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1.0 Purpose
and Background
The purpose of this document is to outline the steps to prepare for and run domain team meetings.  The goal is to make meeting preparation routine and to create an environment that fosters effective collaboration and decision-making.  The document is organized into a series of checklists to facilitate preparation.
2.0 Initiating Domain Team Meetings

The event that triggers the tasks in these checklists is the decision by the Chief IT Architect to convene a domain team or a group of domain teams.

3.0 Organizing and Preparing for Domain Teams

	No.
	Task or Activity
	Complete

	1
	Chief IT Architect decision to convene domain team(s).
	 FORMCHECKBOX 


	2
	Chief IT Architect approves objective and scope for domain team.
	 FORMCHECKBOX 


	3
	Chief IT Architect approves meeting schedule and budget, if necessary.
	 FORMCHECKBOX 


	4
	Appoint meeting organizer, who is responsible for administrative and logistics support.
	 FORMCHECKBOX 


	5
	Coordinate industry expert/consultant, if required.
	 FORMCHECKBOX 


	6
	Appoint meeting facilitator, who is responsible for the outcomes and deliverables.
	 FORMCHECKBOX 


	7
	Facilitator and meeting organizer meet to coordinate logistics/administrative requirements, define scope of work, and determine desired outcomes and document constraints.
	 FORMCHECKBOX 


	8
	Facilitator determines whether a request for information (RFI) or request for proposal (RFP) will be required during the course of the domain team’s activities.
	 FORMCHECKBOX 


	9
	Facilitator briefs work plan to Chief IT Architect.
	 FORMCHECKBOX 


	10
	Meeting organizer briefs event management plan to Chief IT Architect.
	 FORMCHECKBOX 


	11
	Chief IT Architect approves plans.
	 FORMCHECKBOX 


	12
	Meeting organizer prepares invitations to Information Technology Management Committee (ITMC) members and obtains approvals.
	 FORMCHECKBOX 


	13
	Chief IT Architect or designee sends invitations to ITMC.
	 FORMCHECKBOX 


	14
	Meeting organizer consolidates membership list and sends MS-Outlook meeting invitations, including Web or audio conference information.
	 FORMCHECKBOX 


	15
	Meeting organizer prepares attendance roster.
	 FORMCHECKBOX 


	16
	Meeting organizer prints name tents.
	 FORMCHECKBOX 


	17
	Meeting organizer prepares sign-in sheets.
	 FORMCHECKBOX 


	18
	Facilitator prepares draft RFI or RFP.
	 FORMCHECKBOX 


	19
	Meeting organizer prepares blank NIH Certification Forms for domain team members who will review vendor responses to an RFI or RFP.
	 FORMCHECKBOX 


	20
	Meeting organizer reserves conference rooms with administrative officer.
	 FORMCHECKBOX 


	21
	Meeting organizer coordinates supplies and audio-visual requirements (typically overhead projector and Polycom conferencing unit) with the administrative officer.
	 FORMCHECKBOX 


	22
	Meeting organizer coordinates Web (Breeze), video, or audio conferencing with conference coordinator, as required.
	 FORMCHECKBOX 


	23
	Meeting organizer designates minute taker and time keeper.
	 FORMCHECKBOX 


	24
	Portal community manager prepares domain team project areas for collaboration, subscribes domain team members, and publishes link on NIH Enterprise Architecture Community homepage.  This may also require creating or modifying a security group.
	 FORMCHECKBOX 


	25
	Facilitator posts pre-meeting materials to the portal.
	 FORMCHECKBOX 


	26
	Meeting key personnel conduct final checkpoint review for meeting preparations.
	 FORMCHECKBOX 


	27
	Rehearsals and walkthroughs.
	 FORMCHECKBOX 



4.0 Running Domain Team Meetings

	No.
	Task or Activity
	Complete

	1
	Meeting support personnel meet 30 minutes prior to meeting start.
	 FORMCHECKBOX 


	2
	Conference coordinator establishes bridge and Web (Breeze) collaboration session and conducts communications check.
	 FORMCHECKBOX 


	3
	Meeting organizer sets up audiovisual equipment or other required briefing materials that have been coordinated.
	 FORMCHECKBOX 


	4
	Meeting organizer sets up room, including chairs, tables, name tents, and sign-in sheets.
	 FORMCHECKBOX 


	5
	Facilitator walks through room and checks briefing aids and audiovisual equipment (including facilitator’s laptop, if used to run presentation) to ensure line-of-sight and to check voice or speaker amplitude.
	 FORMCHECKBOX 


