MEETING AGENDA


MEETING LOGISTICS

	SUBJECT:
	ChangePro 13-5 Process Improvement Training

	DATE:
	00.00.05

	START TIME:
	8:00 AM

	END TIME:
	3:30 PM

	LOCATION:
	TBD




PARTICIPANTS & ROLES

	TRAINING LEADERS:
	

	FACILITATOR:
	

	TECHNOGRAPHER
	


PARTICIPANTS:

	
	
	

	
	
	

	
	
	

	
	
	


PREPARATION

	PLEASE READ:
	Agenda 

	PLEASE BRING:
	Personal Calendars
Team Process Charter – Paper and Electronic copies


REASON FOR MEETING

	CONTEXT:
	CenterPoint Energy is developing skills within the organization to be more effective in the area of working in teams, managing change and process improvement.  Certain fundamental processes need to be in place and internalized with individuals prior to working in teams on highly visible process improvement projects.  The process owners have chosen Team Leaders and Team Facilitators to take the basic training to familiarize themselves with the process, tools and techniques for organizing and leading highly effective teams.  

	PURPOSE:
	· To gain understanding of the 13-5 Improving process in the CenterPoint Energy Smart Solutions website.
· To gain understanding of how to perform the Define activity
· To gain understanding of how to perform the Analyze activity
· To gain understanding of how to perform the Identify activity

	TEAM TRAINING DELIVERABLES:
	· Workplan set up in Smart Solutions website 

· Kick Off Agenda completed

· As-Is Worksheet Prepared for Team Work
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	DESIRED RESULTS BY TOPIC LEVEL
	HOW TO ACHIEVE DESIRED RESULT
	WHO
	TIME
	RESULT STATUS

	To execute the meeting agenda as a roadmap that keeps the group on track.
	Introduce participants and review the agenda.
	Trainer
	8:00 AM

	

	Comprehend training expectations
	Exercise

Brainstorm

Clarify
	Trainer
	8:15 AM
	

	Comprehend the Smart Solutions website focusing on Class: 13 Managing Change and View: 13-5 Improving.
	Present – 13-5 Overview
Clarify
	Trainer
	8:30 AM
	

	Break
	
	
	9:20 AM
	

	Comprehend the Define activity in 13-5 Improving process.
	Present Define Activity
Hands-On Exercises
· Establish Project Plan in PMO

· Develop team Kick Off agenda
	Trainer
Participants
	9:30 AM
	

	Comprehend the Analyze activity in 13-5 Improving process.
	Present Analyze Activity concepts, definitions and how to navigate the As-Is Worksheet
Hands-On Exercises

· Create As-Is Worksheet

· Begin documenting process based on information from Team Charter and SME
	Trainer

Participants
	10:45 AM
	

	Lunch
	
	
	11:30 PM
	

	Continue Analyze Activity
	Hands On Session
	Participants
	12:30 PM
	

	Break
	
	
	1:30 PM
	

	Comprehend the Identify activity in 13-5 Improving process.
	Present Identify Activity

	Trainer
	1:45 PM
	

	To decide on if the group achieved its Desired Results.
	Meeting Evaluation
	Trainer
	2:45 PM


	

	Wrap Up & Next Steps
	Action Plan
	Trainer
	3:00 PM
	

	Training End Time
	
	
	3:30 PM
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