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TEAM #1 RESPONSE

Team Assignment

Identify one of the templates, protocols, behaviors or practices from the previous posting (discussion 1) and create the solution as a team. Identify the objective of the solution and how it will serve to mitigate the problem. Then create a dummy version or a step-by-step for the protocol as prescribed in Lesson 5, page 6 of 16.

Step One - As a team, achieve consensus on one thing your project organization does less than effectively:


Assigning necessary resources to projects.

Example one:  A recurring project concern in our organization is resource management. Virginia is attempting to save money by centralizing IT resources. As a result, IT infrastructure and technical resource requests must be funneled through a centralized Agency for approval. This new process tends to create project delays.
Example two:  Limited knowledgeable resources (1 or 2 key individuals) for support - a few key people know the ins & outs of a project's development components.  If they are on vacation, the organization struggles.


Step Two – Identify the objective of the solution:
1. Identify the necessary skill levels required (see attached template, pg 3).

2. Identify staff with required skill sets

3. Define level of individual staff experience (senior, intermediate, junior)

4. Identify what skill sets may need to be paired 

5. Provide enough lead time for approvals of resources required.  (see attached template, pg 2)

6. Assign Mentor

Step Three – How does the solution serve to mitigate the problem:
1. Publish project requirements in advance

2. Discuss with management the needed staff members with identified skills.

3. Get approval and commitment to make their time available to the project. 

4. Develop schedule that is resource loaded to level of detail that would account for skill level work to not be hampered by vacations, etc.

5. Assign WBS by the skill level required to accomplish the objectives.

6. Identification of resource requirements from a skill sets level and ensuring availability up through scheduling.

Step Four – Create a step-by-step for the protocol:
1. Identify project objectives.

2. Identify required “players” and skill-sets (attached template page 3).

3. Submit Resource Request form (attached template page 2) to appropriate functional managers with firm “Response Required” date.

4. Receive confirmation resources requested are available

5. Develop schedule based on resource availability.

6. Develop WBS based on skill level required to accomplish the objectives

SLD Resource Request Form
Request Date:

	AITR (Last Name)
	First
	Telephone Number

	Task Description


	Date Needed

	Related project  and Project Manager Name (if applicable)
	Start/Finish Project Date

	Service area

	· Unix Services


· Windows Services

· Network Services (WAN)
	· LAN/Email

· Desktop Support

· Other _________________


Response Required Date:

	SLD (Last Name)
	First
	Telephone Number

	Comment



	Level of Effort  (LOE)

Estimate (Hrs)
	% Allocation
	Work Duration
From:
To:

	
	
	
	

	Resource Name(s)
	

	Detailed Task List

	Task
	LOE
	Start Date
	Finish Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	General Information

	Agency Name: Use agency acronym, i.e. DMV
	Agency Code (3 Digit #):

	RFS Title: Provide brief description of request (ex: Upgrade Voicemail System)

	RFS Category: (Please select only one)

Application Support/Hosting   FORMCHECKBOX 
  Facilities – Move             FORMCHECKBOX 
  Facilities - New  FORMCHECKBOX 

Network Access                       FORMCHECKBOX 
  Service Offering (ECP)   FORMCHECKBOX 
  Voice                  FORMCHECKBOX 
  Wireless   FORMCHECKBOX 

Miscellaneous                          FORMCHECKBOX 
 

	

	VITA RFS # (to be assigned by APM):
	ex: DCR_20070101

	TSR Number (if applicable):
	

	Dates

	APM Request Receipt Date:
	Date:

	Agency Desired Proposal Date:
	Date: 

	Agency Desired Production Date:
	Date:

	Contact Information
	First & Last Name / contact phone #

	APM/Requirements Collection:
	

	CAM Lead or Service Outreach Contact:
	

	Agency Technical Contact (ex. SLD): 
	

	AITR: 
	

	Agency Lead (signing authority):
	

	ITM Support:
	

