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1 Executive Overview 

1.1 Project Summary

1.1.1 Purpose, Scope and Objectives

Purpose

The Professional Development for Technology Personnel Project provides a training curriculum for the State Information Technology community by June 24, 2005. The project will identify training needs and opportunities and respond to succession planning efforts. Achieving the Projects objective will assist in the success of the IT Strategic Plan and contribute to the State IT community in whole.

ITMA XII presented the project proposal to the ITMA XII Class Managers and obtained approval on November 5, 2004. 

Scope

The scope of work involves conducting a needs validation and development of IT training curriculum for the key functional areas that include:

· Application Software Development

· Customer/Technical Support

· Database Development and Administration

· Enterprise Systems Support

· Information Systems Security Administration

· Information Technology Business Consultant/ Project Management

· Network Administration

· Web/Internet Development and Support

· Emerging Technology Specialist

· IT Document Writer

The project will be developed and implemented in phases comprised as follows:

Phase 1 – Project Management
· Project Approval

· Project Planning

· Develop Project Schedule

· Develop Project Charter

· Develop Project Management Plan

· Develop Communication Plan

· Develop Role and Responsibilities

· Develop Document Library

· Project Monitoring and Control (on going until June 24, 2005)

Phase 2 – Analysis and Design

· Develop Training Curriculum Approach

· Develop Survey Approach for State and Private 

· Develop Marketing/Data Collection Approach 

· Design Survey And Data Collection

Phase 3 – Execution Phase

· Staff Curriculum Team

· Staff Survey Quality Assurance Team

· Update Methodology (ongoing)

· Pretest Survey

· Market and Survey

· Research And Result Analysis

· Develop Curriculum

Phase 4 – Delivery Phase

· Present to Class Managers

· Present to HR Workgroup/IT Council

Phase 5 – Project Close Out 

· Finalize Project Documentation

· Academy Celebration

Refer to the Project Schedule, Appendix A for more details.

Objectives

Project objectives are:

Provide a training curriculum for the State Information Technology community.

· Identify training needs and opportunities

· Enables IT Management to complete technical and management succession planning efforts
· Support the State strategic vision

Measurable business objectives are:

· Complete project planning activities on December 31, 2004.

· Conduct and process surveys by April 6, 2005.

· Develop and Complete final Training Curriculum by June 13, 2005.

1.1.2 Assumptions and Constraints

Assumptions

Assumptions are factors that are considered to be true, real or certain. The following assumptions have been made due to the business drivers involved:

· The Project will not deviate from our critical path and must adhere to the set schedule in which all agreed upon milestones will be met.

· There will be timely review and feedback on all project deliverables.

· Problem/Issue resolution will be handled on a timely basis, in accordance to the Decision Making Process.

· Proactive risk management strategies will be employed to minimize risk and ensure timely project completion.

· IT Needs Validation Survey yields will be satisfactory to meet the evaluation requirement.

Constraints 
Constraints are restrictions that affect the performance of the project, and limit project scope, schedule, cost or quality. The following known constraints are also considered risks:

· The Project has highly constrained timeframes; Project due date is fixed.

· Unanticipated obstacles, such as change in direction from the IT Council and HR workgroup, could impact project scope and schedule.

ITMA XII member participation and availability – conflicting project priorities and resource demands. The following matrix identifies the constraint flexibilities for the Project as determined by the Project Team.

	Flexibility
	Least
	Somewhat
	Most

	Resources
	
	X
	

	Schedule
	X
	
	

	Scope
	
	
	X


Scope is the most flexible in that it can be adjusted if necessary regarding functionality and features that might be added or omitted as the project evolves.  The scope is the area that we have the most control over.  As functional areas are refined by the IT Council and HR Subcommittee, the Class have the ability to determine inclusion or exclusion.   Project Resources additional resources can not be added as needed to the project due to ITMA XII class size limitation; however, there is flexibility in the ITMA XII class member’s level of participation.  Class members’ workload at their own Department may affect their continual involvement.  The average contribution will ensure successful completion of tasks.   Project Schedule is the most constrained and least flexible due to ITMA XII graduation completion deadline.

1.1.3 Deliverables

Project Deliverables are listed below. These project deliverables align with the project deliverables identified in the Project Proposal. Additional deliverables and/or products have been identified to ensure project objectives are successful achieved within scope and timeline.  Refer to Appendix D – Responsibility Assignment Matrix (RAM), Deliverables Matrix for detail on creators, reviewers, and approvers.  