	6
	Facilitator distributes copies of slides, supporting documentation, draft RFI or RFP, NIH Certification Forms, etc.
	 FORMCHECKBOX 


	7
	Minute taker prepares minute taking computer.
	 FORMCHECKBOX 


	8
	Time keeper and facilitator synchronize watches/clocks.
	 FORMCHECKBOX 


	9
	Attendees arrive, sign-in, and pick-up handouts.
	 FORMCHECKBOX 


	10
	Facilitator conducts meeting

· Introductions

· Meeting Purpose

· Agenda

· Meeting Logistics, as necessary
· Meeting Rules, as necessary
· Body, including discussion and Q&A as appropriate
· Final Questions

· Review Action Items

· Close
	 FORMCHECKBOX 


	11
	Minute taker takes minutes.
	 FORMCHECKBOX 


	12
	Time keeper provides time checks.
	 FORMCHECKBOX 


	13
	Conference coordinator monitors or stays on call.
	 FORMCHECKBOX 


	14
	Meeting closes.
	 FORMCHECKBOX 


	15
	Meeting support personnel conduct informal after action review.
· What happened?

· What went well?

· What can be improved?
	 FORMCHECKBOX 


	16
	Minute taker sends minutes to content manager.
	 FORMCHECKBOX 


	17
	Minute taker posts minutes.
	 FORMCHECKBOX 


	18
	Facilitator posts briefing materials, if updated during the meeting.
	 FORMCHECKBOX 


	19
	Meeting organizer updates attendance roster and updates executives, if there are attendance issues.
	 FORMCHECKBOX 


	20
	All members complete action items and provide status to facilitator.
	 FORMCHECKBOX 



5.0 Final Results Activities
	No.
	Task or Activity
	Complete

	1
	Facilitator drafts domain team recommendations, using approved templates, and provides to domain team(s) and OCITA to review.
	 FORMCHECKBOX 


	2
	Facilitator revises recommendations as required. Recommendations can include a full domain team report, individual bricks and patterns that have been recommended by the domain team, and/or an executive overview presentation that summarizes the key decisions of the domain team.
	 FORMCHECKBOX 


	3
	OCITA and domain team approve recommendations.
	 FORMCHECKBOX 


	4
	Meeting organizer prepares and publishes final attendance roster.
	 FORMCHECKBOX 


	5
	Meeting organizer and administrative officer prepare Enterprise Architecture Certificates of Appreciation.
	 FORMCHECKBOX 


	6
	Chief IT Architect signs Certificates of Appreciation
	 FORMCHECKBOX 


	7
	Meeting organizer distributes blank surveys to domain team participants.
	 FORMCHECKBOX 


	8
	Meeting organizer and administrative officer prepares letters of recognition for IC directors of domain team participants.

· Use template

· Prepare copies for CIO and domain team members
	 FORMCHECKBOX 


	9
	CIO and/or Chief IT Architect sign letters of recognition.
	 FORMCHECKBOX 


	10
	OCITA schedules time with the ARB for consideration and vote on domain team recommendations.
	 FORMCHECKBOX 


	11
	Chief IT Architect presents Certificates of Appreciation.
	 FORMCHECKBOX 


	12
	Administrative officer mails or sends through distribution unclaimed Certificates of Appreciation, letters of recognition, and any post-meeting materials.
	 FORMCHECKBOX 


	13
	Facilitator posts draft of domain team recommendations.
	 FORMCHECKBOX 


	14
	ARB approves domain team recommendations (if disapprove, recall domain team, if necessary).
	 FORMCHECKBOX 


	15
	Portal community manager removes domain team links from portal community homepage.
	 FORMCHECKBOX 


	16
	OCITA updates website(s) with enterprise architecture changes and publishes final version of domain team recommendations.
	 FORMCHECKBOX 


	17
	Conduct domain team meeting after action review (for entire process):
· What happened?

· What went well?

· What can be approved?
	 FORMCHECKBOX 


	18
	Update the “Domain Team Checklist,“ incorporating changes from after action review and lessons learned.
	 FORMCHECKBOX 



6.0 Change History
	Date
	Change Author
	Change Authority
	Change Event
	Resulting Version

	12/17/2004
	Steve Thornton
	Steve Thornton, Domain Team Project Manager
	Original Document
	1.0

	12/17/2005
	Evan Siegel
	Evan Siegel, Domain Team Primary Support
	Version 1.0
	2.0

	4/13/2006
	Steve Thornton
	Steve Thornton, Domain Team Project Manager
	Changes to reflect system and personnel changes and to incorporate RFI process.
	2.1
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