Guidelines for Project Reviews

1. Gather information that will help answer questions about the current status and effectiveness of the project.

a. Use Storyboard format

b. Have a one-page Summary

c. Bring supporting data

d. Copy of Improvement Story should be given to Leadership Team several days prior to review.

2. Begin review with a summary of the Project Charter.

a. Who is the project Sponsor or Champion?

b. What is the objective of the project?

c. Explain how the objective is linked to key business unit strategy.

d. What indicator is being used to measure project results?

3. Show current status of [project indicator in graphic form.

a. Graph should show some history.

b. Target for the project must be shown on graph.

c. Use graph to demonstrate the gap between the target and actual performance.

d. Explain how this project will narrow the gap.

4. Show data that demonstrates the priority of this project.

a. Pareto Chart is the most powerful tool.

b. Show why this project was selected at this time.

c. Show logic behind each Countermeasure.

1. Satisfy a Customer Requirement.

2. Remove a Root Cause.

5. Show current status of implementation of each Countermeasure.

a. Show project schedule with milestone targets.

b. What barriers resulted in deviations in project schedule?

c. Show action Plans to get project back on track..

6. Allow time for questions from Leadership Team reviewers.

a. Use Improvement Story Checkpoints to plan for possible questions and responses.

7. Outline Lessons Learned to date.

a. What is working well?

b. What would we do differently with what we know now?

c. Review action items resulting from this review and schedule for next management review.
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