	Administration Information

	Is this RFS part of a larger agency project?
	Yes or No

	Is there an Agency Project Plan available?
	Yes or No

	Is this an Executive Branch Agency?
	Yes or No

	Is this a Local Government Entity?
	Yes or No

	Is this included in Agency’s IT Strategic Plan?
	Yes or No

	Does CIA 28.68 need to be updated?
	Yes or No

	Grant Funds

	Are Grant Funds to be used?
	Yes or No

	  Specify Fund amount allocated for this RFS?
	$

	  Funds need to be obligated by?
	Date:

	  Funds need to be spent by?
	Date:


	General Requirements

	1.0
	Business Requirements (Brief description of agency mission, business problem statement, what the business needs to solve, etc.  Also provide address/location of Agency)

	1.01
	

	2.0 
	Budget Availability and Constraints (Describe any current available funding, timelines for getting costs/options for budget submission).

	2.01
	

	3.0
	Project Timelines and Constraints (List any key project timelines, start dates, finish dates, milestones that are needed by the agency)

	3.01
	 

	4.0 
	Current Environment (Briefly describe the technical architecture/environment of the agency infrastructure today, include types of systems, number of users, capacity, functionality that is in place today.  Also include what works well, challenges and opportunities)

	4.01
	Data

	4.02
	Voice

	5.0 
	Scope (List the key quantities, number of users, number of applications, that is needed for pricing the options)

	5.01
	

	6.0
	System Functional Requirements (Define any system or application functional requirements needed by the agency.  Provide any system interface requirements)

	6.01
	

	7.0
	End User Functional/Feature Requirements  (Define any end user features/functionality required for the service)

	7.01
	

	8.0
	Facility and Access Requirements (Define any site access requirements, points of contact, hours of operation)

	8.01
	


	Pre-Solutioning

	9.0
	Potential Options/Recommendations (List any proposed options for high level solutions)

	9.01
	

	T&M or Procurement: 

	Customer Sign off on Requirements :  (Electronic approvals through email is adequate)

	


	Transformation/Refresh

	10.0
	Potential materials/services (including cost) covered under transformation/refresh

	10.01
	Data

	10.02
	Voice


	Service Specific Requirements

	Voice Service Specific Requirements

	11.0
	Voice Messaging Requirements

	11.01
	

	
	

	12.0
	Automated Attendant Service Requirements (Call flow menu’s, prompting)

	12.01
	

	
	

	13.0 
	Contact Center (ACD, Routing, call flow) Requirements (also WFM, Agent Monitoring, Agent Interface, Reporting/statistics and Recording)

	13.01
	

	
	

	14.0 
	Wiring/Cabling Requirements (Include service access/entrance, inter and intra building requirements, as well as communications room/demarcation requirements)

	14.01
	

	
	

	Network Specific Requirements

	15.0
	Wide Area Networking Requirements

	15.01
	

	
	

	16.0
	Local Area Networking /Wireless Requirements

	16.01
	

	
	

	17.0
	Remote Access Requirements

	17.01
	. 

	
	

	18.0
	Network Security Requirements

	18.01
	

	
	

	19.0 
	Wiring/Cabling/Network Access Requirements (Include service access/entrance, inter and intra building requirements, as well as communications room/demarcation requirements)

	19.01
	

	
	

	Mainframe and/or Server Specific Requirements

	20.0
	Business Application Requirements

	20.01
	

	
	

	21.0
	Central CPU Requirements (Web Server Requirements)

	21.01
	

	
	

	22.0 
	Data Warehousing Requirements

	22.01
	

	
	

	23.0 
	Web Application Requirements

	23.01
	

	
	

	24.0
	Back up function/Disaster Recovery Requirements

	24.01
	

	
	

	Messaging Specific Requirements

	25.0
	Email Messaging Requirements

	25.01
	

	
	

	26.0
	Wireless Messaging Requirements (Blackberry Services)

	26.01
	

	
	

	27.0 
	Real Time Collaboration Requirements (Includes application interface)

	27.01
	

	
	

	28.0 
	Email Distribution List Requirements

	28.01
	

	
	

	Desktop Specific Requirements

	29.0
	Desktop and Laptop Requirements 

	29.01
	

	
	

	30.0
	Multi-Functional Device Requirements (Printers, scanners, copiers, etc.)

	30.01
	

	
	

	31.0
	Remote Access and Mobile Requirements

	31.01
	

	
	


