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Systems / Software Engineering Management (SEM) Course Checklist
SEM Course Number _______


Dates of Course: ________________ Days of Week: _____________ Course Version ________

(TC = SEPO’s Training Coordinator or identified designee) Name:__________________

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


(LI = Lead Instructor or identified designee) Name:______________________________


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

	
	Two months prior to course:  date:__________


	TC
	____
Notify SSC Training Office to send out course announcement to SSC San Diego 
management chain (Name: ___________Code 20207, x36868)



	TC/TA
	____
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')



	TC/TA
	____
Order classroom supplies-give list to SEPO DAPS/Supply Coordinator to order (See Supply Checklist on pg. 7): Name:________________________



	TC
	____
Notify instructors of due date (_________) for changes to course materials.



	
	Six weeks prior to course:  date:__________



	TC
	____
Create new Version Description Document (VDD) for file updates



	LI
	____
Plan any updates for course material using Configuration Mgmt. Process for SEPO Training Courses (Appendix D of SEPO Training Program Process, PR-TP-02)



	TC/TA
	____
Make changes to tabs/dividers (check for updated agenda)



	LC
	____
Arrange for opening remarks by _________________________



	All Instrs
	_____
Update individual course material as needed, email to TC


	.
	Four  weeks prior to course:  date:__________


	TC
	_____
Review material updates for format, add to master files, update VDD



	TC/TA
	____
Order or print SEPO Flyer for red binder (Check with SEPO Configuration Manager, Name:_____________________for availability)



	TC/TA
	____
Get permission (from Training Office, via SEPO DAPS/Supply Coordinator) to use DAPS Print Shop 



	TC/TA
	____
Have SEPO DAPS/Supply Coordinator order Project Planning Situation booklets (check supply, place order to:)
Human Synergistics






39819 Plymouth Road








Plymouth, Michigan 48170-4290



	TA
	____
Invite students who need makeups, give them schedule of sessions they missed



	
	Three – Five weeks prior to course:  date:_____________


	TC/TA
	____
Check that Training sends global course announcement via E-mail or other methods, if there are not already 21 students



	TA
	____
Solicit students, if there are not already 21 students



	TC/TA
	____
Arrange for the following equipment:


_____
PC and Epson/Proxima projector (if not available at training site)

	
	
_____
Two overhead projectors (only one if using laptop/projection system)

	
	
_____
Screen (call POC @ x35233 for screens; can also view on wall) 

	
	
_____
Flip chart with markers or white board with markers

	
	
_____
Availability of photocopier and phone number for messages

	
	
_____
Mic & sound system (Call POC @ x35233 if not in training room)

	
	

	TC
	____
Collect all materials for printing and take to print shop (DAPS POC, x33815)

	
	- CMMI V1.1 Stage Representation

	
	
- Exercises 


(Gray Binder)

date______/________

	
	
- SEM Course Modules
(Red Binder)
            date______/________

and Evaluation forms to match changes in agenda       (Formerly SPM)

	
	
- Eng Mgt Guidebook

(Lt. Blue Binder)
date______/________

(Formerly SME Guidebook)



	TPM
	____
(If possible) Contact CSG (x35457) Name:__________to reserve laptop computers for REVIC exercise (desirable to have 2 or 3 computers to supplement computers supplied by students; ideal a minimum of 7 laptops, one per three students).  Reserve for use on Day 4, need JO# and date needed (pickup on Day 3).



	
	 Three weeks prior to course:  date: __________


	LI
	____
Prepare new agenda, instructor times, and backup/support person and goodies 
distribution.  Generate new agenda using Excel and previous agenda



	LI
	____
Send messages to instructors and guest speakers confirming speaking times


(get verbal or email confirmation)



	LI
	____
Finalize new agenda with instructors and backups. Give agenda to TC to make 
4 copies for instructor use.



	LI
	____
Update Daily Quiz to match changes in agenda.


	
	Two weeks prior to course:  date: __________



	TC
	____
Check with DAPS on status of materials  (DAPS POC x33813)



	TC/TA
	____
Ensure both Instructor (Red) Binders are prepared with Power Point "Notes" pages 



	TC/TA
	____
Update Instructors’ (Gray) Exercise binder with session updates



	TC/TPM
	____
Make hardcopies and transparencies of exercises for black binder. See checklist 
in front of black binder.



