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ORGANIZATIONAL CONTEXT & PROJECT BACKGROUND

	ORGANIZATIONAL CONTEXT & PROJECT BACKGROUND
	PURPOSE: To create a background statement that communicates the events that have lead up to justify the establishment of the Project Team.  

PROCEDURE: Develop high level statement below include the urgency, importance, and/or relevance to other work that supports establishment of Project Team.

	
	MACROBUTTON NoMacro [Click here and type information]

	
	MACROBUTTON NoMacro [Click here and type information]

	
	MACROBUTTON NoMacro [Click here and type information]

	
	MACROBUTTON NoMacro [Click here and type information]


COMPANY OPPORTUNITY

	COMPANY OPPORTUNITY
	PURPOSE: To create a high level statement that describes the new standard for process design or ideal future.  

PROCEDURE: Briefly state what will be required of the company to sustain the change.  Make a process design statement that is in alignment with the corporate vision.  List potential process and business improvement opportunities.

	Change Requirements
	MACROBUTTON NoMacro [Click here and type information]

	Process Design Statement
	MACROBUTTON NoMacro [Click here and type information]

	Improvement Opportunities
	MACROBUTTON NoMacro [Click here and type information]


COMPANY BENEFITS

	COMPANY BENEFITS
	PURPOSE: To Identify the expected benefits from this project.  If desired, include quantifiable measures that are easily identifiable.

PROCEDURE: List expected benefits on individual lines below.  If possible document existing ways to measure.

	Employee Satisfaction/Job Motivation
	CNP becomes a better place to work.

Employee retention and turnover are the most objective measures of employee satisfaction/ dissatisfaction in organizations.

	Lost Time to Perform Work
	CNP has business processes well documented down to the appropriate level of work with training and applications embedded. 

Most knowledge workers spend 60% of their time looking for data and information to perform their tasks.

	Management Intervention of Mistakes
	CNP has reduced the cost in the amount of time a manager must spend to correct errors made by current or new employees. 

	Growth
	CNP has increased capacity and capability to grow the business.

	Improve Quality
	MACROBUTTON NoMacro [Click here and type total value to CNP]

	Eliminate Waste
	MACROBUTTON NoMacro [Click here and type total value to CNP]

	Reduce Cycle Time
	MACROBUTTON NoMacro [Click here and type total value to CNP]

	Reduce Cost
	MACROBUTTON NoMacro [Click here and type total value to CNP]


TEAM GOALS

	TEAM GOALS
	PURPOSE: At the conclusion of the work performed by the Project Team, identify what will be accomplished with respect to this project.

PROCEDURE: List goals on individual lines below.

	Improve Quality by x% as measured by _______________.
	Quality is the ability of your products or services to conform to your customers' (internal or external) wants and needs (also known as expectations and requirements).  Product and service quality is the primary way CNP stays competitive in the marketplace.

	Eliminate X% of Waste
	Waste is any activity that takes up time, resources, or space but does not add value to a product or service.  An activity adds value when it transforms or shapes raw material or information to meet your customers’ requirements.  Some activities are necessary because of the current situation but do not add value. An example is fixing errors. The primary goal is to deliver quality products and services the first time and every time.  The team will accomplish this by eliminating all activities that are waste.  

	Reduce Cycle Time by X
	Cycle time is the total time it takes to complete a series of tasks within a process.  Some examples are the period between the receipt of a sales order and the time the customer’s payment is received, the time it takes to transform raw materials into finished goods, and the time it takes to introduce new products and services after they are first designed.  By reducing cycle time, CNP can quickly respond to changes in customer demand while improving its return on investment, or ROI.

	Reduce Total Costs by X or X%
	Total costs are the direct and indirect costs associated with production of a product or service.  CNP must continually balance its products’ and services’ prices and its operating costs to succeed.  When either its prices or its operating costs are too high, CNP can lose market share or profits.  To reduce its total costs, CNP must eliminate waste, reduce cycle times and look for more economical alternatives. 

	Successfully implement changes by (date)
	Successful implementation includes full documentation made visible in Smart Solutions of the new process, policies, procedures and supporting materials such as training decision trees etc… 

Ensure supporting infrastructure (technology, office space, etc…) is in place for the new process.

