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Preface

Scope

This is the Software Project Management Plan (SPMP) for the Registration On-line for Canadian IT Professionals for the Institute  (ROCIT).

Format

This Plan is content compliant with the IEEE standard for Software Project Management Plans.

Audience

The target audience for this document includes; project team members, project sponsors, project oversight staff and project stakeholders. 

This page intentionally left blank.

Table of Contents

2Preface

Scope
2
Format
2
Audience
2
1
Overview
8
1.1
Project Summary
8
1.1.1
Purpose, scope and objectives
8
1.1.2
Assumptions and Constraints
8
1.1.3
Project Deliverables
9
1.2
Evolution of the Plan
9
1.3
Project Charter
9
1.3.1
Responsibility
10
1.3.2
Authority
10
2
References
10
3
Definitions
11
4
Project Organisation
11
4.1
External Interfaces
11
4.2
Internal Structure
11
4.3
Roles and Responsibilities
12
4.3.1
Project Team: Roles and Responsibilities
12
4.3.1.1
Project Steering Committee:
12
4.3.1.2
System Manager:
12
4.3.1.3
Project Manager:
12
4.3.2
Development Team: Roles and Responsibilities
13
4.3.2.1
Architecture Group:
13
4.3.2.2
Database Administration Group:
13
4.3.2.3
Computer Operations Group:
13
4.3.2.4
Management Support Services:
14
4.3.2.5
Administrative Support Group:
14
4.3.2.6
Control and Organisation Support Group:
14
4.3.2.7
Development Group:
14
4.3.3
Roles and Responsibilities by Type of Human Resource
15
4.3.3.1
Functional Analyst:
15
4.3.3.2
Systems Analyst:
15
4.3.3.3
Programmer:
16
4.3.3.4
Procedures and Methods Analyst:
16
4.3.3.5
User:
16
5
Managerial Process Plans
16
5.1
Start-up Plan
16
5.1.1
Estimation Plan
16
5.1.2
Staffing Plan
16
5.1.3
Resource Allocation Plan
17
5.1.4
Project Staff Training Plan
17
5.2
Work Plan
17
5.2.1
Work Activities
18
ROCIT WBS – Life Cycle section
18
5.2.2
Schedule Allocation
19
5.2.3
Resource Allocation
21
5.2.4
Budget Allocation
22
5.3
Control Plan
22
5.3.1
Requirements Control Plan
22
5.3.1.1
Overview
22
5.3.1.2
Objectives
22
5.3.1.3
Roles and Responsibilities
22
5.3.1.4
Processes and Procedures
23
5.3.1.5
Requirements Management Tools
24
5.3.2
Schedule Control Plan
24
5.3.3
Budget Control Plan
24
5.3.4
Quality Control Plan
24
5.3.5
Reporting Plan
25
5.3.6
Metrics Collection Plan
26
5.4
Risk Management Plan
26
5.4.1
Risk Identification
26
5.4.2
Risk Analysis
26
5.4.3
Risk Planning
26
5.4.4
Risk Tracking
27
5.4.5
Risk Control
27
5.5
Project Closeout Plan
27
6
Technical Process Plans
28
6.1
Process Model
28
6.2
Methods, Tools and Techniques
28
6.2.1
Development Environment
28
6.2.2
Target Environment
28
6.2.3
Development and Documentation Standards
28
6.2.4
Testing Standards
28
6.2.5
Team Structure
29
6.2.6
Programming languages
29
6.3
Infrastructure Plan
29
6.4
Product Acceptance Plan
29
7
Supporting Process Plans
30
7.1
Configuration Management Plan
30
7.1.1
Overview
30
7.1.2
Objectives
30
7.1.3
Scope
30
7.1.3.1
Controlled Items
30
7.1.3.2
CM Activities
30
7.1.4
Roles and Responsibilities
31
7.1.4.1
Configuration Manager
31
7.1.4.2
Team members
31
7.1.4.3
Project Document Authors
31
7.1.5
Processes and Procedures
31
7.1.5.1
Baselining Project Documents
31
7.1.5.2
Baseline Repository
31
7.1.5.3
Access to Baselined Documents
32
7.1.5.4
ROCIT Application
32
7.1.5.5
Verification of ROCIT Application
32
7.2
Verification & Validation Plan
32
7.2.1
Overview
32
7.2.2
Objectives
32
7.2.3
Scope
32
7.2.3.1
Controlled Items
32
7.2.3.2
Verification & Validation Activities
33
7.2.4
Roles and Responsibilities
33
7.2.4.1
Verification & Validation Manager
33
7.2.4.2
Team Members
33
7.2.5
Processes and Procedures
33
7.2.5.1
Verification & Validation
33
7.3
Documentation Plan
33
7.3.1
Overview
33
7.3.2
Objectives
34
7.3.3
Scope
34
7.3.3.1
Controlled Items
34
7.3.3.2
Documentation Activities
34
7.3.4
Roles and Responsibilities
34
7.3.4.1
Documentation Manager
34
7.3.4.2
Team Members
34
7.3.5
Processes and Procedures
35
7.4
Quality Assurance Plan
35
7.4.1
Overview
35
7.4.2
Objectives
35
7.4.3
Scope
35
7.4.3.1
Controlled Items
35
7.4.3.2
Quality Assurance Activities
35
7.4.4
Roles and Responsibilities
36
7.4.4.1
Quality Assurance Manager
36
7.4.4.2
Team Members
36
7.4.5
Processes and Procedures
36
7.5
Reviews and Audits
36
7.5.1
Overview
36
7.5.2
Objectives
36
7.5.3
Scope
36
7.5.3.1
Controlled Items
36
7.5.3.2
Reviews and Audit Activities
37
7.5.4
Roles and Responsibilities
37
7.5.5
Project Manager
37
7.5.5.1
Team Members
37
7.5.6
Processes and Procedures
37
7.6
Problems Resolution Plan
37
7.6.1
Overview
37
7.6.2
Objectives
38
7.6.3
Scope
38
7.6.3.1
Controlled Items
38
7.6.3.2
Defect Resolution Activities
38
7.6.4
Roles and Responsibilities
38
7.6.4.1
Defect Resolution Manager
38
7.6.4.2
Team Members
38
7.6.5
Processes and Procedures
39
7.7
Subcontractor Management Plan
39
7.8
Process Improvement Plan
39
8
Additional Plans
39
Annexes
40