· Project Schedule

· Project Charter

· Risk/Issue Management Plan 
· Project Management Plan (includes Communication Plan)

· Training Curriculum Methodology, includes:

· Survey Approach

· Marketing Approach

· Curriculum Development Approach
· Survey Communications

· Pre-survey Announcement Letter

· Survey Cover Letter

· Survey Thank You Letter
· IT Needs Validation Survey (prior to release to audience)

· IT Needs Validation Report (survey summation)
· Training Framework Proposal  (method for continual program support)

· Training Curriculum, includes:

· Resource Directory of Course Vendors & Costs 

· Final Report and Presentation to Class Managers

· Presentation to HR Workgroup
· Presentation to IT Council (all ITMA academy members to be present)

Schedule 

Schedule Summary

The project schedule shown below incorporates the project phases, major milestones, key deliverables and planned delivery dates.  

Contingency plans have been developed to mitigate risks associated with deliverables, and those contingencies are included in the table in Section 4.1, Risk Management Assessment.

	WBS
	Task Name
	Planned Delivery Date

	1
	Project Management
	06/24/05

	1.1
	   Project approval from Class Managers (milestone)
	11/05/05

	1.2
	   Project Planning

      Deliverable: Project Schedule 

      Deliverable: Project Charter

      Deliverable: Project Management Plan

                          Communication Plan
	01/26/05

01/18/05

01/05/05

01/18/05

01/18/05

	1.3
	   Project Monitoring & Control
	06/24/05

	2
	Analysis & Design
	02/14/05

	2.1
	   Develop Training Curriculum Approach

      Deliverable:  Training Curriculum Methodology
	01/31/05

01/31/05

	2.2
	   Develop Survey Approach for State
      Deliverable: Training Curriculum Methodology
	01/27/05

01/27/05

	2.3
	   Develop Marketing/Data Collection Approach

      Deliverable: Training Curriculum Methodology

      Deliverable: Pre-survey Announcement Letter

      Deliverable: Survey Cover Letter

      Deliverable: Survey Thank Letter
	02/08/05

02/08/05

02/04/05

02/04/05

02/04/05

	2.4
	   Design Survey & Data Collection
	02/14/05

	2.5
	   Complete analysis & design phase (milestone)
	02/14/05

	3
	Execution Phase
	06/23/05

	3.1
	   Staff Curriculum Team
	02/01/05

	3.2
	   Staff Survey Quality Assurance Team
	02/01/05

	3.3
	   Update Methodology
	06/23/05

	3.4
	   Pretest Survey

      Deliverable: IT Needs Validation Survey
	03/11/05

03/11/05

	3.5
	   Market & Survey
	04/06/05

	3.6
	   Research & Result Analysis

      Deliverable: IT Needs Validation Report 
	05/12/05

05/12/05

	3.7
	   Develop Curriculum

      Deliverable: Training Curriculum Methodology

      Deliverable: Training Curriculum

      Deliverable: Training Program Framework
	06/13/05

06/13/05

06/13/05

06/13/05

	4
	Delivery Phase
	06/24/05

	4.1
	   Schedule meeting room & time for presentation
	06/01/05

	4.2
	   Prepare for presentation
	06/17/05

	4.3
	   Conduct dry run of presentation
	06/20/05

	4.4
	   Update presentation
	06/23/05

	4.5
	   Present to Class Managers (deliverable)
	06/24/05

	4.6
	   Present to HR Workgroup/IT Council (deliverable)
	06/24/05

	5
	Project Close Out
	06/24/05

	5.1 
	   Finalize project documents
	06/24/05

	5.2
	   Academy celebration
	06/24/05


Refer to Appendix A - Project Schedule for further detail.

2 References

The IT Strategic Plan forms the basis for all activities, policies, methodologies, standards, and documents for this project.

The ITMA XII website will provide links to the State Chief Information Officer’s web site where the IT Strategic Plan document can be found. Additionally, you can check with the members of the Executive Council, who should have a paper copy of the Project Management Body of Knowledge if you need to refer to one.
3 Project Organization

This section contains the Project Organization Chart and a table that lists roles and responsibilities for the Project Sponsor, Class Sponsors, Class Managers, Project Managers, and project team.

3.1 Project Organization Chart

The diagrams contained in Appendix B – Project Organization depict the subprojects plus a functional view showing relationships between entities in the Project Organization. 

.

