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Process Improvement for Everyone (PIE) Workshop Checklist
(Course formerly called Software Management for Everyone)
Date of Course _____________________     Course Version:  ____________
(TC = SEPO’s Training Coordinator or identified designee) Name:_________________

(TA = SEPO’s Training Admin. / Logistician or identified designee) Name:__________

(Instr = Instructor or identified designee) Name:________________________________

(TPM = SEPO’s Training Program Manager ) Name:____________________________


Three weeks prior to course:   date:__________
TC
____
Establish course date and instructors _________________________________

TC
____
Schedule training site (SSC San Diego Training Room, Building 128 <Public Affairs – x32717> <key  from Bldg 1 A532, x31526>, Cloud Room, Roof Top Conf. Center.  (good dimension 33' x 42')

Instr/TC
____
Plan any updates for course material using Configuration Mgmt. Process for SEPO Training Courses (Appendix D of SEPO Training Program Process, PR-TP-02); update VDD

TPM
____
Send course announcement via E-mail to SPI Agents and SW_Community if there are not enough students already.

TC
____
Arrange for the following equipment:

_____
Proxima (if not available at training site)

_____
PC Laptop

_____
Portable Screen (call Training POC x35233 for screens if necessary; can also view on wall)

_____
Flip chart with markers or white board with markers

TC
____
Request permission to print from DAPS (See below)

TC
____ 
Collect student handout material for printing (Print shop: DAPS POC x33815) 

	____
Latest Engineering Management Guidebook (EMG)

____
PIE Handout table of contents (insert in Guidebook)

____
PIE Flyer (insert in Guidebook)

____
SEPO Flyer (insert in Guidebook)

____
Evaluation Form (insert in Guidebook)

____
PIE viewgraphs, 2 to page, double sided (insert in Guidebook)
	


TC
____
Update section and Business Board Brief changes on disk for downloading to laptop. (Ensure new version has new version number, e.g., 4.6)


One week prior to course:   date:__________
TC
____
Prepare items for transport to class site  (Use Supply Checklist) 

TC
____
Update agenda with schedule, instructor assignments

TC/TA
____
Prepare materials/handouts:

_____  Student handout for each student

_____  SEPO Flyer for each student (if not in binder)

_____  Evaluation forms for each student 

_____  Sign In sheet(s)

_____  (blank) Name tents for each student

TC/TA
____
Put latest viewgraphs (Power Point files) on laptop or on zip disk if using training room presentation equipment.

TC
____
Put latest SPI update (Business Board brief stoplight charts) on laptop or on zip disk.

TC/TA
____
Check flipcharts for PIE Admin and Management Roles


One day prior to course:   date:__________
TC
____
Pickup keys to training site and restrooms (if allowed by training center)

TC/TA
____
Load materials and transport to training room site (See Supply Checklist)

TC/TA
____
Load viewgraphs onto presentation equipment in training room

TC/TA
____
Hook-up computer to network to demo PAL

Instr
____
Arrange room: Tables & chairs as desired

TC
____
Place on each table the following items to share: yellow stickies, black markers, sheets of paper 

TC
____
Make shopping list of needed refreshment items (See Supply Checklist for Refreshment Items on last page)


At End of Course:

Instr
____
Collect completed evaluations from students

Instr
____
Rearrange room back to the way it was before setup

Instr/TC
____
Take or trash used flip chart pages

Instr/TC
____
Pack all supplies and books

Instr/TC
____
Return SEPO items, return all other items where necessary and put everything away


After  course:
TC/TA
____
Make list of student names, email, phones for History book.

TC
____
Update history binder 

TC
____
Update SEPO Training database.  Update count in SPI Section of SPM burgundy binder

TPM
____
(optional) Update S/W Community with attendees

TC
____
Save disks as backup

TC/TA
____
Follow up on action items and suggestions written by students

PIE Supply Checklist

____
 Student Materials/Handouts:
____
Handouts for each student; one for instructors table

____
SEPO Flyer for each student

____
Evaluation form for each student

____
Name tent for each student (~40)

____


____


	____
 Classroom Supplies:
	Instruction Aides:

	____
Epson/Proxima projector

____
Spare lamp for projector
	_____
Air Force “Blue Book”

_____
SPMN Best Practices

	
  ____
Laptop computer


  ____
Cordless mouse (in box) & batteries
	_____
Humphrey: Managing SW Process _____
Crosstalk (May 99)

	
  ____
Sign In sheet(s)


  ____
Brown Projector Screen
	_____
EMG 

_____
Hard copy viewgraphs 

	____
List of expected students and backup student list (with phone numbers)
	_____
CMMI?

_____
Name Tents for instructors

	____
Masking Tape
	_____
Flip charts

	____
8 1/2 x 11 pads of paper (10)
	_____
Extra 9v battery for microphone

	____
Yellow highlighters
	

	____
Small yellow post-its
	

	____
Thick black markers – 3 per student table
	

	____
Pencils
	

	____
Pointer
	

	____
Extension cords (2)
	

	____
Cordless mike and speaker
	

	____
Extra light bulbs for viewgraphs
	


_____
Refreshment Items:
____
Two coffee pots ( for regular & tea)

____
Baskets for contributions, fruit, granola bars, napkins, sugar, teabags, stir sticks, hot choc.

____
Coffee (reg. with measuring cup)

____
Can opener

____
Coffee creamer

____
Tea bags (regular and flavored)

____
Stir sticks

____
Coffee cups (styrofoam)

____
Napkins

____
Paper plates (small)

____
Sugar: regular and sweet-n-low 

Goodies:

____
Fruit – apples, bananas, tangerines, etc.

____
Granola Bars

____
Orange Juice

____
Sweets (e.g., bagels, cookies, small donuts, muffins, rolls, etc.)

____
Water

=====================================================

Coffee Setup:

Regular coffee - Fill pot with water to 36 cup level.  Use 12 full scoops of coffee.

Decaf coffee - Fill pot with water to 30 cup level.  Use 9 full scoops of decaf coffee. 



for 18 cups use 4 1/2 full scoops of coffee, 



for 15 cups use 4 full scoops of coffee

=====================================================
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