The tools included herein were generated by the participants of PDUs for Pennies offered at Avenel Country Club in January, 2005.  These tools are the ones which directly lend themselves to a Word® format, in contrast to those recommendations which would require more extensive software solutions. 
To use the forms “lock/unlock” function, go to View/Toolbars/Forms and click the padlock icon to toggle between views/perspectives. 

Questions?

carl@carlpritchard.com
301-606-6519

Status Report Outline
Date: Date of Report
Submittor: Name of author, Best Contact Information
Project name:   Officially sanctioned project name
Accomplishments


Tasks Started


WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name

Tasks Completed


WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name
Plan for Next Period

Specific activities detailed in the original project plan
Specific activities outside the original project plan
Issues:  Late/Overdue Tasks

WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name

Should Have Started Tasks

WBS Code and Task Name

WBS Code and Task Name

WBS Code and Task Name
Remarks: 

Assumptions, Environmental Considerations and Other Insights that may be germane to understanding status to-date and the approach to future work
Protocol for Improved Meeting Practice
1. Develop a checklist to determine the appropriate meeting participants

a. List primary stakeholders

b. List secondary stakeholders

2. Produce and distribute agenda prior to the meeting

a. Establish purpose and objectives (meeting deliverables)

b. List specifics of discussion

3. Follow up on specifics of discussion

a. Record associated decisions

b. Document meeting actions

Meeting Preparation/Implementation Checklist
 FORMCHECKBOX 
 Establish meeting calendar

 FORMCHECKBOX 
 Schedule meeting room and resources (people to attend)

 FORMCHECKBOX 
 Create agenda


 FORMCHECKBOX 
 Define objectives


 FORMCHECKBOX 
 Identify attendees


 FORMCHECKBOX 
 Capture expected outcomes


 FORMCHECKBOX 
 Identify topics


 FORMCHECKBOX 
 Create pre-reading/preparatory materials

 FORMCHECKBOX 
 Send out agenda

 FORMCHECKBOX 
 Establish chair, owner, facilitator, scribe and timekeeper (as appropriate)

 FORMCHECKBOX 
 Establish protocol for meeting etiquette


(Suggested: be on time, cell phones on vibrate, pre-reading complete, courteous)

 FORMCHECKBOX 
 Prepare minutes

 FORMCHECKBOX 
 Chair signs off on minutes

 FORMCHECKBOX 
 File and distribute minutes

 FORMCHECKBOX 
 Conduct action-item follow-up by meeting owner or designee

Wall Walk Meeting Template
Work Package Name  Use Name as recorded in PM Software
Work Package Number Use WBS Coding X.X.X.X
Responsible Party  Name
Mini-Gantt Chart  (PRINT AND ATTACH BELOW)

(Original Plan vs. Current/Projections)

Historic Issues/Resolutions

Identify concerns raised in the past and their current status
Identify concerns raised in the past and their current status
Identify concerns raised in the past and their current status
New Issues/Resolutions

Identify newly identified concerns and their current status
Identify newly identified concerns and their current status
Identify newly identified concerns and their current status
New Risks

Identify newly identified risks on the horizon
Identify newly identified risks on the horizon
Identify newly identified risks on the horizon
Lessons Learned

Identify specific behavioral changes that improve opportunities for project success