3.2 Internal Stakeholders

The following Internal stakeholders are those stakeholders that are within ITMA XII Academy:

· Project Managers

· Executive Council

· Project Management Plans Team

· Survey Team

· Results Analysis Team

· Training Curriculum Development Team

· Document Management Team 

· Marketing Team

· Methodology Team

· Administrative Support Team

· Project Completion Team

· Class Managers & Project Sponsors
3.3 External Stakeholders

The following External stakeholders are those stakeholders that are outside the ITMA XII Academy:

· Class Sponsors
· IT Liaison Council

· HR Workgroup (including DPA representative)

· Vendors

· Information Technology Offices (may want to use the data gathered)

· Office of the Governor of California (C.P.R)

· State CIO, Clark Kelso (IT Strategic Plan, IT Council)
3.4 Roles and Responsibilities

This section defines the roles and responsibilities for staff involved with the Professional Development for Technical Personnel Project.  The Responsibility Assignment Matrix (RAM) is a valuable communication tool that delineates roles, responsibilities, and expectations with regards to project products and deliverables.  Maintained in an MS Excel spreadsheet by the Project Managers or their designee, it contains the organization entities (people) from the Project Organization Chart as well as the specific elements (project products and deliverables) identified by the team and documented in the Work Breakdown Structure.

Based on the role each individual plays in the project, an appropriate value is inserted in the spreadsheet at the junction of a project deliverable with the organization.  RAM values include:

S = for supporting tasks/role – folks who actually perform the work

P = for primary responsibility to ensure assigned work is completed

A = for approval/signoff of work and deliverables

R = for reviewers of deliverables (may be courtesy review only)

O = for oversight

Refer to Appendix D – Responsibility Assignment Matrix (RAM) for further information.  Appendix D contains two RAM matrices.  The first depicts the responsibilities of the roles in this ITMA class and project to the deliverables defined for this project.  The second depicts the responsibilities of individuals in this ITMA class to the roles.  

Class Managers approval will be based upon majority rule.  Two of the three Class Managers will constitute approval.  Non-response is considered approval by the reviewers.  All deliverables disseminated for review and approval will contain a deadline date.  If the date arrives and no comments are received, the deliverable will be approved as is.

The table on the next pages summarizes the responsibilities of each role in the ITMA XII Class and the project.  

	Project Role
	Responsibilities

	Project Sponsors

	The Project Sponsor reports to the Statewide IT Council and as an HR subcommittee member endorses and supports the Professional Development for Technical Personnel Project and 

· Is responsible for reviewing received communications and coordinating communications with external organizations

· Provides all needed support as necessary. 

· Provides policy leadership and oversight as needed

· Reviews and resolves policy, fiscal, and external issues that cannot be resolved at lower levels.

	Class Managers


	The Class Managers provide independent project oversight and

· Ensures that deliverables and functionality are achieved as defined

· Reviews and resolves project issues not resolved at lower levels

· Provides advice and insight into project management issues.

	Executive Sponsors
	The Executive Sponsors provide advice and insight into class and project issues.

	Academy Members
	Accountable to the Class Managers for IT project outcomes.

	Project Managers


	Project Managers plan, direct, and oversee the day-to-day activities and

· Ensures that project management practices are being employed as appropriate

· Responds to change requests 

· Coordinates project activities

· Ensuring that deliverables meet agreed-upon requirements

· Evaluate issues/risks interactions to assess the range of possible project outcomes

· Monitor issues/risks with the Issue Controller

· Define enhancement steps for opportunities and responses to threats

· Review all new issues/risks with the Project Leads to determine if issue/risk is worth tracking

· Respond to changes in issues/risks over the duration of the project

· Accountable for the management and control of the project schedule, scope, and resources

	Project Teams
	Project Teams are comprised of ITMA XII members who perform the day-to-day activities across all phases of the project as it relates to a specific project area and reports directly to the team lead. Project Teams will conduct and directly manage the daily operations such as quality control and other activities to ensure that planned project objectives are achieved in accordance with the approved project plan and schedule.  See Appendix D for specific Project Team Roles and Responsibilities.

	Team Leads
	Project Leads report to the Project Managers and organize, manage, and direct the activities associated with a specific task(s)/deliverable(s)/milestone(s) and lead the team that will be performing those activities.

	Executive Council 
	The Executive Council performs in the capacity of an advisory council and as a mentor to the Project Managers and 

· Provides quality planning, assurance and control for project tasks.

