructed for Agendas and Meeting Minutes (models can be found elsewhere in course resources from past classes) 
Process/Etiquette
· Pre-meeting
· Construct a concise agenda with timing
· Set specific meeting start and finish times
· Provide all invitations at least 24 hours in advance
· Require acceptance or deference prior to meeting
· For those who cannot attend, proxies must be identified
· Test technology and tools
· Meeting
· Ban technology (unless the situation warrants)
· Set expectation for maximum participation (limit time: consider using an egg timer)
· Identify a clear individual as facilitator
· Capture agreements and action items
· Stay on time and topic
· Post-Meeting
· Distribute minutes within 24 hours
· [bookmark: _GoBack]Follow up on side discussions