Manage the change effectively to win hearts, minds & behavior of employees involved ensuring the realization of company benefits. 

	Other Goals
	


TEAM SCOPE

	TEAM PROCESS SCOPE
	PURPOSE: To create a statement that describes where the process begins and ends that the project team will be responsible for redesigning.

PROCEDURE: List the processes to be addressed by the team in the right column below.  Define when the process begins and when the process ends in the column on the right across from the process.  Use one line per process.

	Process
	Process Scope (Beginning and Ending Point)

	MACROBUTTON NoMacro [Click here and type process]
	This process begins when MACROBUTTON NoMacro [Click here and type beginning point] and ends when MACROBUTTON NoMacro [Click here and type end point].

	MACROBUTTON NoMacro [Click here and type process]
	This process begins when MACROBUTTON NoMacro [Click here and type beginning point] and ends when MACROBUTTON NoMacro [Click here and type end point].

	MACROBUTTON NoMacro [Click here and type process]
	This process begins when MACROBUTTON NoMacro [Click here and type beginning point] and ends when MACROBUTTON NoMacro [Click here and type end point].

	MACROBUTTON NoMacro [Click here and type process]
	This process begins when MACROBUTTON NoMacro [Click here and type beginning point] and ends when MACROBUTTON NoMacro [Click here and type end point].

	MACROBUTTON NoMacro [Click here and type process]
	This process begins when MACROBUTTON NoMacro [Click here and type beginning point] and ends when MACROBUTTON NoMacro [Click here and type end point].


TEAM PROJECT ASSUMPTIONS and/or CONSTRAINTS

	TEAM PROJECT ASSUMPTIONS and/or CONSTRAINTS
	PURPOSE: To gain understanding of items that should be taken into consideration by the team that will ensure implementation of final output.  

PROCEDURE: List criteria that should be considered and identify any system and functional area issues that should be considered during the project.

	People
	MACROBUTTON NoMacro [Click here and type information]

	Technology
	MACROBUTTON NoMacro [Click here and type information]

	Functional Area
	MACROBUTTON NoMacro [Click here and type information]

	Logistics
	MACROBUTTON NoMacro [Click here and type information]


TEAM DECISION MAKING

	TEAM DECISION MAKING
	PURPOSE: To determine how and by whom valid and implementable decisions will be made in the Team.

PROCEDURE: With the Project Background Statement in mind, select the appropriate decision making process.  Critical success factors to take into account are:  who has the authority, information, expertise, perspectives, and how much buy-in is required to make process, policy, and system changes.  Delete the two options that do not apply.

	
	The Team Leader collects the team input and decides and announces to the team and organization.

	
	Project Team reaches Consensus Decision with Fallback to Team Leaders and/or Project Sponsor.

	
	The team interacts to reach Consensus Decision based on the Leader/Sponsor’s criteria, with fallback decision to Leader/Sponsor’s or vote.


TEAM OWNERS

	TEAM OWNERS & TEAM MEMBERS 
	PURPOSE:   To identify Process Owners, Resource Owners and Team Members of this project.

PROCEDURE:  List on individual lines below the Name, Functional Role, Team Role, Phone Number and Email address.

	TEAM OWNERS

	NAME
	FUNCTIONAL ROLE & TEAM ROLE
	PHONE & EMAIL

	
	Process Owner
	

	
	Resource Owner
	

	
	Resource Owner
	


	TEAM MEMBERS

	NAME
	FUNCTIONAL ROLE & TEAM ROLE
	PHONE & EMAIL

	
	Team Leader
	

	
	Team Facilitator
	

	
	Team Technographer
	

	
	Team Member
	

	
	Team Member
	

	
	Team Member
	

	
	Team Member
	


TEAM ROLES & RESPONSIBILITIES

	TEAM RESPONSIBILITY
	PURPOSE: Describe what the Team Leader and Team Members will be responsible for during the course of this project.

PROCEDURE: List on individual lines below responsibilities

	Process Owner
	Ensures the team's success by removing organizational barriers, making decisions across the organization, and monitors the team to keep them on track with project deliverables.

	Resource Owner
	Ensures the team's success by removing organizational barriers, making decisions across the organization, and monitors the team to keep them on track with project deliverables.

	Team Leader
	Leader has primary responsibility for achieving the project desired results and provides content direction throughout the project to keep the team focused, on track, and continuously moving forward to achieving results.

	Team Facilitator
	Work with the Team Leader to plan each session's purpose, desired results, agenda, and actively assist in coordinating the session's logistics.

The Facilitator's role is to assist the team in working through the session agenda to achieve results.

Throughout the session, the Facilitator makes process suggestions that will expedite the session to ensure that results are achieved. 

The Facilitator does not contribute own content ideas. However, the Facilitator encourages participation and input by each of the participants because input is critical to the session's success.

	Team Members
	Team Members commit to work toward achieving the desired results and follow the designed agendas and project plans, which will provide direction and focus throughout the project. 

Team Members will actively contribute information, expertise, and perspectives, their own and representative viewpoints of others, to help move the content forward to achieve the desired results.

Team Members commit to carrying out our own personal and organizational responsibilities for implementation of decisions or actions as a result of this project.

	Team Technographer
	Technographers capture shared knowledge (ideas, decisions, process details, etc.) while the meetings are in progress, using the prescribed tools/formats thus creating a team memory.

Technographers work closely with Facilitator to ensure thoughts are captured accurately.

Technographers work closely with Team Leader and Facilitator to ensure documentation is complete and resides in the appropriate repository.


TEAM WORK PLAN

	TEAM WORK PLAN
	PURPOSE: To determine the timing of the key project activities.  These are all the activities necessary to meet the team goals.

PROCEDURE: Input end date of last activity to be completed first then back into the dates of the other activities.  

	KEY PROJECT ACTIVITIES
	DATE TO COMPLETE

	1. Define the Project including;

· Team Charter 

· Detailed Work Plan
	

	2. Analyze the “As-Is” Process including;

· Describing Process, Activities and Tasks

· Performing Value added analysis

· Performing Breakdown/disconnect analysis
	

	3. Identify “As-Is” Process including;

· Root Causes

· Burning Solutions 

· Adjusting the Process Improvement Team

· Develop Success Criteria
	

	4. Designing the improved "Should-Be" Process including: 
· Process roles/responsibilities 

· Process enabling technology identified

· Process effectiveness metrics identified
	

	5. Develop the “Should-Be” Process including;

· Task instructions captured in the Process Portal

· Support technologies are identified and linked to the Portal

· New technologies are designed, built and tested

· Process Portal tested and validated 

· Changes or modifications are made based on test results prior to deployment. 
	

	6. Deploy the new process including;

· Deployment plan developed

· Success measures created

· Changes or barriers address any that are identified during deployment

· Communication and training plan created, assuring full deployment to affected personnel. 
	

	7. Implement the new process including;

· Communications and training plan executed

· End users understand changes and are instructed on how to access the enabling technologies and know-how. 

· Process monitored for complete deployment to affected personnel.
	

	8. Experience the new process including;

· Lessons learned Identifying

· Change Action Teams fine tune the Process 

· Successes celebrated during the Improvement activity 

· Team Owners and Members see the value of the changes and celebrate the stages of change. 
	

	9. Monitor the new process for continuous improvement including;

· Process reviewed on a periodic basis for continuous improvement

· Process documentation maintained 

· Performance measures reviewed on a regular basis.
	


TEAM MEETING SCHEDULE

	TEAM MEETING SCHEDULE
	PURPOSE: To determine the frequency in which the team will meet, what will be addressed at the meeting, agreement to dates and location of meetings.

PROCEDURE: List meeting desired results topics, meeting dates, time and location.

	AGREEMENTS
	MEETING DATES
	LOCATION

	
	
	

	
	
	

	
	
	


TEAM COMMUNICATION

	TEAM COMMUNICATION
	PURPOSE: To put forward or introduce information for others to become aware of, consider, take action, or give acceptance or approval.

PROCEDURE: Define below the process for team communication.

	
	Process Documentation & Team Action Items will be posted in the appropriate PMO in the Smart Solutions Portal.

	
	Team Leader and Facilitator will update Process Owner and Resource Owners on a periodic basis based on the numbered gates in the 701 Improving process.
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