· Collaborates with Project Managers with regard to issue/risk management

· Collaborates with Project Managers with regard to change management

	Administrative Support 
	The staff from HHSDC reports direction to the Project Managers and provides the project teams with administrative support. For example: reserves meeting rooms

	IT Liaison Council
	The IT Liaison Council representatives (3) attend the HR Subcommittee meetings and are the liaisons between the HR Subcommittee and the ITMA XII class, providing insight to the Direction the HR Subcommittee is going.

	Issue Controller
	Update risk/issue logs and distribute to all project team members


4 Managerial Process Plans

4.1 Risk Management Assessment

This Risk Management Assessment is a high-level overview of the strategy to be followed for the life of the Project as part of the ongoing commitment to process improvement and quality.  Identified risks will be categorized according to the impact to the schedule, scope or resources as follows:

Low:  
Minor changes to schedule, scope and/or resources but has no negative impact to project 

Medium:
Minimal impact that may affect the schedule, scope and/or available resources but there is sufficient time and/or resources available to mitigate the risk 

High:  
Definite impact to the scope, schedule and resource availability and will result in a delayed schedule.  

The following risks have been identified and categorized.  

	
	Risk
	Priority
	Contingency Plan
	Long Description

	1.
	HR Workgroup changes may affect project deliverables

	High
	ITMA XII representative assigned to the HR workgroup will provide feedback
	Changes from the HR workgroup will have a direct impact to the project.

	2.
	Nine functional areas may change

	Low
	Due to the project timeframe constraints, expansion of the functional areas isn’t possible.  

ITMA XII representative assigned to the HR workgroup will monitor and provide feedback 
	The nine functional areas for training curriculum development are:  

· Application Software Development

· Customer/Technical Support

· Database Development and Administration

· Enterprise Systems Support

· Information Systems Security Administration

· Information Technology Business Consultant

· Network Administration

· Web/Internet Development and Support

· Project Management



	3.
	Low yield survey results

	High
	Monitor and track survey results, at minimum once a week.  Personal contact to follow up with participants to encourage returns.  Leverage with cover letter from State CIO, Executive Sponsors or Class Managers
	Low yield survey results will not provide sufficient information to provide recommendation

	4.
	Vendor / Service providers may change
	Low
	Recommend a process for maintaining vendor/service providers 
	Vendors and service providers may change over time; however, the training curriculum will remain constant

	5.
	Technology changes
	Low
	Training recommendations will be for basic level knowledge which should remain constant for each functional area
	Technology changes may impact individual functional areas

	6.
	Reorganization or CPR changes affects our project objectives
	Medium
	ITMA XII representative assigned to the HR workgroup will monitor and provide feedback 
	Changes to CPR recommendations or the HR workgroup objectives will affect the project’s end products and perhaps usability of our end product.

	7.
	Curriculum must be reviewed and updated to reflect changes in skills and associated training
	Low
	Recommend a process for maintaining required skills and associated training curriculum
	Skills required for each functional area may change over time, which could affect the curriculum

	8.
	ITMA staff resources
	Medium
	Monitor schedule and adjust resources as needed
	Resources needed to accomplish tasks required for a successful project

	9.
	Vendor listings and costs must be maintained
	Low
	Incorporate vendor listing and cost is an appendix to the end product. Identify caveat to the vendor and cost information.  
	Training costs obtained by class members could be outdate prior to completion of our end product; Depending on vendors and their class/cost publication timeline, the project could be working with outdated information.

	10.
	2005/06 Budget 
	High
	Monitor staffing and participation; adjust as necessary
	Budget drills may compete for staff time on critical deliverables.


	11.
	Project Sponsor may not be available to provide guidance/advice and/or make decisions.
	Medium
	Follow project’s pre-defined approval process with the Class Managers.  Request the Class Managers to be the Project Sponsor.  
	Project Sponsor may not be available and/or available timely due to personal and professional reasons.  If decisions and guidance are needed, how will the class proceed?


4.2 Deliverables Submittal and Review

Deliverables are submitted to the Project Managers, Team Leads and others as appropriate for review as stipulated in each deliverable with a Formal Product/Deliverable Acceptance Form (see Appendix E). 

All project deliverables are reviewed by the Project Managers and/or designated representatives.  All project products that are external facing will also be reviewed by the Project Management Executive Council.  The Project Managers have the final approval; however, the Project Managers may request other academy members to review and approve certain deliverables.  The product review process, at its most optimal, will be a five-day period; however, certain deliverables will require shorter duration.  The project schedule will provide more significant duration to each products review timeline.  Detail feedbacks will be documented utilizing the formal Comments Matrix (see Appendix F) for certain deliverables.  