	Agency Retained

	32.0
	List any unique service/material crucial to the RFS whose responsibility will be retained or provided by the Agency

	32.01
	


Note:  Remove, ignore and/or remove any unused (not required) categories, based on project needs or request.
Acronyms:

1. RFS (request for services) 

2. VITA (Virginia Information Technology Agency) 

3. TSR (Technology Service Request) 

4. APM (Agency Procurement Manager) 

5. CAM (Customer Account Manager) 

6. SLD (Service Level Director)

TEAM #2 RESPONSE

Delays and frustrations due to unclear specifications when dealing with an internal supplier. 
 
Background:
 
This supplier provides publishing services to a learning & development unit. In a first meeting 
* a general project timeline is discussed
* the media to be produced are outlined
* potential external suppliers are agreed upon.
 
To prepare this meeting a template (called brief 1) is used. After this meeting there is a lead time of 6-8 weeks until production starts. During this time the publishing unit plans for/solicits the resources needed for the production of the materials. The learning & development unit further develops the specifications. What is missing is a more detailed specification (which one could call brief 2) which outlines the deliverables for the publishing unit.
 
Objective:
Develop a template which can be used for collating detailed specifications for an internal supplier
 
How would this solve the problem:
This template could serve as a contract between the internal customer and supplier. It would be the checklist against which products would be evaluated later. This would force the customer to be clearer in what he wants and the supplier to be thorougher in how he provides his service.
 
Risks & Assumptions:
Risks:
* Overcomplicating the process (keep the template simple)
* Template is not accepted by one of the partners (involve all in the development of the template)
* Template is not fitting for the purpose (test template before implementation)
Assumptions:
* Both partners are interessted in solving this problem
* Management will endorse the template if the partners agree
 
 
	College BRIEF 2

	Meeting Date
	Project Name and Number
	Business Owner

	
	
	Göran Nilsson


	Pilot Date
	Project Manager
	Learning Designer

	(if applicable)
	
	


	Status of Project

	

	Material Specifications

	1 Material to produce: 

Deliverables:

Specific instructions for production:

First drafts expected on:

Deadline for final delivery:

2 Material to produce: 

Deliverables:

Specific instructions for production:

First drafts expected on:

Deadline for final delivery:
3 Repeat if necessary….



	Special Considderations & Requirements

	

	Next review date

	date       

	Other info

	


TEAM #3 RESPONSE
The protocol is when someone wants to make changes to the agreed upon project scope, they would fill out this template and submit it to the established Change Control Board (CCB) for review and approval or denial.

 

Change Control Board (CCB) 

Change Request (CR)

Tracking Number 001 to be entered by CCB board member
Date of Request:  xx/xx/2007

Title: Change (list what is to be changed)
Requester: 
Component or Design Name:
Project Name 
Brief Description of Change

Reason for Change (Include Benefit)
Alternatives 

None.
Risk Assessment
Chose One
High 
  FORMCHECKBOX 

Medium  FORMCHECKBOX 
 
Low  FORMCHECKBOX 

Comments

Product Impact (Quantify the impact to product cost in some manner)
Cost Impact      Do Not Know
 FORMCHECKBOX 

Increase      
Decrease      

None  FORMCHECKBOX 

Percent Power Impact
Do Not Know
 FORMCHECKBOX 

Increase           Decrease      
None  FORMCHECKBOX 

Can feature be bypassed?       FORMCHECKBOX 
 Yes     
 FORMCHECKBOX 
 No 
   FORMCHECKBOX 
 Do Not Know 
 FORMCHECKBOX 
 Not Applicable
Comments 
 FORMCHECKBOX 
 None

Select all applicable areas


Total Schedule Impact:  x days

Comments   

Schedule Impact (Quantify the time for making this change in work days)

Attachments (Include a block diagram or other applicable file attachments)

Additional Comments

CCB Board Action(s)

Change Control Board Review

Date:     

 FORMCHECKBOX 
 Approved

 FORMCHECKBOX 
 Denied 
 FORMCHECKBOX 
 Hold
 FORMCHECKBOX 
 Conditional Approval

Comments: (Details of above decision)

     