1 Overview

The University of Ottawa has long been plagued with slow and archaic registration procedures. The Department of Redundancy Department (DRD) has been asked to draw up a project plan to expedite the registration of all Institute students.  Currently, the Institute does this by setting up tables on registration day.  Students each fill out a form, which is then submitted, to the Institute personnel.  These paper forms are then sent physically to Ottawa University where the information on the form is then keyed into a legacy registration system where the individual is tracked as a regular part-time student.  The proposed system that will expedite registration is web based using Visual Basic 6 controller program to interact with an Access database.  Users will access the system via the web and within the system both Institute personnel and Professors will have Intranet accessibility.

1.1 Project Summary

1.1.1 Purpose, scope and objectives

The objective of the project is to streamline registration processes for students registering for Institute courses and allow ease of access to information for Institute personnel and Professors.   

The final product to be delivered to the client is a web-based application written in visual basic with a back end MS Access database.

· Ease of access to information 

· Workflow capability between Ottawa University and The Institute

· Interface between Ottawa University legacy system and ROCIT

· Web based ROCIT application

· Web based reporting capability

· Functional and Technical Documentation

· Training

1.1.2 Assumptions and Constraints

Assumptions and Constraints upon which the ROCIT project is based are as follows:

· All necessary funding will be made available for the entire life of the project

· All resources both internally and externally which are identified up front and through out the entire project will be dedicated 100% for the life of the project on an as and when required basis.

· Interfaces to other systems and/or products will be established at the beginning of the project and access to resources who are subject matter experts for those interfaces will be identified and dedicated on an as and when required basis for the life of the project

· All necessary hardware/software will be purchased through a master standing offer to expedite purchasing for the purposes of this project and implementation of this hardware and software will be done in conjunction with technical experts for both external and internal interfaces where necessary.

1.1.3 Project Deliverables

· ROCIT Registration System

· Source Code

· Software/Hardware

· Technical / Functional Specifications

· Documentation:

Technical

Functional

Training

Status 

Budget

Schedules

1.2 Evolution of the Plan

All scheduled and unscheduled changes to the SPMP will be tracked through DocsOpen – Document organisation and control system.  All changes must go through the Project Manager of ROCIT and access to create/update the SPMP will be given to a specified resource within the PM team.  The resource responsible for change management will be the first person to create the document in DocsOpen.  Once the SPMP is created a user profile will be set up to allow for various access profiles for all individual involved in the ROCIT project.  DocsOpen will create a new version for every save done by the CM resource starting with revision 1 and going up incrementally from that point on.