Final copies of all project deliverables are stored electronically in the Project library.  The project library as maintained by the Document Management Team.

If a deliverable is unacceptable, the Project Manager or delegated academy member notes on the Formal Product/Deliverable Acceptance Form the comments and actions to be taken, and schedules a meeting to discuss the comments directly with the creator(s). The creator must address the comments and re-submit the updated deliverable for approval. The disapproval and rationale is also to be noted on the form. 

If the deliverable is acceptable, the Project Managers sign the approval section on the form.  A copy of the approved deliverable and signed Formal Product/Deliverable Acceptance Form is distributed to the Document Management Team for storage into the Project Library.

The following diagram depicts a typical review and feedback process flow:
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5 Supporting Process Plans

5.1 Library and Document Management Plan 

The ITMA XII website will house all project related documents.  The site will be maintained by the Document Management Team.   Only the latest version of the Project’s documents and deliverables will be available on the website.  

5.2 Risk/Issue Management Plan 

Issues can originate from many sources, both internal and external to the project, can comprise any topic or concern that may affect project scope, risk, schedule, cost, and/or system quality or functionality, and can be resolved through action.  

It is expected that the majority of issues will be day-to-day issues concerning the internal operations of the Project.  However, there may be some potential scope issues.  Scope issues typically expand project scope and therefore, have the potential of delaying the project.

Issue status will be tracked on a regular basis at both the project and Project Sub-Team levels by the Project Managers and Issue Coordinator. Sub-Team level issues are escalated to the Project Manager and Issue Coordinator.  Issue reporting is part of the status reporting process. Outstanding issues are reviewed and discussed during project team meetings or escalated immediately to the Project Manager during the meeting, based on criticality and project impact.  A documented Issues Paper will be completed with relevant information by the originator prior to sending to the Issue Coordinator.

Resolution of each issue will occur at the lowest possible level beginning with each Project Sub-Team Lead. Any issue that cannot be resolved at the Project Lead level will be escalated to the Project Manager for decision and resolution per the Decision Making Process defined in the Risk/Issue Management Plan under separate cover.

All issues will be tracked in the Issues Log by the Issue Coordinator. If the Project Manager cannot resolve the issue, they will elevate it to the appropriate level.  Issues will only be elevated to the next level when it is determined that the scope of the issue exceeds the Project Manager’s level of responsibility or that consensus cannot be reached at this level. 

The Project Managers have an open door policy to discuss any potential action or perceived problem that any stakeholder or team member may wish to discuss.  Stakeholders are encouraged to share any issue that they think may improve project quality or help prevent an issue from becoming a problem.  Refer to the detailed Risk/Issue Management Plan under separate cover.

6 Management of Project Plans

The following control processes will be used to monitor, measure, track, and report on the execution of the project’s management plans.  

6.1 Management Approvals

The project’s management plans, once approved by the Class Managers and Project Sponsor, will be baselined.  Upon approvals, the plans will be monitored to ensure the project’s processes, scope, roles and responsibilities, and risks are managed.  A designated Project Management Plan team member will be assigned to review, monitor, and audit the plans, at minimum, on a monthly basis to ensure there is no deviation.  Any factors that may potentially affect a deviation will follow the defined change control process.  Potential factors that could cause deviations are listed in Section 4.1, Risk Management Assessment.  

6.2 Plans’ Ownership

The project’s plans are owned by the Class.  The responsibility for updating the documents will be the Project Management Plan Team and/or the Project Managers.  

6.3 Release Control

The following outlines the process to control changes to the plans and the method to communicate the releases:

· Changes to the project’s plans will be updated by the designated Project Management Plan team member and/or the Project Managers.

· The Revision History of the plans must be updated to reflect the new release.  The description of the changes must be brief and the revision number will be incremented accordingly.  

· The latest release of the plans will be posted on the Class’ website.

Appendices
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Appendix B: Project Organization
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Appendix C: Core Team Roster  

