Team One suggested that multiple tools might be required to ensure management commitment.    Among their suggestions?

1)  A responsibility matrix

2)  Standard pass-down reporting (Action item reporting)

3)  Regular 1:1 meetings (with the agenda captured as a performance report)

4)  Documentation of key management processes (process development flow)

The documents provided in this set are excerpted from The Project Management Communications Toolkit (2nd Edition), Pritchard (Artech House)
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R = Responsible

S = Secondary


Action Item Register

	Date added to list
	Action item to be performed
	Responsible team member
	Date due
	Date resolved
	Notes

	This may be the primary means for sorting the list, as action item lists evolve over time
	This is a detailed description of the action to be taken and the desired outcome
	While several individuals may work on the task, a single point of responsibility should be identified
	This should be the date by which the action item should be performed, or a date on which the status of the action item is reviewed
	This is the date on which the action item was closed out, either through performance or because it was no longer needed
	This includes any notes on performance, concerns, or lessons learned for future action items

	Example:

December 2, 2004
	Send client birthday card!
	Joanne
	January 19, 2004
	January 14, 2004
	Card sent with gift subscription to Project Manager Today. Note added to customer file


Performance Report-Deliverable/Project

	Process/Deliverable Performance Report

	Process under review:
	
	Functional area:
	

	Desired state
	As with objectives, these should be as unambiguous as possible to ensure that they can be documented as either met or unmet, or so a degree of progress can clearly be assigned
	Date Assigned:
	Date Reviewed:



	
	
	Current Status:


	Rationale if not achieved:

	Desired state
	As with objectives, these should be as unambiguous as possible to ensure that they can be documented as either met or unmet, or so a degree of progress can clearly be assigned
	Date Assigned:
	Date Reviewed:



	
	
	Current Status:


	Rationale if not achieved:

	Desired state
	As with objectives, these should be as unambiguous as possible to ensure that they can be documented as either met or unmet, or so a degree of progress can clearly be assigned
	Date Assigned:
	Date Reviewed:



	
	
	Current Status:


	Rationale if not achieved:

	Desired state
	As with objectives, these should be as unambiguous as possible to ensure that they can be documented as either met or unmet, or so a degree of progress can clearly be assigned
	Date Assigned:
	Date Reviewed:



	
	
	Current Status:


	Rationale if not achieved:

	Summary of Findings

	

	Date:



	Author/Reviewer:


Process Development 

	
	Deliverable
	Procedure
	How to Implement

	1
	Define the Need 
	Ensure it is consistent with the Mission, Vision and Objectives of the organization or client
	The need is either raised by a client, identified as a shortfall that must be filled or new work.   The need is normally generated through an organization’s budget or strategic planning

	2
	Obtain requirements from the customer/stakeholder 
	Stakeholder workshops.

List the organization/customer needs.

Link the need to the necessary requirements. 

Identify the deliverables along with the associated capabilities, features or attributes. 
	Communicating the need from the stakeholders to the PM can be accomplished in a workshop or through interactive IT methods.  The needs can then be translated into requirements.  

	3
	Evaluate the requirements
	Make sure the requirements are necessary, attainable, unambiguous, complete, consistent and concise. 
	The requirements evaluation can be accomplished through your contracting/business section to ensure that they can be implemented and measured for success. 

	4
	Prioritize the requirements 
	Prioritization must follow the principles embossed in the Mission, Vision and Objectives
	The PM must assemble the list of prioritization criteria.  This may also involve the stakeholders.

	5
	Develop the project scope
	Translate the requirements into the project scope.
	The project requirements must now be developed to create the scope of work.  The scope of work can be used to create the tender documents, milestone achievements or performance measurement lists. 

	6
	QA/QC
	Are the assumptions correct and does the project scope meet the clients needs
	Erroneous assumption may sidetrack the alignment of the needs, requirements and scope.  This is an accuracy check and should be conducted by the PM and his advisors. 

	7
	Follow-up with stakeholders
	Review, validate and verify the requirements.  Get buy-in and sign-off from the leadership/client
	Before you commence implementation go back to the stakeholders and explain the way ahead.  It would be valuable to obtain sign-off on the plan.  

	8. 
	Identify risks
	Evaluate client requirements during RFP process for functional, technical, financial and schedule feasibility.
	Risk evaluation is valuable for the development of contingency planning.  


Team Two
Team Two was concerned about resource distractions.  Specifically, the concerns stemmed from the propensity of organizations to share or re-assign resources without consideration of the other impacts of those decisions. 

The concerns were that such actions: 

· Add time to the project, 

· Create situations where multiple resources task SMEs without clear prioritization, and 

· The project manager is not engaged in the decision-making

Their solution was a Resource Request form.

Resource Request: 

Issued by:  _____________________________

Created by:  _________________________________

Assigned to:  Project Manager Name

Description of resource need: ___________________________________

Related Attachments or Screenshots:  ___________________________

Functional area: ____________________________________

Team Three simply sought consistency in how projects are initiated. 

Their solution was to ensure that all management players use a “Solutions Consulting Proposal.” The document outline follows: 

I. High-level business objective 

a. Business Charter information

i. Risk

ii. Stakeholders

iii. Key dates

iv. Dependencies/Constraints

v. Business priority

II. Technical details

a. Project size (s, m, l)

b. Resource types required

