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1.0 Purpose

This procedure provides basic instructions and requirements for conducting a project initiation meeting.
2.0 Scope
This procedure is required for all Source Testing projects.  It is also generally applicable to any project that meets one or more of the following criteria:

· The project involves efforts from two or more individuals.
· A project manager is required for oversight.
· The project lifespan is a week or more.
· The project involves shared resources between operating groups.
· It is an international project.
· The project creates significant company exposure or liability.
· The projected revenue to CleanAir is $25,000 or more.
3.0 Responsibility
Business Leaders, sales representatives and project managers must follow this procedure.  Business Leaders have the responsibility of ensuring that this procedure is implemented for all projects covered by the scope.  
4.0 Safety
This procedure does not present any known safety hazards.

5.0 Definitions

· Business Leader – the person responsible for the overall financial performance and business direction of an operating group.
· Project Manager – the person with authority to manage a project. This includes leading the planning and development of all project deliverables. The project manager is responsible for managing the budget and workplan and all project management procedures.
· Sales Associate – the person who oversees or performs the sales functions associated with closing a client’s purchase of CleanAir’s services or products.

· Client Contact – The person (or sometimes group) that is the direct point of contact of a project or service.  These might also be called customers.

· Statement of Objectives – One or more concrete statements describing what the project is trying to achieve. The objectives should refer to the deliverables of the project. They will be specific, measurable, attainable, realistic and time-bound.

· Proposal – a document submitted to a prospective client for the purpose of selling a scope of work.

· Protocol – a document submitted to a client and/or agency for the purpose of describing the specific technical details of how a project is planned to be executed.

· Job Plan – a document used internally to communicate information and details related to the technical execution of a project.

· Project Release – a document used to initiate a project by transferring information pertaining to the client, project scope and cost budget to the accounting group.  This document is required to assign a job number to a specific project and allocate space in various administrative systems (e.g., 4D Database, Palatine Projects Server, and Administrative Paper Job File).  Normally, a Project Release is executed by a Sales Associate.
· Project Initiation Meeting – a.k.a. “Kick-Off Meeting”.  A meeting between the Sales Associate, Business Leader, Project Manager and Client Contact to transfer information from the sales process to the project management and execution processes.

6.0 Procedure
6.1 Overview

Soon after a project is awarded, the Business Leader, Sales Associate and Project Manager hold a meeting to discuss the technical, financial and long-range corporate objectives of the project.  During this meeting, they contact the client, introduce the Project Manager, and ask for the client’s expectations and objectives.  At the conclusion of the meeting, the Business Leader writes a formal “Statement of Objectives” for the project. 
6.2 Scheduling
6.2.1 After a project is awarded, the Business Leader consults with the Sales Associate to determine the most appropriate person to assign as the Project Manager.

6.2.2 The Sales Associate executes the Project Release to initiate the execution stage of the project.

6.2.3 The Sales Associate consults with the client, Business Leader and the Project Manager to determine the best time for the project initiation meeting.
6.3 Preparation
6.3.1 The Sales Associate ensures that the most recent versions of the proposal, costing and any other relevant documents (e.g., Request for Proposal, telephone conversation logs, etc.) are posted on the Palatine file server under the appropriate Projects folder.  The Sales Associate also ensures that all relevant emails concerning the proposal are forwarded to the 4D database.
6.3.2 The Business Leader and the Project Manager review the documents related to the proposal.
6.4 Meeting Conduct – Pre-client Involvement
6.4.1 The project initiation meeting is called by the Sales Associate.

6.4.2 Initially, the meeting is attended by the Sales Associate, Business Leader and Project Manager.  If necessary, other stakeholders may be involved.
6.4.3 The Sales Associate briefs the meeting attendees with details on the proposal development.  The following topics are presented and discussed:

· origin of the request

· technical objective

· financial objective

· customer 10x objective

· project scope and approach

· timeline or schedule

· long-range partnership implications

· quality issues

· safety issues

6.4.4 The meeting attendees develop a list of questions that must be answered by the client in order to fully define each of the above topics.
6.5 Meeting Conduct – Client Involvement

6.5.1 The Sales Associate calls the client contact and conferences them into the meeting.

6.5.2 The Sales Associate introduces the Project Manager (if necessary), and turns the meeting lead over to the Project Manager.

6.5.3 The Project Manager gives a synopsis of CleanAir’s objectives, and opens the discussion up for the client to provide input of their expectations, comments, etc.
6.5.4 The Project Manager poses the list of questions to the client contact, and the group attempts to answer these questions through open discussion.

6.5.5 Any unanswered questions at this point are prioritized for further discussion or action by others.

6.5.6 The client meeting concludes with an agreement on the time and nature of the next contact, and any action items needed prior to that time.

6.6 Post Meeting

6.6.1 At the conclusion of the meeting, the Business Leader writes a formal Statement of Objectives for the project.  This statement meets the definition given in Section 5.0 and summarizes the items discussed in Section 6.4.3.

6.6.2 The Business Leader posts the Statement of Objectives to the CleanAir Source Forum, or other accessible media, as appropriate.

6.6.3 The Project Manager uses the Statement of Objectives to create the Job Plan and Protocol (if necessary) for the project.

7.0 Calculations

Not applicable.
8.0 Corrective Action and Contingencies

8.1 Project Performance

8.1.1 At the conclusion of the project, the Business Leader will review the project with the Project Manager and evaluate the performance of the project relative to the project objectives. 

8.1.2 The Statement of Objectives represents the metric for this evaluation.

8.2 Changes to the Statement of Objectives

8.2.1 Any changes to the actual objectives of the project due to subsequent events shall be incorporated into the Statement of Objectives in a timely manner.

8.2.2 Changes to the statement may be made by the Project Manager or Business Leader.
9.0 Training

Reading this procedure is sufficient to comprehend the requirements herein.
10.0 Pollution Prevention

Not applicable.

11.0 Waste Management

Not applicable.

12.0 Supporting Documentation

<RESERVED>
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