Dissemination of information relative to the project and including things such as status reports, SPMP updates, etc will be distributed via e-mail once weekly and a shared directory will be made available for all ROCIT resources for the life of the project.  There will also be weekly status meetings at various levels within the project team.

1.3 Project Charter

Department of Redundancy Department

Any Street

Ottawa, Ontario

To:

Distribution

From:

Mr. DG, Department of Redundancy Department

Subject:

Project Charter for the ROCIT Project

Mr. Martin Malo has been assigned as the Project Manager for the ROCIT Project

1.3.1 Responsibility

Mr. Malo will be responsible for ensuring that all key deliverables are met within time, cost and performance constraints of the project and that she will adhere to proper quality control mechanisms and standards.  The project manager must work closely with the line managers to ensure that all assigned resources are effectively and efficiently utilised and that the project is properly resourcd with both internal and external resources.

In addition, the project manager is responsible for:

1. All formal communication between the functional and technical areas.

2. Preparation of the project plan with sign-off between the functional and technical areas.

3. Preparation of all project data items

4. Regular status reports and updates to executives

5. Ensure that all employees and functional managers are kept informed and up-to-date as to what their responsibilities are in relation to the project

6. Budget tracking actual against estimated.

7. Maintenance of the project plan that dynamically shows the projects time, cost and performance and resource commitment. 

1.3.2 Authority

To ensure that this project meets its objectives, Mr. Malo is authorised t manage the project and issue directives in accordance with the policies and procedures of the Department of Redundancy Department.  Any additional directives may be issued through the office of the DG of the Department of Redundancy Department.

The project manager’s authority also includes:

1. Direct access to the client on all matters pertaining to the ROCIT Project

2. Direct access to the executive of the Department of Redundancy Department and the Institute on all matters relating to the ROCIT Project.

3. Control and distribution of all funding associated with the ROCIT Project including procurement as the project authority.

4. To revise the project plan as needed and with client approval

5. To monitor the time, cost and performance activities and ensure that all problems are promptly identified, reported and solved.

2 References

A Guide to the Project Management Body of Knowledge (PMBOK Guide) 2000 edition - Project Management Institute 

Project Management - A Systems Approach to Planning, Scheduling, and Controlling - Seventh Edition, Harold Kerzner, PhD

DMR Productivity Plus - Information Systems Delivery Series - Project Management Guide - Third Edition

Project Management for IT Projects - University of Ottawa and University of Western Ontario, Dr. J.M. Bennett 

3 Definitions

The IEEE Standard Glossary (Std. 610.12-1990) is to be used for defining terms and acronyms contained herein.

4 Project Organisation

This structure applies throughout development.  Titles and relationships will vary with the organisation, but the roles will remain the same.  In particular, leadership and accountability must lie with the project manager, working in close collaboration with the System Manager.  A successful project is always managed by an individual, not a committee.

4.1 External Interfaces

External interface to Ottawa University Legacy Systems group.  A representative from the University will sit on the Project Steering committee and will have the authority to make decisions that impact the project from a technical and functional perspective and will have the authority assign resources from Ottawa University as and when required.

4.2 Internal Structure
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4.3 Roles and Responsibilities

4.3.1 Project Team: Roles and Responsibilities

4.3.1.1 Project Steering Committee: 

· Made up of the IS manager and representatives of users affected by the project (middle management or higher)

· Membership is about 5 people

· Approves the preliminary analysis report, architecture report, implementation report and all other project deliverables

· Approves the project plan and the release plan

· Monitors project evolution through regular project reviews

· Approves major changes (in content, schedules, etc.) requested by the project manager and approved by the system manager

4.3.1.2 System Manager: 

· The management level user most directly concerned with the system being developed

· Reports to the project steering committee

· Heads the system management and implementation team

· Chooses the user members of the system management and implementation team

· Assigns the user personnel needed to support the development team in the preparation of functional specifications and other work

· Reviews the preliminary analysis report, the architecture report and the implementation report.

