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The purpose of this template is to provide a general outline and structure for a facilitated workshop that will plan out a project. The facilitator should discuss each of these sections with the participants and gain agreement. It is likely that as you progress down the workshop information, you will uncover information that will require you to modify information in prior sections. That is fine. During the session, all information should be written down on flipcharts or a scribe should take notes. When the workshop is complete, someone must be designated to document the results in this document format. Some of this information can go directly onto the Project Definition document, while other information can be used further on in the project.

Summary of Planning Workshop

Provides a high-level overview of the facilitated workshop, not of the project itself. 

Objectives

Every project is driven by a number of critical business objectives.  The major objectives of this project are:

Critical Business Requirements

It is important to identify and understand the key business requirements for today and tomorrow to be sure the project will address them.  Below are the major critical business requirements identified by the workshop participants.  The next section of this document ties the associated objectives, benefits, and measurements for each of these business requirements.

Critical Success Factors

What are the vital few things that must go right in order for the project to be successful?  If these items are not achieved the project will not succeed.  The team identified the following items to be critical to the success of the project:

Project Scope

In this section of the workshop, the team defined project scope in order to provide focus and to clearly communicate what the project includes.  They defined not only what is included in the project, but also what is not included (outside project scope).

Items Inside Scope:

Items Outside of Scope:

Project Assumptions

In order to identify and estimate the required tasks and timing for the project, certain assumptions and premises need to be made.  Based on the current knowledge today, the project assumptions are listed below.  If an assumption is invalidated at a later date, then the activities and estimates in the project plan should be adjusted accordingly.

Project Constraints

A constraint is a situation or fact that has a limiting impact on the project and the project team has no influence to change it.  Therefore, the project must be planned and conducted within the constraints defined.  Constraints can be viewed negatively, however, there are positive aspects to constraints as well ( constraints provide a framework to work within which helps set direction and enhance decision-making capability.

The following items were identified as possible project constraints:

Project Issues 

The workshop participants identified the following problems that must be addressed immediately. These are issues that are in place even before the project begins. The categories of priority are: 

High:

The project cannot continue until the issue is resolved.

Medium:
If the issue is resolved by the due date, the project can proceed as planned.

Low:
The issue does not pose a threat to project completion (Not a true issue.)

Description
Assigned To
Priority
Due Date































Immediate Action List

Following are the next steps to be taken by the project team:

Action
Assigned To
Due Date





























Risk Assessment

A risk assessment identifies, assesses, and manages potential risk areas.  A risk area, unchecked,  might adversely impact the performance of project activities.  Risk control procedures were identified for all high and medium risk level areas.  The following risks were identified:

Risk Area
Risk Level
Risk Plan



















Organizational Impacts

Now that a high level scope has been defined, the impact on the various organizations needs to be determined.  This is important to ensure that the right people and functional areas are involved and communication is directed appropriately.

Organization
Impact
















Project Organization

An appropriate project organization structure is essential to achieve success.  At the project level, the structure is by function or process with representation by each major organization. he following diagram depicts the proposed organization:

Project Roles and Responsibilities

The following table lists project responsibilities for each role in the project team organization:

Role
Name
Responsibility

Executive Sponsor

· Assist in resolving conflicts/issues, 

· Assist in obtaining necessary resources, 

· Monitor project progress, 

· Approve policy and procedure decisions, 

· Liaison with executive management team, 

· Accountable for project success/failure.

Steering Committee

· General Overseer & Project Resolve conflicts

Business Project Manager

· Work with the Project Manager to develop and monitor the project plan;  

· Managing scope issues, problem resolution, and customer expectations;  

· Coordinate business project resources,

· Work with the project team in identifying and resolving critical issues;  

· Work with the project manager in managing the resources and constraints of the project.

Project Manager

· Monitor projects/tasks, 

· Monitor budget, 

· Participate in meeting of steering committee, 

· Advise sponsors of conflict/tasks

· Monitor progress/tasks,

· Status reporting, 

· Maintaining project plan, 

· Guiding/directing teams, 

· Monitor scope/assumptions/critical business requirements, 

· Assign tasks and resources, 

· Monitor ongoing documentation completion during project, 

· Conduct project meetings, 

Staff

· Perform assigned tasks, 

· Analyze reporting requirements and provide feedback.

· Provide technical and application expertise, 

· Perform knowledge transfer, 

· Provide guidance and implementation experience,

· Quality assurance/review, 

· Coordinate project plan, 

· Coordinate process analysis, 

· Provide technical installation.

Project Administrator

Update project plan, project status reports, manage project library

Project Administration Procedures

The project administration section of the workshop focused on team procedures.  The following four areas should be discussed. The general agreement should be documented here.

Project Team Meetings

Project Communication

Project Libraries;

Project Approvals

Project Management Procedures

The project management section of the workshop focused on procedures for the Project Manager.  Project Management addresses four areas that, if followed, will increase the probable success rate of the project:  Scope Change Management, Issue Management, etc.  

Scope Change Management 

Change management includes identification of the change, determination of the impact on the project, and the approval process. 

Issue Management

An issue is anything that arises which, if left unresolved, could delay or have a negative impact on the success of the project.  This procedure provides for documentation of the issue for review, timely resolution, and follow-up. 

Add other project management procedures as appropriate, such as quality management, status reporting, ongoing risk management, etc.

APPENDIX A: Project Planning Workshop Participants

The following were the attendees of the workshop:

Name
Title / Organization
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