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1. Include title and date in the header
2. List team members. Identify owner(s).
3. Problem Statement: Briefly state the problem in one sentence.
i.e. Meetings consistently start late.
4. Background/Current Conditions: Describe the context or history of the situation. What is the result of the problem? What is being observed? Who is involved or affected (stake-holders)?  What reports or measures are being used to track performance in the area? 
i.e. Has been happening for a long time. Organization is meeting heavy. Late meetings cause people to be late and/or subsequent meetings to start late. Sample testing shows on average 75% of meetings start late.  Average lateness is 7 minutes.
5. Root Causes: Using tools such as 5 Whys, Fishbone, Pareto Chart, or other graphs explore what are the root causes of the symptoms. Sometimes you will need to research data, interview staff, or do a Gemba walk.
i.e. Cannot find parking space, shuttle running late, cannot find room, room is locked, waiting for an elevator, ran into colleague in hallway, late from another meeting, etc. 
6. Goals: Describe the results you would like to see addressing the major factors contributing to the current condition. Include cost, timing, and impact. 
i.e. Reduce average number of meetings that start late; reduce length of time meetings start late; improve productivity by evaluating the overall frequency of meetings, length of meetings, and efficiency of meetings towards accomplishing meeting agenda. 
7. Scope (In/Out): Define limits on what is not being included in this analysis. 
i.e. Worcester campuses
8. Estimated Project Completion: Identify beginning and estimated ending date or due date.
i.e. Would like to work on this in the next quarter (April-June, 2010)
9. Countermeasures and Implementation Plan: What do you plan to do? What outcome do you hope this produces or what measurement do you expect to see?  Describe what actions are you are planning to do in order to test whether the action addresses the problem(s). Identify steps including who is assigned and when it is due.  
i.e. Develop protocol for meeting agenda contents including format and distribution of agenda to attendees 2 days prior to meeting. Expect to see reduction of late meeting starts to 25%. Work with HR to develop protocol(Sue). Communicate protocol(Bob). 
10. Observations of What Happened: Carry out the change or test. Collect data and begin analysis. What behaviors did you observe? What happened?  What were the challenges?
i.e. Observed only half of the people seem to have received the message.
11. Results/Conclusion: What did you learn? Did you meet your measurement goal listed in the countermeasures (show results)?
i.e. 50% of meetings started late with average late time being 5 minutes..
12. Follow-up Actions: (Accept, Adapt, Abandon) Are we ready to make a system change (if so: who, what, when, where)? Do we need to make revisions and test again in next PDSA?
i.e. Expand communication efforts to get the message out. Hold special classes on preparing an agenda and meeting effectiveness. Try promoting meeting length being 45 minutes instead of an hour. 