· Approves the functional specifications and the definition of data elements

· Approves user guides

· Approves the project plan and the release plans

· Settles differences that may arise between users and analysts working on the project

· Approves any change of plan with regard to system contents

· Sets priorities for change requests affecting the schedule and may refer this to the project steering committee

· Co-ordinates the activities connected with system management and implementation i.e. training, conversion site preparation, etc.

4.3.1.3 Project Manager: 

· A very experienced systems analyst with good management skills

· Reports to the project steering committee

· Heads the development team

· Builds the development team

· Co-ordinates the development, activities, and may participate in some of them i.e. preliminary analysis

· Prepares the project plan and release plans and submits them to the project steering committee for approval

· Approves the group plans

· Prepares the project reviews and presents them to the project steering committee

· Conducts progress reviews with the group leaders

· Conducts change management meetings

· Conducts meetings dealing with outstanding issues

· Notifies the system manager of variances from plan and submits recommendations for corrective action

4.3.2 Development Team: Roles and Responsibilities

4.3.2.1 Architecture Group: 

· Responsible for developing the preliminary analysis deliverables
· Responsible for developing and updating all system architecture deliverables
· Must define the mandate and initiate the work of each development group
· Provides all support needed by the development group
· Responsible for reviewing several development deliverables including:
· unit process functional specifications

· optimisation of facets

· programming units

· functional test plans

· Has overall responsibility for the coherence and efficiency of the deliverables produced by all development groups
· The group leader, and other group members as needed, participate in meetings dealing with change management 
4.3.2.2 Database Administration Group: 

· Administrative unit responsible for corporate level database administration
· Assigns database administrators to the project
· Responsible for physical data modelling dictionary entries, to ensure integrity of all data
4.3.2.3 Computer Operations Group: 

· Administrative unit responsible for operating the organisations computer systems
· Participates in production architecture (final phases)
· Co-ordinates the use of data processing resources for production and development
· Assists the users in system testing
· Takes over releases at production cut-over
4.3.2.4 Management Support Services: 

· Is assisted by two support groups:  the administrative support group and the control and organisation support group
· Assists the project manager in preparing the release plans
· Assists the development group leaders in preparing group plans
· Participates in progress review and in meetings relating to change management outstanding issues
· Assists the project manager in identifying the project team’s organisational needs
· Participates as needed in implementing solutions to project team needs i.e. writing procedures, work methods, etc.
4.3.2.5 Administrative Support Group: 

· Responsible for providing the development team with administrative support
· Reports to the management support services group leader since most of the work comes from this group
4.3.2.6 Control and Organisation Support Group: 

· Made up of analysts and programmers responsible for providing the development team with control and organisation support
· When necessary, one member can be appointed the person responsible for the group
· Reports to the management support services group since most of its work comes from this group
· Assists the development team with:
· designing of tools (testing or other)

· assembly of test procedures and job streams
· start-up of functional tests
· the number of people in this group will vary according to need over the course of the ROCIT project
4.3.2.7 Development Group: 

· Made up of a group leader, analysts, programmers and users
· A multidisciplinary group whose mandate is to develop the deliverables related to a set of system functions in a particular release
· Responsible for the functional design and system construction phases of the system functions assigned to it
· Supports users and computer operations group during the implementation phase
· The architecture group partitions the functions and assigns them to various development groups in such a way as to make the groups autonomous as possible
· The makeup of this development group during a peak period is as follows:
· 1 functional analyst as the team leader

· 1 or 2 other functional analysts or administrative procedures analysts

· 2 to 3 systems analysts

· 4 to 6 programmers

· 1 or 2 users

4.3.3 Roles and Responsibilities by Type of Human Resource

4.3.3.1 Functional Analyst: 

· Responsible for producing the optimisation of facets (data subjects) and the unit process functional specification

· Responsible for the definition of data elements and the user guides

· With the systems analysts, reviews the main program specifications derived from the functional specifications for which he/she is responsible

· Responsible for the design and documentation of functional test:

· Description of functional test groups

· Description of functional test cases

· Functional test report

· Responsible for carrying out functional tests and verifying the results

· Supports the systems analysts and programmers in their work, as needed

· Supports users in system testing and implementation

4.3.3.2 Systems Analyst:

· Responsible for providing the following documentation items:

