Team Exercise Lesson 5


Identify one of the templates, protocols, behaviors or practices from the previous posting (Discussion 1) and create the solution as a team. Identify the objective of the solution and how it will serve to mitigate the problem. Then create a dummy version or a step-by-step for the protocol as prescribed in Lesson 5, page 6 of 16

 

Output
Team Members: Daniel Couto and Kevin Hayes 

Date: June 25, 20009

Issue:

Timely Project Closure: Due to resource constraint and the common bug, some of my projects are in a stabilization period that drags on past the typical warrantee period. Key Resources are re-allocated, task such as post Mortems and transition meetings are not completed on a timely schedule per process dictates and knowledge is lost/forgotten.

Protocol:  Project Closure Protocol
Objective:  
· The objective of the protocol is to clearly identify the steps needed to complete the project closure process for all projects.  Secondly, to clearly identify the steps to take when the closure is delayed by unforeseen project issues.

Mitigation:  
· The project manager and the resource manager will now have a common responsibility to make project resources available for closure delays.
· Periodic avoid the situation where key information at the beginning of the project is forgotten by the end of the project. 

Step by Step Version
1. Send out the project retrospective documentation at the beginning of the project.  Schedule periodic interim retrospectives during the project lifecycle.(i.e after each phase or Major Deliverable)

a. Document the feedback

b. Store the information in a common library
c. Make all project members, client, vendors and key organization stakeholders aware of the updates

2. The transition due date will be determined at the beginning of the project to be executed as the final activity for the project team. 

a. Immediately subsequent to final promotion event when the project team’s final tasks are complete, The Project Manager determines a Support transition final meeting date. 30 to 60 Days in the future depending on the project
b. People from all groups are asked to list any worries they may have and that may compromise the timely hand-over. Most of the feedback will likely come from the project team, as the support team at this point knows very little about what has been built. This gives a chance to solve any open issues before the first meeting. 

3. In the original Plan schedule a project retrospective fro 30 days after the project is complete

a. Immediately subsequent to final promotion event when the project team’s final tasks are complete, The Project Manager determines and schedules a Project Final Retrospective meeting for that date (or as close to that date as possible)

b. Send a meeting invite to all project participants, their managers and key stakeholders confirming their allocation

c. Send out a reminder of the location of the documentation related to the period retrospectives

d. Allocate the project team resource for the period of the meeting including a delay contingency.
4. The Project manager or delegate  consolidate the prior gathered information
5. Schedules a transition meeting with the application support group (who will own the application past the warrantee period) immediately following the retrospective.(Different meeting than the retrospective because they are different groups)

a. Send a meeting invite to all  participants, their managers  
b. Send out a reminder of the location of the key project documentation necessary to support the product in production

6. One week prior to the meeting, determine if the warrantee period will conclude on time.

a. If yes:  Send out a final meeting reminder

b. If no, reschedule step 3 through 5 for X number of days later (Delay dependant)

c. Re-allocate the project team resource for the period of the meeting by using the approved contingency time.
7. Hold the retrospective meeting

a. Document result

b. Archive the finding

c. Send out a location e-mail to all key stakeholders

8. Hold the transition to support meeting

a. Document result, Send out a confirmation e-mail to all key stakeholders

b. Obtain transition approval from the Technical Account Manager

i. Store the approval

9. Close the project

a. Obtain Client Signoff (Delivery Acceptance Form)

b. Obtain Internal Sign off

c. Obtain Vendor Signoff (if applicable)

d. Complete Project Audit

e. Archive the Project Plan

f. Close the contract

g. See to accounting for invoicing

h. Close the cost account.
