Select primary site coordinator�
�
�
�
�
Select backup site coordinator�
�
�
�
�
Setup project folder�
�
�
�
�
Initial contact with SCE Team Lead�
�
�
�
�
Initial contact with project�
�
�
�
�
Reserve block of hotel rooms for team�
�
�
�
�
Schedule rooms 


Work Area (private/locking)


Room for Presentations


Kickoff briefing


Draft Findings


Senior Management Pre-Brief


Final Findings


 Interview room(s) (private)


�
�
�
�
�
Obtain Supplies: (at a minimum)


Laminated wall charts


Projector


View graphs 


3X5 post it  note pads    (2 colors)


post it flags  (Red/blue/green)


colored dots (Red/blue/green)


pens/pencils/markers


2 butcher block paper on easels


masking tape


scotch tape


stapler


magic markers


8 note pads





�
�
�
�
�
�



Request Pre on-site documentation from AIS for SCE Team review


 AIS description, purpose, background


Organization chart


List of AIS staff (with roles & responsibilities)


SDP


SCMP


SQAP


Compiled MQ results in spreadsheet format


Organization terminology


�
Team Leader & Site Coordinator�
�
�
�
Obtain list of all project  and KPA support personnel and organization structure�
�
�
�
�
Select MQ participants�
Team Leader & Site Coordinator�
�
�
�
Administration of Maturity Questionnaire(s):





Schedule room


Schedule personnel


�
�
�
�
�
Develop SCE schedule for the week�
�
�
�
�
Develop SCE interview schedule(s)�
�
�
�
�
Schedule personnel for interviews and presentations�
�
�
�
�
Prepare AIS management for their role in Kickoff presentation (introduction and endorsement of SCE process & team)�
�
�
�
�
�



Librarian Duties:


Collect Documentation


Forward soft copy to SCE Team Leader


Make hard copies for on-site period


Create document list


Log in documents on document list


Provide SCE Team Leader copies of document list (make a copy for each team mbr)





�
�
�
�
�
Setup computer for SCE team:


 computer


laser printer


Microsoft Office


modem


access to CMIS


SCE templates and presentations


�
�
�
�
�
Prepare for providing lunches and dinners


(obtain carryout menus from local restaurants)�
�
�
�
�
Request SCE Team members bring


at least 2 laptops


CMM blue book provided in SCE training


CMM map list of key practices to goals 


�
Team Leader & Site Coordinator�
�
�
�
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