· Partitioning of the system into programming units

· Description of programming units

· Definition of program communication data

· Program specifications

· Production run specification

· Installation instructions

· Reviews software components produced by programmers

· Supports programmers in coding

· Supports functional analysts and users in functional tests, system tests and implementation

4.3.3.3 Programmer:

· Responsible for coding the software components
· Responsible for program unit tests
· Supports analysts and users in functional tests, system tests and implementation
4.3.3.4 Procedures and Methods Analyst:

· same as functional analyst but for manual unit processes

4.3.3.5 User: 

· Supports functional analysts and procedures and methods analysts producing the unit process functional specifications

· Reviews the following deliverables

· Unit process functional specifications

· Definition of data elements

· User guides

· support functional analysts in function testing

· responsible for the design and documentation of user tests

· partitioning of system test cases

· system test plan

· description of system test cases

· system test equipment

· system test report

· Responsible for executing system tests and verifying the results

5 Managerial Process Plans

5.1 Start-up Plan

5.1.1 Estimation Plan

Total cost for Requirements, Detail design, VB Coding/Access dB development, Testing, Documentation: $348000.00. Hardware/software: $25,000 ($20,000 for server and $5,000 for software) Total cost: $373,000.00

Schedule for Requirements, Detail design, VB Coding/Access dB development, Testing, Documentation: 7.125 months using parallelism

Methods used: Evaluation done using the industry calculation  of functions points per month basis

Confidence level: High. Used industry average. Cost and schedule could vary on a plus or minus 10%

5.1.2 Staffing Plan

18 employees 3 for the entire length, 15 on and off during the project

Project Managers: 1 from PWGSC of senior level. Experienced in Web development and web database publishing. ECommerce experience is an asset. Duration: 7.125 months

DBAs: 2 of intermediate level from PWGSC. Experienced in MS Access and web database publishing. Also experienced in whatever Ottawa U uses for database platform (???) Duration 1 month

VB coders: 5 contracted mixed of entry and senior level. Experienced in Visual Basic and web database publishing level. Duration: 1 month

Software Engineers: 3 of senior level from PWGSC. Experienced in designing and software testing methodology. Web, ECommerce and database development experiences. Duration 4 months

Technical Writers: 5 (3 contracted and 2 from PWGSC) of intermediate and senior level. Experienced in technical documentation. Duration 1 month

Gophers: 2 of intermediate level from inside PWGSC, from within the institute would be an asset. Duration: 7.125 months

5.1.3 Resource Allocation Plan

The server platform should be acquired through NMSO no later than 1 month after the start of the project.

Project staff will use their existing workstations from PWGSC while working on this project.

15 workstations and at least 10 office spaces should be allocated to the project staff for the duration of the project.  The server should be kept in the Institute LAN room. Janitorial services should follow the norm of those from PWGSC. No transportation required since the project staff and management are located in the same building. If training facilities should be needed, we will use the Institute lab and go through the reservation process that the Institute uses. Project administration will be performed by project managers.

5.1.4 Project Staff Training Plan

Upon beginning of the project, all PWGSC staff will attend a 2-day seminar on the technology that we will be using on the project. Training will focus on Relational database (export processes) and publishing data bases on the web. ECommerce technologies and integration technology with Ottawa U database platform. Senior level staff will be required to train and help the entry and intermediate level staff on a as needed basis.

5.2 Work Plan

The project will start on the first working day of September 2001. It will last for 7.125 months and should be completed by late March 2002.

5.2.1 Work Activities

ROCIT WBS – Life Cycle section

MANAGEMENT 

Scope Definition 

· Establish requirements for ROCIT project 

· Identify current resources available 

· Identify current materials available (if any) 

· Modify requirements to meet project goal

Planning

· Plan the effort required to complete system

· Plan work schedules

· Plan tasks

· Assign tasks to personnel

· Plan duties

· Assign duties to personnel

· Plan costs based on established requirements

Execution and Control

· Implement plan to meet objectives

· Monitor progress on a regular basis

· Control tasks and work schedules through the WBS

· Alter work schedule when need arises

· Investigate and resolve problems 

· Report progress to management and stakeholders regularly

Review and Evaluation

· Ensure products and plans are evaluated 

· Access evaluation results and summarize 

· Produce documentation on the complete project process

Closure

· