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Project Management Office Meeting Minutes

June 24, 2003

Implementation Plan Planning
Attendees:  Glen, Ann, Mike, Dan, Sharon, Allen, Nick, Bob, Dennis, Kathy

Not Attending:  Lori, Patsy

Minutes Scribed By:  Glen

Decision (Proceed with PMO):

Glen said the Sub-Committee (Allen, Ann, Lori, Bob, & Glen) recommended we proceed with PMO implementation.  The recommendation was accepted.

Decision (Change Vision / Scope Document):
Glen presented some proposed changes to the Vision / Scope document centering on the “Scope of Initial Release” section.  The Team accepted the changes.  The document will be sent to team members via e-mail with the minutes.

Issue (Terminology – Phase 1):

Dennis observed that the Vision / Scope document is inconsistent in its use of “Phase 1”.  Sometime Phase 1 refers to the Readiness Assessment Project and sometimes Phase 1 refers to the first step in the PMO implementation.  Glen will revise the Vision / Scope document to establish consistency and send the changes to the Team via e-mail for their review and approval.

Decision (Implementation Plan):

The Team reviewed the Sub-Committee’s Implementation Plan and accepted it with some modification.  

The Sub-Committee identified several sets of deliverables.  These are:

· Standard Methods & Tools

· Lessons Learned

· Resource Management

· Communications

· Metrics & Compliance

See the Implementation Plan for details about the individual deliverables within each set.

Action Item (Teams & Deliverables):

Three small teams will meet on July 8, 15, and 22 to start work on creating deliverables.  The teams’ composition and assignments are as follow:

Resource Management Team:  Kathy, Dennis, Lori, Nick, Allen  (Team Coordinator will be Kathy or Lori).  Resource Management.

Standards Team:  Dan, Sharon, Mike, Ann, Glen (Team Coordinator will be Glen).  Lessons Learned (first) and Standard Methods & Tools (second).

Communications Team:  Bob, Glen (Team Coordinator will be Bob).  Communications.

On July 29 the full Team will meet and review progress.  Based on the experiences, the Team will review and revise the timeframe and deliverables.

Action Items:

Nick & Dennis:  Present the implementation vision to the executive management team for approval.

Teams:  Start meeting and working on deliverables.

Activities, Assignments & Dates:

Resource Management Team:  Kathy, Dennis, Lori, Nick, & Allen  (Team Coordinator will be Kathy or Lori).  Start work on Resource Management July 8.

Standards Team:  Dan, Sharon, Mike, Ann, & Glen (Coordinator).   Start work on Lessons Learned July 8.

Communications Team:  Bob (Coordinator) & Glen.  Start work on Communications after other teams have had an opportunity to meet. 
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