	First Name
	Last Name
	Dept

	Laurie
	Brown
	BOE

	Fei Ling
	Collier
	CalPERS

	John
	Dong
	CalPERS

	Clay
	Harada
	CalSTRS

	Cheryl
	Dobbins
	CSAC

	Caroline
	Myers
	DFG

	Jenny
	Kennedy
	DGS

	Karryl
	Downing
	DMV

	Eduardo R.
	Echeverria
	DOI

	Georgia
	Myers
	DOI

	Linda M.
	Adams
	DOJ

	Joe
	Rivera
	DOR

	Margarita
	Haro
	EDD

	Darnell
	Lawrence
	EDD

	Gerardo (Jerry)
	Mercado
	FTB

	James
	Williamson
	FTB

	Therese
	Hart
	HIPAA

	Brian J.
	Parks
	HHSDC

	Chery
	Hanks
	EDD

	Kurtis
	Knapp
	HHSDC/ISAWS

	Kumar
	Kalagara
	Lottery

	Carrie
	Spencer
	Lottery

	William
	Peng
	OSHPD

	Julie
	Whitten
	OSHPD

	David
	Harris
	RA

	Fay
	Lynn
	TDC


Appendix D: Project Teams Roles and Responsibilities

1.  Deliverables Matrix

	Project Deliverables:
	ITMA XII Class Managers
	ITMA XII Class Sponsors
	Project Sponsor
	IT Council
	HR Workgroup
	Project Managers
	Project Management Executive Council
	Full ITMA XII Membership
	Project Management Plan Team
	IT Council Liaison
	Conflict Resolution Team
	Project Charter Team
	Document Web Team
	Survey Team
	Marketing Team
	Methodology Team
	Risk / Issue Controller
	Training Curriculum Development Team
	Results Analysis Team
	Project Completion Team
	Funmeister Team

	Project Schedule
	A
	O
	A
	 
	 
	A
	R
	S
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project Charter
	A
	O
	A
	 
	 
	A
	R
	S
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Risk/Issue Management Plan
	A
	O
	 
	 
	 
	A
	R
	S
	 
	 
	 
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 

	Change Control
	A
	O
	 
	 
	 
	A
	R
	S
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project Management Plan
	A
	O
	 
	 
	 
	A
	R
	S
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Communication Plan
	A
	O
	 
	 
	 
	A
	R
	S
	P
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See next page.
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Appendix E: Project Teams Mind Maps
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Methodology  Team   Responsibilitesies   John, Clay,  Kumar, Jerry, Dave, Bill  

Create approach to determine  curriculum (matrix for survey  targets  –  state and private)  

Create a pproach to maintain  curriculum catalog framework  (appendix  -  web links, courses, etc.)  Ongoing Maintenance mode…  

Determine acceptable survey sample so  that each member interviews an  organization  

C oordinate best approach  for analyzing data into the  course curriculum per  functional areas  with ITMA  Members.  

Research Jan. 2003 Genera l  Accounting Office document  and use a reference document   Compare approach to  private industry  

Maintain methodology document.  Living document until project comes to  close.  


The following Mind Maps are the original drafts from each project team depicting the tasks relative to their team.  There will be some overlap of responsibilities, where each team will work together until handoff to the next team.
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Methodology  Team   Responsibilitesies   John, Clay,  Kumar, Jerry, Dave, Bill  

Create approach to determine  curriculum (matrix for survey  targets  –  state and private)  

Create a pproach to maintain  curriculum catalog framework  (appendix  -  web links, courses, etc.)  Ongoing Maintenance mode…  

Determine acceptable survey sample so  that each member interviews an  organization  

C oordinate best approach  for analyzing data into the  course curriculum per  functional areas  with ITMA  Members.  

Research Jan. 2003 Genera l  Accounting Office document  and use a reference document   Compare approach to  private industry  

Maintain methodology document.  Living document until project comes to  close.  
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PM   EXECUTIVE   COUNCIL  

Provides Verification  & Validation      

Advises and Supports Project  Mangers      

Expedites Decision  Making Process   

Removes  Roadblocks   

Provides  Oversight   

Maintains & Monitors Standards   
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Appendix E: Formal Product/Deliverable Acceptance Form

ITMA XII - Professional Development for Technology Personnel Project

Formal Product/Deliverable Acceptance Form
	Submission Date
	
	Creator/Team
	


 FORMCHECKBOX 
   Phase or major deliverable acceptance.

 FORMCHECKBOX 
   Final product acceptance.
Product(s)/Deliverable(s)

	Deliverable
	Planned Due Date
	Actual Date
	Variance

	
	
	
	

	
	
	
	


Comments

Identify and describe the reason(s) for variances from the scope and/or schedule baselines.  

	Approval Signature(S)

	This product (s) / deliverable(s) is (are):  

 FORMCHECKBOX 
  Approved as is.

 FORMCHECKBOX 
  Approved with changes (See attached for proposed/required changes.)

 FORMCHECKBOX 
  Denied - Does not meet expectations (See attached for explanations.)


	Project Managers’ (or designee) Signatures
	Date Signed
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