GROUP EXERCISE from Lesson 5 (pg 6 of 16)

Team One East

Assignment response (sample form appears on the next page)

1. First: As a team, achieve consensus on one thing your project organization does less than effectively.
>> Suggested problem: Communicating schedule changes in multi-project environment

2. Second: Identify redundant practices that result.
>> Redundant practices: change is communicated to different project owners/sponsors/team members differently (via email, in meetings, face-to-face). The information may be communicated slightly differently giving different people a different understanding of the change.

3. Third: Either create a skeletal template, or outline the information to be provided in a "standard version" of the documentation and the sources for that information.
>> Info to include in form:
3.1 Project name
3.2 Project sponsor & PM
3.3 Short description of change, including date
3.4 Top risks associated with project change (bulleted with mitigate, avoid, etc... next to each) 
3.5 Distribution list for the document (so everyone knows who is getting this info)
Draft of form

Project Change Communication form

· To be completed and distributed by the project manager.

· Please fill out the following form to communicate schedule changes on your project. 

	Project Code
	
	Date
	

	Project Name
	

	Project Sponsor
	
	Project Manager
	

	
	
	
	

	Distribution list (be sure to include PMs for projects that share resources with you)
	Name
	Title
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Short description of change
	

	

	Top risks for this project
	Short Description of Risk
	Strategy/Plan (mitigation, avoidance, etc…)

	
	1. 
	

	
	2. 
	

	
	3. 
	

	
	4. 
	


