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PROJECT NAME:________________________________________________________     UNIT/FOCUS:______________________________________

PROJECT TEAM LEAD: ___________________________________________________      START DATE:_______________     END DATE:____________

	I.  PROJECT OVERVIEW
	
	
	
	

	A. Describe the opportunity. (The opportunity is your vision for the project or goal)





	B. Now describe the objectives. These are actionable steps to attain the project goal. Objectives begin with verbs (identify, document, measure, etc.) and include a measurable result. 

· Objective 1
· Objective 2
· Objective 3



	II. PROJECT TEAM
	
	
	
	
	

	C.  Identify an interdisciplinary team with skills to meet the objectives. Roles include executive sponsor, operational leader, project team lead, early adaptors, advocates, team members, subject matter experts, stakeholders, etc.

	Name, Title
	Team Role
	Time to Commit
	Name, Title
	Team Role
	Time to Commit

	Ex:  Dr. Noah Payne, APN
	Anesthesiology, Team Member
	12 hrs/
quarter
	Ex:  Dr. Noah Payne, APN
	Anesthesiology, Team Member
	12 hrs/
quarter

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	III.  PROJECT PLAN DETAIL
	
	
	
	

	D.  Describe the action steps needed for each objective. Actions include one responsible lead, a measureable outcome, start/end date. Actions for each objective are combined to create a comprehensive project plan schedule to monitor progress and report out status to executive sponsors and operational leaders.


	Objective
	Action
	Responsible Person
	Estimated time needed
	Other resources needed
	Status

	Ex: Objective 1
	Schedule project team kickoff, provide agenda and team roster
	Team Lead
	1 week
	Help finding a room, order food for kickoff, budget available?
	Not started

	
	Action
	
	
	
	

	
	Action
	
	
	
	

	
	Action
	
	
	
	

	
	Action etc.
	
	
	
	

	
	
	
	
	
	



	IV.  STATUS REPORTS
	
	
	
	

	E.  The actions to be completed for each objective form a project schedule. Monitor the schedule to provide updates for the status of each project objective. 


	Objectives
	Status
(Completed, In Progress, On Hold)
	Potential Barrier 
(Chance of Occurrence: 
High, Med, Low)
	Barrier Mitigation
	Notes

	Ex: Objective 1
	Completed
	None
	None
	Exceptional teamwork, send out recognition

	Ex: Objective 2
	On Hold
	New Operational Leader, determine knowledge of project (High)
	Determine who needs to meet with the new leader; describe the project and assess interest
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






	V.   COMMUNICATION/MARKETING PLAN
	
	
	
	

	F.  While finalizing the team, objectives and actions document the different groups that need to learn about the project to increase awareness, create “buzz” and chatter about the vision, the project and intended benefits.  


	Audience
	Key Messages
	How to Communicate
	Frequency of Communication
	Lead
	

	Ex: Leadership
	· Project Vision
· Project Leaders
· Importance of achieving objectives
	Leadership Meetings
	After introduction; quarterly updates
	Project Lead and/or Operational Leader

	Ex:  Family Board
	· Project Vision
· Importance of achieving objectives for patients/families
	Family Advisory Board meeting
	Ask board for recommendations
	Project Lead with Operational Leaders

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




	VI.  MEETING NOTES
	
	
	
	

	G.  Exercise discipline when taking meeting notes. Use a template so that notes are kept simple and brief, yet accurate and helpful. A well planned agenda simplifies the documentation of meeting notes.  Keep a separate log of issues to review/discuss at each meeting.


	Meeting Date:

	
	Next Meeting Date:
	
	

	Agenda Topic
	Decisions
	Actions
	Owner
	Notes
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