Feedback Sessions Discussion

1. Introduction at Feedback Sessions

a. Points:

i. Who is on the team

ii. Who is sponsoring this work

iii. Our Purpose:

b. What is the feedback to be used for

c. Set the groundwork/expectation that we can’t do everything

2. Questions for Feedback Session – brainstorming:

a. With the current TEV forms:

i. What is missing 

ii. What bothers you

iii. How could we make it better

iv. What do you not like

b. What is going to make the Travel Reimbursement process easier for you

c. Your departments process:

i. How many travelers

ii. Who does what

d. Bring department travel forms with them to the feedback session?

3. Things to consider:

a. Avoid reference to ARIBA to avoid any links to attitudes toward eProcurement
b. We can’t spend a lot of time on details, so we should have a method to allow comments later (email, or question sheet, other)

c. Use open-ended questions, but have closed-ended questions as backups in case we need to stimulate conversation

