Project/Session: Develop List of Activities
Prep

	
	Before session
	
	
	
	

	1. 
	Set up facility
	· Prepare several structured lists (4-columns)
	
	
	

	2. 
	Post wall sheets
	· Side Items: (Issues, Action Items, Deferred Topics, ..)
	
	
	


Event Plan
	#
	Activity


	Notes (approach, messages, etc.)
	Risks/Contingencies
	 Fac. Resp.
	Est. Time
	Instrument
	R. A. Resp. 

	1. 
	Opening
	· Welcome SMEs

· Review event intentions (document major activities within scope)
	
	
	
	
	

	2. 
	Clarify Focus
	· Review Project Focus statement
· 
	
	
	
	Handout: Project Description
	

	3. 
	Identify Business Activities
	· Brainstorm list of major business activities
	
	
	60 min. or less
	Flip chart

Word template
	Capture activities

	4. 
	Participant Debriefing 
	· Overall Impressions, Do Betters, and Did Wells
	
	
	10 min 
	Flip Chart
	(Do not capture)

	5. 
	Closing comments
	· Review activity for tomorrow

· Thank SMEs for attending
	
	
	5 min
	
	


Project/Session: Document Current Business Processes

Prep

	
	Before session
	
	
	
	

	1. 
	Set up facility
	· Post 3 wonder sheets (portrait); get dry erase markers
	
	
	

	2. 
	Post wall sheets
	· Side Items: (Issues, Action Items, Deferred Topics, ..)
	
	
	


Event Plan

	#
	Activity


	Notes (approach, messages, etc.)
	Risks/Contingencies
	 Fac. Resp.
	Est. Time
	Instrument
	R. A. Resp. 

	1. 
	Opening
	· Welcome SMEs

· Review event intentions (document current business processes)
	
	
	2 min
	
	

	2. 
	Clarify Focus
	· Review Project Focus statement

· 
	
	
	2 min
	Handout: Project Description
	

	3. 
	Document business processes
	· Develop process model of current business processes
· Processes

· Data flows

· Sources/sinks

· Processors

· Triggering event
	
	
	25 min
	Wonder sheets
	Capture process details in text template

	4. 
	Participant Debriefing 
	· Overall Impressions, Do Betters, and Did Wells
	
	
	10 min 
	Flip Chart
	Capture debrief in word template

	5. 
	Closing comments
	· Review activity for tomorrow

· Thank SMEs for attending
	
	
	1 min
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