	TC/TA
	____
Contact photographer, email “photo”, cc cathcart, x34851 (schedule for Day 5, ten minutes before lunch, provide training JO#)    Date____________
Time____________



	
	One week prior to course:  date: __________


	TC
	____
Pick up all materials at Print Shop (DAPS POC, x33815, x33813, x33814)



	TC/All
	____
Perform quality assurance on all materials



	TC/TA
	____
Insert Project Planning situation booklet into Student Exercise binder.  Insert all other changes to binders as needed 



	LI
	____
Send e-mail reminder to instructors and speakers and email their copy of the agenda (if changed) with information on location and times



	TC/TA
	____
Call and confirm all students



	LI
	____
Copy SEM daily course material onto laptop; retain master (zip) copy and a 
backup



	LI
	____
Update power point files on floppy backup set for classroom



	TC/TA
	____
Print name placards for confirmed students and any new instructors, plus blanks



	
	One week - Two days prior to course:

date: __________


	TC/TA
	____
Prepare items for transport to class site  (Use Supply Checklist) 



	TPM
	____
If needed, (PWC, x32688) to arrange transport to training site



	TC
	____
Arrange minimum of three helpers to set up materials at training site



	TC
	____
Create flipcharts for SEM logistics rules, individual roles, etc.


	LI/TPM
	____
Create REVIC diskettes for each student/team



	
	Working day before course:



	TC
	____
Pick up keys to training site and restrooms (if allowed by training center)



	All
	____
Load materials and transport to training room site (See Supply Checklist-Pg. 7) 



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



	All
	____
Arrange room: tables & chairs- 3 U-shaped seating areas, standard configuration



	
	                                                               Front of room

	
	
                                          Instructor Materials 

                                                                Main screen                             side screen

                                                                 Laptop/Proxima             Projector

Instructors

                                                                                                                                                   Library

                                                                      Refreshments



	
	Back of room

	
	 

         (table setup consists of 3 long tables and a short table)



	TC/TA
	____
Place student materials at each place (3 Binders – Gray, Red & Light. Blue)



	TC/TA
	____
Place on sign-in table by door: sign-in sheet(s) and name tents for each student



	TC/TA
	____
Place in basket on center of each table the following items to share: yellow highlighters, pencils, pens, yellow stickies, 3 black markers, 3 view graph pens, sheets of paper, cup/bowl of paper clips



	TC/TA
	____
Put on freebies table (in back of room): CMMI (if appropriate), other freebies & handouts




	TC/TA
	____
Arrange instructor table in back of room:  3 chairs, 2 pads of paper, pens, yellow highlighter, stickies, 3 hole punch, stapler, official agenda with instructor name/backups for timing course sections, 1 set of course materials (Red, light blue and gray binders) for observer notes, instructor copy of SEM course modules, instructor exercise binder, and instructor guidebook, Standards (12207, 632)



	TC/TA
	____
Make shopping list of needed refreshment items.  Remind designated person to 
bring the goodies (See Supply Checklist for Refreshment Items on last page)



	
	At End of Each Day:



	TC
	____
Turn off computer, projector, remote mouse(s), whiteboard, fans



	TC
	____
Clean up extra papers, trash, etc.  Empty trash cans.



	TC
	____
Make coffee, straighten goodies, evaluate goodie availability



	TC
	____
Rearrange chairs according to rotation schedule in Instructor Guidebook



	TC
	____
Take perishables (orange juice, cream cheese, etc.) to refrigerator



	TC
	____
Lock rooms (both Room 1 and Room 2 in building 88)



	
	After first day of course:



	TC
	____
Make list of student names, email, phones for Instructor Guidebook.



	TC
	____
Make Graduation Certificates; give to LI.



	TC
	____
Arrange for helpers to clear classroom at end of last day.



	
	At end of course:



	LI
	____
Collect completed evaluations from students, give course certificates to graduates



	LI/All
	____
Rearrange room back to the way it was before setup



	All
	____
Take or trash used flip chart pages



	All
	____
Pack all supplies and books



	All
	____
Return SEPO items, return all other items where necessary and put everything away



	
	After the course:



	TA
	____
Make copies of overall course evaluations and send to Training POC __________, 
Training, 20207, x36868, Bldg. 83.



	LI
	____
Review and summarize course evaluations.



	LI
	____
Send thank-you to instructors and person(s) who gave opening remarks.  Summarize evaluations.  Remind instructors to review the course evaluations, indicate dates of next courses.



