OIP Job Jar VSM Team Meeting

Meeting Minutes

03/30/05


 Attendees: 
Bob Morlock by phone, Paul Burgess, Joan Cook, Kathy Theberge, Jeff Jordan, John Rioux




Action Items …
	ID
	Task
	Assigned To
	Date Due

	1
	OIP Contact list needed to accompany the Intake Form Instructions
	Bob
	4/6

	2
	Changes to the instruction sheet
	Joan
	Completed, see attached 

	3
	Confirm the date of our presentation – it is April 27th at 11:30
	Joan
	Completed

	4
	Updates to the Implementation Plan
	Joan
	Prior to 4/6

	5
	Collect inventory of outstanding jobs
	Paul – BUC, BRS, OAS

John M – BES

John R – BLS

Jeff – Win 202s 
	4/6

	6
	Collect inventory of Jobs from Henry
	??
	4/6


1. Team reviewed the IT Intake Form and made no changes.  Several changes were proposed for the cover sheet of instruction to accompany the Intake Form.

2. Joan had submitted a REAL test case on the intake form. Changes were made directly to the copy that John McCollor put on the Helpdesk Website.

3. Team decided that the Intake form needs a 3 month test phase.  Jobs will enter the process through the Intake form, team will gather data on how the form/job progresses to surface issues and clarify for when implementation happens.

4.  Prep for the Steering Committee was discussed and team agreed to recommend moving to a repository for all outstanding OIP work perhaps excluding Helpdesk work…

5. The following work schedule adopted:

a. April 6 is a regular meeting

b. April 13th – John R, Bob, Joan and Jeff met again to work the metric of the implementation plan

c. April 20th  - team will prep and dry run our presentation to the steering committee

6. The Implementation Plan was discussed and some alterations suggested.

7. Next meeting:
Review work/job jar and put into inventory




Discuss scheduling strategy for the inventory
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