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8 Template

Jump to...

Meeting Notes and Reflections

Meeting Notes Template

July 7, 2020

i

July 15, 2020
& 0/5

July 21, 2020
& 0/6

July 28, 2020
& 073

August 4, 2020

August 11, 2020
& 02

August 18 2020
& on

August 25, 2020
™ 073

September 1, 2020
= o

+ Add another card (=]

- e V3]
= i

e g

Quick Win

To Do

Add news articles when we engage a
shared contract (e.g. Media Buying)

@ = Q1

Improve Procurement document
management for artifacts vs
procurement activity

& 05

Add list of available VORs to intranet
(MGCS & OECM) and set schedule to
update VOR list regularly (quarterly
or semi-annually).

Procurement Orientation Training

o[l = o7 &5

Temp Help Resources User Guide

© = Q9 B39
Develop tracking & repository of IT

Standards

® P9 M58
4+ Add another card (=]

[l

1

T YN . N )

©LEAN AGILITY'

Data Collection and Tracking -
LM

To Do

©® =

Reporting and Metrics
O]

Develop method for tracking related
procurements

2

Develop process for getting
PO/Contract execution info from
business owner

Q2

Add measurements from
experiments into performance
dashboard

& 071 (&

F A

Finalize new procurement log

<+ Add another card

Policy Updates FY21/22 - LM

To Do

Vendor Validation

To Do

© Ous @1 09

2021/22 - Q2 - Policy Review Notes

Consult with external counsel (if

necessary)

Draft policy updates

= Mos

GCO review of draft policy
(=R

Draft accompanying documents
©® Quag2 =

Director level review

Executive level review

©® QA2 =

Send to AFC for final approval
(November 2nd)

@Augg

Present proposed business process
to Eva, Lizanne, Kenneth & Fiorella

Update next steps email template
with new instructions

Finalize Form

Train Kelly to conduct & document
vendor validation

Test form and process with
vendor/Craig S.

J Draft new business processes: when
| Procurement Specialist involved and
when not involved

©® Q2

Experiment Backlog / Parking Lot

. () ﬂl‘J :I

|

OneDrive Folder

CIF Workflow Review

Improve guidance on “subscriptions”
and review existing contracts with KS
clients

Holiday Advance Notice Reminder

Customer Service Survey

Review Form with Procurement &
Contracts Teams

RFS - Technical Resources User Guide

Continuous Improvement Tickler

2021/22 - Q1 - Review Procuremen
Intake Form

2021/22 - Q3 Annual Review of
Intranet Pages

@OCH

2021/22 - Q3 Root Cause Analysis -
Risk Findings

® 0ct26

2022/23 Q1 - Review and update C
& 055

i OMgy27,202 =

f

+ Add another card




System Bugs

>

Frequently

m EH N

ASAP

Start addressing
Now [ []

H N

LONG TERM

Low Priority

]

How Frequently does Bug Occur?

Rare

ASAP

Start addressing
NOW

H NN

>

Low Impact

High Impact

Severity of Bug’s Impact

Business days since referral to -
Number of Dy Betvesen Assigned und Closed - Refarrais
with no response yet Tarabeaesr Wiy 01 201690 oxoser 14,2016
tefwdink Chovr
X -
. [
B ‘l‘ Al ’I ‘ Ll ,I Nlh ‘h
T it ol b I W
L B-Ab e
1 13 4 &
» Buginzzs Sa¢% snee rotemrd 10 YAC, With 10 F2Zponse yet :
| Number Info/Referrals
1 z 3 a 5 [ ¥ 2 ]
e Humbee Leo/Retemsis ~——— Wcar |Numdcr nte/Ratzrais)

This Week:
. Appm’usaLs due

e Fill out survey please

* Wednesday - TRW training for OSR s

This Month:
. Chart’,tld drive

Meeting Length
IN/OUT TODAY
8:00{9:00|10:00{11:00| 12:00{13:00| 14:00{15:00| 16:00{17:00

Deb P|P P P
Pave P P P Sard Up Na=ng Lenzth
Frank X | X | X X X X X X X X
Gilles X P|P | P
Marie P P P P
Sonja X P | P
Frederic | P | P o]l

P=on Phones, minimum 2 at any time ;

X= Unavailable T
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MATRICE DE FORMATION / TRAINING MATRIX

Team Member Name

Mail Merge Outlook and Word

Applicant tracking

ApplicationStreaming
Correspondance tracking

Archiving

Processus Acéléré / Fast Track

Transfers d'appels / Call Transfers

Troubleshooting Process X

Scheduling Renewals

Ameénagement physique / Physical La
Procédures privées/publics / Public/Pi

Entrants et sortants / Incoming and O|

f::ie ["rraining Not Required
g:::e I e to be Trained
I;iTIa [ s been Trained
j:::r I can give Training
No-Interruption Zone for Today / Zone sans interruption pour aujourd’hui
Name / Nom 8:00 9:00 10:00 _ [11:00 _ |12:00 _ |13:00 _ [14:00 _ [15:00 _ [16:00 _ [17:00
Julie
Réjean
Paul -
Jane
Cameron —
Jackson
Simon

&(
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