	TC
	____
Update SEM history binder 



	TC
	____
Put original evaluations in SEM history binder (group each students evals days 1-5 and put all overall evals at front. 



	TC
	____
Pick a proof of the class photo (Photo Lab, bldg A1 1st floor)-order enough copies for everyone in the photo + 2 additional (1 for wall of fame and 1 for class book) all 8x10 color, landscaped 



	TC
	____
Pick up photos and distribute to students as listed on class roster.  Put one in history binder.



	TC
	____
Update SEPO Training Database.  



	TPM/

TC
	____
Update SEM_Graduates list and S/W Community email aliases



	TC
	____
Save (Zip) disks as backup/create new master for next class



	TC/TA
	____
Send out makeup notice to students and also to training 



	LI
	____
Follow up on action items and suggestions written by students



	LI/TC
	____    Update this checklist if needed, send copy to SEPO Webmaster (Name _______)  SSC San Diego PAL



	TC
	____
Frame class photo for SEPO wall of fame




SEM Supply Checklist

	Take to classroom:

	____
 Binders/Textbooks:

	At each student’s place:

	____
Red (course modules) binder

	____
Grey (exercise) binder

	____
Light blue (EMG) binder

	____


	

	At Materials table in front of classroom:

	____
Large black exercise binder – and accompanying folders

	____
Small white binder with hardcopy viewgraphs; for projector table

	____
Name tents for Instructors

	____
Copy of Student’s Red, Grey, and Light Blue (EMG) binders

	

	At Instructors table in back of classroom

	____
Copy of Student’s Red, Grey, and Light Blue (EMG) binders

	____
2 Red binders with Instructor Notes

	____
Master Grey (exercise) binder with Instructor Notes

	____
Instructor Guidebook (gray)

	____
Standards: 498, 12207, ISO 9000, etc. (Silver notebook)

	____
12-14 copies of CMMI – on “Library” table

	____


	____


	

	____
 Classroom Supplies:

	____
4 power strips/extension cords

	____
Duct, masking, and scotch tape

	____
3 hole punch, stapler, staples

	____
REVIC Disks (see TPM)

	____
Packing tape and labels for shipping (for off-site students)

	____
Extra light bulbs for viewgraphs

	____
Box of tissues 

	____
Wireless Mouse(s) and AAA Batteries (if needed)

	____
Laptop Computers – Compaq and Dell

	____
Epson/Proxima projector (if needed), extra bulb

	____
Portable microphone and speaker (if needed)

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

	____
Computer speaker(s) for Jeopardy game

	____
SEM sign-in sheet – from Training Office

	____
1 box blank viewgraphs

	____
Viewgraph pens (3 pens per table) (9)

	____
8 1/2 x 11 pads of paper (6-10)

	____
Yellow highlighters(8-20)

	____
Paper clips in cup/bowl for each table

	____
Small yellow post-its

	____
Thick black markers – 3 per student table

	____
Name placards (pre-printed with student names) and 2-3 blanks

	____
Pencils(23)

	____
Pens(23)

	____
Backup floppies of SEM sessions for laptop

	____
Brown Projector Screen

	____
Viewgraph projector (if needed)

	____
4 copies of agenda - for each instructor table 

	____
Bookends for Instructor Table

	____


	____


	____


	Refreshment Items:

	____
Two coffee pots (for regular & decaf or regular and tea)

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

	____
Coffee (reg. and/or decaf with measuring cup)

	____
Can opener

	____
Coffee creamer

	____
Tea bags (regular and flavored)

	____
Stir sticks

	____
Hot chocolate

	____
Coffee cups (styrofoam)

	____
Napkins

	____
Knives for bagels, butter, etc.

	____
Signs for decaf/regular, “contributions are welcome” 

	____
Paper plates (small)

	____
Sugar: regular and sweet-n-low 

	____
Bottles of water: approx. 1/student/day? 

	____ 

	Provide Daily: (refill staple items when necessary)

	____
Fruit – apples, bananas, etc.

	____
Granola Bars

	____
Orange Juice

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

____
Crackers/triskets




Morning Setup:

Unlock classroom and bathroom doors

Turn on lights

Turn on coffee pots

Set up goodies; retrieve perishables from refrigerator

Turn on laptop & projector

Pass on the keys

Coffee Setup:

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