


	State of Oklahoma – OMES – IS
Steady State Kick-off 

	Agenda
	Date 
	Time
	Location

	

	Purpose 
	To Kick-off the Steady State Activities for [agency name]

	Facilitator
	PMO 

	Attendees:
	

	
	



	topic DEsCRIPTION
	Time



	Discuss the Purpose of the meeting
	5 Minutes

	Review the Steady State Task Plan
	10 Minutes

	Review the needed documentation
Discuss location to move it 
Agree on date to move it

	5 Minutes

	Is the Agency already doing Change Management?  If not, determine if Change Management Training is needed.
	5 Minutes

	Review procurement training, need list of attendees to attend a procurement training
	5 Minutes

	Review the training that will be provided in the next 30 days
Identify staff that will need to be in the training for:
Project Management (Any staff that serves as a project manager) - 
Change Management (Any staff that moves things into production)
	5 minutes

	Review the Project Review Meeting Formats and Attendees
Project Managers
IT Management
Project Business Sponsors
	20 Minutes

	Discuss who will provide a list of current projects and the name of a person who will be responsible for putting together the monthly project review packet
	5 Minutes

	Discuss Agency Governance Process
	10 Minutes

	[bookmark: _GoBack]Discuss who will provide a current list of enhancements and who will be responsible for reporting these each month

	5 Minutes

	Review who will create Opportunity Map

	5 Minutes



	ACTION ITEMS

	Action item DEsCRIPTION
	responsible PARTY
	DUE DATE

	Hold Kickoff Meeting
	
	

	Send project list to PMO
	
	

	Send enhancement list to PMO
	
	

	Determine who will manage the portfolio and project reviews
	
	

	Determine who will manage the enhancement process
	
	

	Send list of Project Managers to PMO for training
	
	

	Send list of people for change management training
	
	

	Send list of people for procurement training
	
	

	Send list of Project Sponsors to PMO
	
	

	Create Folder for Agency Documentation
	
	

	Determine if Agency has any Documentation
	
	

	Move agency IT Documentation
	
	

	Determine who will put the monthly packet together
	
	

	Meet with Executive Management on Governance; Project Review and Opportunity Map
	
	

	Create Agency Opportunity Map
	
	

	Define List of Products for time entry and send to PMO Manager
	
	

	Request Product, Service and Project Codes
	
	

	Train Staff on Time Entry once codes are setup
	
	

	Have HR Convert Staff’s Timesheets to Post Transformed timesheets
	
	

	Develop Bylaws for Governance Board
	
	

	Hold First governance board meeting
	
	

	Hold First Project Meeting
	
	

	Hold First Enhancement Review Meeting
	
	

	Setup Enhancement Program on Dashboard
	
	


	
	FUTURE AGENDA TOPICS

	1. 

	2. 



