The Problem / Task
· Project Coordination between Offices

The Desired Outcomes, Needs, Expectations …

· Exchange work tasks easily and clearly

Solution
· Document projects before handing off.  This documentation is to include items such as:  Project Description, Scope of Services, Design Criteria, Deliverable Lists, Responsibility Matrix, Budget, and Schedule.
· While projects are in progress follow up with weekly coordination meetings, weekly reports showing all needs, pending work items, and progress.

· At conclusion of the project perform a project review to analyze our performance and identify areas to work on improving.
· Publish the lessons learned for use by everyone in the office.  Let’s not recreate mistakes.
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PANDA SYSTEM UPGRADE

Weekly Report - Week 1 - Week ending November 24, 2006

Activities Performed
General:

e Issued RFQ for User Interface Development
« Issued Functional Description to Value City for Review (11/20/08)
e Issued PO for River Consulting Provided Equipment

Detailed Activities:

Completed Project Execution Manual and Schedule
Completed Software Architecture

Reviewed Customer Provided Equipment List and Specs
Started SQL Development

. Work planned for next week (week ending December 1, 2006)
Detailed Activities:
e Complete SQL Development

« Begin SQL Reporting Development
e Beain User Interface Development
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The Problem / Task

· Better define the structure of our community and provide feedback to individuals within the community

The Desired Outcomes, Needs, Expectations …

· Two-way evaluations at least twice a year
· Communicate expectations to employees
· Promote growth, develop goals and provide pathways to achieve them

Solution
· Define a structure (suggest Project Sponsor, Project Manager, Project Engineer)

· Project Sponsor – oversees multiple projects, primary responsible for client satisfaction, chase new project and leads (marketing), ensure the project manager does his/her job

· Project Manager – takes complete responsibility for their project(s), primary interface with the client’s project manager, responsible for the production personnel

· Project Engineer – responsible for primary task units and oversees engineers, delegates tasks and monitors progress
· Communicate expectations to employees

· Promote growth, develop goals and provide pathways to achieve them

The Problem / Task

· Coordinate equipment, software and other useful tools between offices

The Desired Outcomes, Needs, Expectations …

· Provide a report that is accessible from the portal so we can share resources between the offices.
Solution
· Develop a database with inventory and create a report to list what we have, where it is and who we can contact to borrow it

