Project/Session:

Prep

	#
	Activity


	Notes
	Due
	Instrument
	Resp. 

	
	Prior to week of session
	
	
	
	

	1. 
	Gather equipment & supplies
(See checklist)
	· JDA box (markers, tape, etc.)
· Static sheets

· Name cards

· Laptop

· Flash drive

· PC Projector?

· Printer?

· Speaker phone?

· Easel and pad

· Power panel
	
	
	

	2. 
	Prepare instruments
	· BPM text templates
· Briefing slides (Intro to JDA & process modeling)
· TAD shell

· Others?
	
	
	

	3. 
	Prepare opening
	· Who should speak, their order, their messages
	
	
	

	4. 
	Discuss the participants
	· Who do they represent? Any issues? Experience?
	
	
	

	5. 
	Get bullet points to opening speakers
	· 
	
	
	

	
	Prep Day
	
	
	
	

	6. 
	Set up facility
	· Furniture and equipment

· Name cards

· Plan use of wall space

· Brainstorm list space 

· DFD space

· Projection space
	
	
	

	7. 
	Set up equipment
	· Test: projector, easels, static sheets

· PC’s (have flash drives or be networked. Test templates)
	
	
	

	8. 
	Make Handouts
	· Event plan (for Coach, RAs, ..)

· Any for SMEs?
	
	
	

	9. 
	Post wall sheets
	· Agenda

· Objectives
· Focus Statement
· Side Items: (Issues, Action Items, Deferred Topics, ..)
	
	
	

	10. 
	Train/brief the Support Team (Facilitator, Coach, Recording Analysts)
	· Go over the event plan
· Go over the instruments, templates, tools
· Ideally – have a short mock session
	
	
	


Event Plan – Day 1 (date)

	#
	Activity


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

	1. 
	8:00 AM

Pre-session – final work
	· 
	
	
	
	N/A 
	N/A 

	2. 
	8:30 AM

Gather
	· Refreshments
	· Food late
	
	30 min 
	N/A 
	N/A 

	3. 
	9:00 AM

Host comments
	· Welcome 

· Overview of facility – restrooms, coffee

· Introduce executive sponsor
	· Start late
	
	
	
	

	4. 
	Executive Sponsor comments
	· Put this session into context

· Project intentions
· Where project is now

· Goal of this session

· Importance of this session

· Reason we are here (empower the SMEs)

· Introduce the project sponsor (or host can do this)
	· Executive sponsor unable to attend 
	
	5 min 
	N/A 
	

	5. 
	Project sponsor comments
	· How this deliverable will help

· Thank SMEs for attending

· Introduce facilitator (or host can do this)
	· 
	
	
	
	

	6. 
	Introductions
	· SMEs introduce selves (a few words)

· Find out SME schedule conflicts

· JDA team (empower the JDA team)
	
	
	10 min
	N/A 
	

	7. 
	Review Event Intentions and Agenda
	· Review event intentions

· Review agenda - adjust if needed
	
	
	5 min
	Flip Chart
	

	8. 
	Briefing: “JDA”
	· JDA components

· JDA roles (incldg. real SMEs v. Bas, DAs)

· Ground rules

· Turn off cell phones

· Don’t do other work during session
	
	
	10 min
	PC Projector

PPT slides
	

	9. 
	Briefing: “Modeling”
	· Business models and technical models

· Object models and data models

· Framing vs. Detailed
	
	
	15 min
	PC Projector

PPT slides
	

	10. 
	Clarify Focus
	· Review Project Focus statement
· Review Event Focus statement (if different)
· Adjust if needed
	Don’t know how much updating will be needed
	
	20 min.
	PC Projector
	

	11. 
	Identify Business Activities
	· Brainstorming
	
	
	60 min. or less
	Flip chart
	Odd – 

Even - 

	12. 
	Develop the Business Process Model
	· One main set of diagrams
· Work in fragments, as needed
	
	
	Rest of session
	Wonder sheets
	Processes

Data flows/stores 

	
	Lunch
	
	
	
	
	
	

	13. 
	12:00

Food 
	· Brought in?
	
	
	45 min.
	
	N/A 

	
	END OF DAY:
	
	
	
	
	
	

	14. 
	4:45

Participant Debriefing 
	· Overall Impressions, Do Betters, and Did Wells
	
	
	10 min 
	Flip Chart
	

	15. 
	4:55

Closing comments
	· Review schedule for tomorrow

· Discuss any schedule to tonight

· Thank and send off
	
	
	5 min
	
	

	
	THRU THE DAY:
	
	
	
	
	
	

	16. 
	Side Items 
	· Capture side items as they come up (Issues, Action items, Deferred topics, etc.)
	
	N/A
	N/A
	4 column list on flip chart
	

	17. 
	Actual Agenda
	· Keep in Word doc.
	
	N/A
	N/A
	N/A
	

	18. 
	Participants List
	· Keep in Word doc.
	
	N/A
	N/A
	N/A
	

	
	WRAP:
	
	
	
	
	
	

	19. 
	
	· Prepare interim TAD?
	
	
	
	
	


 Event Plan – Day n (last day) (date)

	#
	Activity


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

	1. 
	Sponsor comments
	· Review: Importance of this task
	Start late
	
	5 min 
	N/a
	

	2. 
	Admin ?
	·  
	
	
	5 min 
	
	

	3. 
	Reconnect with what we have done so far
	·  Review interim TAD
	
	
	15 min 
	
	

	4. 
	(continue with agenda)
	
	
	
	
	
	

	
	END OF DAY:
	
	
	
	
	
	

	5. 
	Participant Debriefing 
	· Overall Impressions, Do Betters, and Did Wells
	· Time permitting. 
	
	10 min 
	Flip Chart
	

	6. 
	What’s next?
	· E.g. More modeling?
· E.g. Project work, schedule
	· 
	
	10 min 
	Overhead

Project DFD
	

	7. 
	Sponsor Closing Comments
	· 
	· 
	
	
	
	

	
	THRU THE DAY:
	
	
	
	
	
	

	8. 
	Side Items 
	· Capture side items as they come up (Issues, Action items, Deferred topics, etc.)
	
	
	n/a
	4 column list on flip chart
	

	9. 
	Actual Agenda
	· Keep in Word doc.
	
	
	n/a
	n/a 
	

	10. 
	Participants List
	· Keep in Word doc.
	
	
	n/a
	n/a 
	


Wrap

	#
	Activity


	Notes
	Due
	Instrument
	Resp. 

	1. 
	Team Debrief
	
	
	
	

	2. 
	Develop team “to-do” list
	
	
	
	

	3. 
	Complete the process model work product
	· Process model diagram
· Plan the basic layout, depending on your intentions

· Capture it all in the tools

· Print it and see how it looks

· Process model text

· Reconcile it internally (all words used the same)

· Print it and see how it looks

· Reconcile diagram and text
	
	
	

	4. 
	Prepare TAD
	· Standard parts: Title page, TOC, participants, agenda, opening comments, side items, debriefs, etc.

· Compile any illustrations, brainstorming, etc.

· Process model – either imbed it in the TAD or attach as an appendix
	
	
	

	5. 
	Dispose of materials

· Turn over all material to custodian

· Each person clean up their PC

· Copy of all materials to AdvStr InfoBase


	· Electronic files

· Any paper-only files?

· Wall sheets to save? 
	
	
	

	6. 
	Clean up the room
	· Put it back like we found it
	
	
	

	7. 
	Distribute TAD
	· Create a cover sheet memo (e.g. email)

· Get copies to:

· Each SME – ASAP

· Sponsors
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