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January 24, 2014
Lean Event Request Form

This form may be completed and submitted electronically to the department’s assistant director.

Name(s) of Area Agency on Aging: Click here to enter text.
Verifications
1. Briefly describe the process to be reviewed and mapped in the Lean event: 
Click here to enter text.

2. Was a pre-request consultation with a Lean facilitator held? 	Yes ☐  No ☐

3. Name of Event Sponsor(s): Click here to enter text.

4. Will the agency provide or arrange for the following:
a. Travel costs (mileage, lodging, meals) for the facilitators during the event? 	Yes ☐  No ☐
b. Event Sponsor(s)?	Yes ☐  No ☐
c. Event team leader and members?	Yes ☐  No ☐
d. Event supplies? 	Yes ☐  No ☐
e. A suitable room to host the event (same room each day)? 	Yes ☐  No ☐
f. Lunch orders to be taken for each day of the event? 	Yes ☐  No ☐

5. Estimated month to host the event (review timelines below when estimating):
 Click here to enter text.

Primary Agency Director Signature:  ______________________________
(If multiple agencies are co-hosting, please add additional lines to the form by clicking at the end of the line above and hitting enter.)

Primary Contact Information
Name: 
Phone: 
E-mail: 
Activities & Timelines for Approved Lean Events
Planning (2 – 3 months prior to event)
Define scope, select team members, arrange location & travel, identify materials needed, etc.
Complete a Memorandum of Understanding to define the resources the department and agency are providing to the Lean event. 
Pre-Event Meeting (2 to 4 weeks prior to event)
Finalize event charter, assign pre-event homework, and verify event location & travel arrangements.
Lean Event Held
Events are scheduled for 5 consecutive days.
Follow-ups (30 days from event / 60 days from event / 90 days from event / 1 year from event).
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The Link to Resources for Older lowans




