Protocol for Assessing Resource Allocation

1.0 Using the Resource Allocation Template

1.1. Each Team Leader fills out the Resource Allocation Template for his/her team

1.2. Facilitated by the PM, Team Leaders meet with their Division Chief to adjust any discrepancies and agree on the number of resources allocated by the Division; document on Resource Allocation Assessment Template. 

1.3. Facilitated by the PM, Division Chiefs, adjust any discrepancies and agree on a company-wide allocation of resources; document on Resource Allocation Assessment Template.
2.0 Approvals

2.1. The Company-wide Resource Allocation Assessment Template will be approved by top management and becomes the company Resource Allocation Assessment Plan (RAAP).
2.2. Copies of the approved RAAP are distributed to all Team Leaders and Division Chiefs.

3.0 Operations
3.1. Division Chiefs meet with their Team Leaders once a week to ensure RAAP is being followed.

3.2. Team Leaders or PM alert Division Chiefs to unforeseen circumstances that might result in a deviation from the RAAP.
3.3. Any deviations from the RAAP must be agreed upon by a majority of the Division Chiefs and documented on a revision to the RAAP.
3.4. Deviations that result in a delay of greater than two weeks or cost overrun of more than $10,000 must be approved by top management.

4.0 Close Out

4.1. At the end of a project, Division Chiefs meet to discuss the RAAP and how it affected the success (or failure) of the project.

4.2. Lessons learned are documented to be used to improve future resource allocation.

