	Job Jar VSM Team Meeting


	Aug 24, 2005

	
	1:15 pm

	
	BRS Conference Room

	Meeting called by:
	Joan
	Type of meeting:
	regular

	Facilitator:
	
	Note taker:
	Kathy T

	Timekeeper:
	all
	
	

	Attendees:
	Bob M, Kathy T, Joan C, Paul B

	Discussion:
	

	· Is was noted that Jeff Jordan will be unable to attend meetings at least until October while he attends to Win 202 issues

· The idea of a VSM to chart the helpdesk process has come back to this VSM Team to accomplish, this will need to be addressed after the new Int process has been tested and is in place

	Please read:
	

	Please bring:
	

	Minutes

	

	Agenda item:
	Review the draft plan for training the testers of the new IT process
	Presenter:
	

	Discussion:
	

	· Confirmed that BRS, BLS, the remaining BUC contacts (Judy W, Carol W, Patsy H?) and OAS reps be included in the training to test the proposed paper Intake process

· The training should include the “sponsors” and some “originators” of requests

· The form tested must be updated – John McC may have to make some changes

· At the training, set the “groundrules” of communication, ex. No calling the programmers

· Use a pretest to establish how confusing (and where) the InTake form is

	Conclusions:
	The following action items will need to be addressed at the next meeting 8/31

	Format of the training:  Pretest

· Walk through the form using Powerpoint, trainees will have a packet on which to make notes

· Return to the pretest piece and debrief – what needs to be changed?  What was confusing?  What questions do you have?  

· Are you ready to try the process?  How to understand what you got back.  Expectations around what happens next

· Show them the site to access the form

· Review the process start to finish

· Set a date to meet and review/debrief – everyone to have completed one or two forms/processes?



	Action items
	
	Person responsible
	Deadline

	· Print forms for all for the pretest for each “team” (sponsor, originator), InT, Priority page and CAF
	
	

	· Vision of the InT process
	
	

	· Include Janet Bareto and Bob Arbour in the training
	
	

	· ID all pieces that need to be in the training packet and assure that the training packets include: contact list, copies of the forms, process guides, copies of the powerpoint presentation
	
	

	· Need a laptop and projector
	
	

	· Set training dates
	
	

	· Build agenda and identify who will “teach” what portions, consider “role-playing” the sponsor and originator roles
	
	

	· Build a powerpoint presentation

· 
	
	

	
	
	

	Other Information

	
	

	Observers:
	

	

	Resources:
	

	

	Special notes:
	

	From the Parking lot but to be discussed:  

· Issue ID for each incoming form?

· Do a tips to keep costs down form

· Add a box to the InT form to note if attachments are included

· Include an indicator of estimators comfort level with the estimate?

· Discuss estimate validity with the “trainees”
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