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	1 Project Name
	 Piecing Together a Better World

	2 Vision  
	Increase public awareness of and participation in practices, projects, and programs of collaborative, non-adversarial advocacy on behalf of well-being (personal, social and economic), peace, and environmental integrity.

1. Establish a socio-evolutionary context 
2. Feature successful demonstrations
3. Facilitate greater interconnectivity among practitioners.


	3 Objectives
	1.  Produce a successful, one-day conference for 2,000+ persons on the power and practice of collaborative, non-adversarial advocacy.
2.  Acquaint participants with the nature of collaborative, non-adversarial advocacy and the necessity of such advocacy for effective advancement of well-being, peace, and environmental integrity.
3.  Feature actual practices, projects, and programs of collaborative, non-adversarial advocacy, in which participants can be involved.
4.  Conclude conference with small-group dialogue groups for participants’ sharing of what they have been inspired to do individually, and of what they envision being collectively achievable via post-conference networking and  further programming.


	4 Success Criteria
	1. Create participant “buy-in” to collaborative, non-adversarial advocacy.
2. Facilitate participant involvement in several practices, projects and programs of collaborative, non-adversarial advocacy.
3. Inspire new initiatives of collaborative, non-adversarial advocacy.
4. 90% overall satisfaction rating.
5. 90% active participation rate.


	5 Project Deliverables
	1. Instructive, entertaining, and exciting one-day conference.
2. Eight or more opportunities for involvement in practices, projects, and programs.


	6 Sponsor
	Global Brain Empowerment Network


	7 Focalizing Team
8 Project Team Organization

	Solara Amour, Gabrielle and Thomas Chavez, Noel McInnis
Core Project Team:

1. Noel McInnis, Project Director, Webmaster, Briefing-Enrollment-Program Coordinator
2. Gabrielle Chavez, Consciousness Focalizer 
3. Jay Brandon, Corporate Funding

4. __________, Volunteer Coordinator

5. __________, Publicity

6. __________, Database management

7. __________, Bookkeeping

8. Heidi Simon, Event Manager

9. John Larson, Food Manager

10.  Gabrielle Chavez, Conference Moderator 
11.  __________, Set-up/clean-up coordinator

12.  __________, Hospitality (consultants)

13.  __________, Registration/information table
14.  __________, Exhibits manager



	9. Core Team Responsibilities 
	Sponsor:

1. Provides resources for project core team

2. Helps define project requirements

3. Reviews and approves project plans and budget

4. Keeps team interfaces in balance – resolves cross-functional roles and task issues

5. Executive Champion for project:

· Visible and on-going support
· Escalation point to Steering Committee
· Maintains upper management awareness of project value and milestone completions

Project Manager:

1. Initial planning & scheduling

2. Project performance analysis

3. Monitoring & control of project processes

4. Organization & personnel planning

5. Customer relationship management

6. Maintaining the technical/business interface

7. Project mentor and expert for sub-teams

8. Escalation point for project issues
9. Provides 1:1 time for Project Leads

Communication Team:

1. Determine Theme

2. Develop Curriculum Sizzle

3. Communicate Logistics



	9 Core Team Responsibilities cont’d
	Curriculum Team:

1. Identify training needs

2. Prioritize and select core curriculum

3. Develop Symposium Agenda

4. Identify sub-teams for curriculum development and/or Vendor selection

5. Complete Vendor contracts (partner with logistics team)

6. Build course descriptions and outlines

7. Develop curriculum or partner with Vendor to customize curriculum

8. Run beta sessions

9. Identify Speakers/Trainers for all sessions

a. Train the trainer for internal speakers

10. Develop tracks for core roles

11. Prep key note speakers

12. Develop team building exercise

Logistics Team:

1. Monitor and manage budget

2. Complete Site selection

3. Purchase Collateral – Partner with Communication Team

4. Determine and order Menu

5. Determine and order Decor

6. Manage Multi-media for event

7. Determine Symposium flow and timing from agenda

8. Build and manage Registration site

9. Awards Banquet logistics/décor – partner with Colette French

10. Manage timeline and due dates

11. Order material: Notebooks, handouts, agenda, sign-in sheets 

12. Determine room arrangements and room coordinators

13. Determine on-site registration process and manage 

14. Manage speaker check-in

15. Determine and communicate travel recommendations for the field

	10 Project Team Members assigned to each of the three project areas
	1. Provide realistic task/deliverable estimates

2. Complete assignments per requirements/timelines
3. Inform Project Lead of task status on a regular/agreed upon basis

4. Bring risks, issues, impacts to Project Lead for resolution

5. Share relevant information in timely manner

6. Be a team player



	11 Project Communication Plan
	1. January – March, 2202: 

· Core Team Bi-weekly project meeting, Sharon Decker attending – Agenda Template provided

· Team Leads Bi-weekly status report – template provided

2. April – July 2002

· Weekly project meeting, Sharon Decker attending until Tracy Kellum returns mid-June

· Team Leads Weekly status report

3. Real time communication of urgent issues escalated to Tracy and Sharon for approval and resolution
4. Regularly scheduled project updates to Steering Committee and project team
5. Team Leads determine regularity and scope of sub-team meetings, status check-in, communication and milestone management



	12 High Level Project Timeline
13 Assumptions, Dependencies, Exclusions
	See Project Timeline document provided

Assumptions:

· Project will stay within budget and be completed the week prior to the event.  

· Staffing professionals and recruiters will be available  to act as project team members and SME’s on the 3 project areas
· Project team will deliver on time, stay engaged

· Quality is built into our approach and processes

Dependencies:
· Schedules/Timeline of work completion later in project 

· Each sub-team depends on others to complete final deliverables




Project Management Processes
1. Scope/Change Mgmt – create change request process 
2. Issue Resolution – maintain overall project issue log   

· Issue Log is part of project meeting agenda template: 

· Add new issues and assign owner

· Review status of current issue
· Resolve and close issue/s at each project meeting
· Each Team Lead to maintain their own issue log as needed

3. Risks:  Identify risks on project  
4. Schedule:  Managed by Logistics Team Lead
5. Budget: Managed by Logistics Team Lead
6. External Communication Plan Managed by Communication Team Lead

7. Internal Communication Plan: 
· Identify how the Project Team Members and Steering Committee receive updates about the project
a. Regular project meetings

b. Email (official, ad-hoc)

c. Phone calls

8. Escalation:

· Identify triggers – impact to scope, schedule, and budget

· Establish escalation process – when, how and who to escalate!
2002 Staffing Symposium Timeline

	December
	· Target Dates

· Budget

· Determine Scope and Expectations

· Taskforces Formed

· Commit to location


	January
	· Conduct Training Needs Assessment

· Taskforce meetings begin

· Determine Theme

· Communicate dates – create hype

· Identify Training needs

· Prioritize Curriculum


	February
	· Vendor Search 

· Curriculum sub-teams form


	March
	· Course Outlines due

· Vendor selection complete

· Core participant tracks determined


	April
	· Vendor Contracts complete

· Course description and sizzle complete

· Select and order give-aways

· Order notebooks


	May
	· Agenda Complete

· Curriculum complete

· Registration site built

· All Speakers confirmed


	June
	· Registration

· Beta Sessions

· Decorations determined and ordered

· Awards Dinner 

· FY02 Prepays due

· Train the trainer session for speakers


	July
	· Registration closed and scrubbed

· Train the trainer sessions complete

· Beta Sessions complete

· Materials ordered

· AV needs determined and ordered

· Menu determined and ordered

· Room requirements determined 

· Assign rooms and coordinators


	August
	· Conduct Symposium

· Survey

· Post Mortem
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