[image: ]Project Preparation & Meeting Objectives
	Project Manager Prep Tasks

	What tasks need to get done?
	Define Scope
· Define and summarize phases 
· Define high level scope 
· Module functionality
· Departments being rolled out

	When does each task need to get done by?
	Build Timeline 
· Outline phases and high level tasks per phase (timeline should be “realistic”)
· Build timeline that incorporates phases presented to the Governance Committee and vendor phases (SOW)

	Who needs to complete what task?
	Create Task Resource Schedule (TRS)
· Define phases, milestones/deliverables, and tasks per each phase
· Assign team responsibilities per task for vendor and County
· Build draft of Project Team and identify key departments and Steering Committee (7-8 people) 
· Request TRS from vendor or schedule time to build it with them



	
	Executive Sponsor Meeting
	Steering Committee Meeting
	Kickoff Meeting

	Who’s invited?
	Executive Sponsor(s) - DCM
	Need to define individuals (7-8 people)
	· Project Team (to be defined with Steering Committee)
· Steering Committee
· Executive Sponsors (optional)

	Objectives/ Agenda
	· Review Executive Sponsor roles & responsibilities
· Project buy in/support (highlight what the project is & what resources are needed)
· Review high level plan/timeline 
· Confirm Project Team & Steering Committee
· Address any issues or concerns 
	· Review roles & responsibilities 
· Verify Project Team and confirm availability
· Review high level:
· Scope
· Timeline
· TRS
· Establish recurrence of future meetings (during meetings PM will provide status update & get Steering Committee support, guidance, and clarification on issues, risk, etc.) 
· Review Success Indicators
· Template for Steering Committee meetings 
	· Build Kick Off Meeting Agenda with vendor
· Review:
· Scope
· Timeline
· TRS





1

image1.png




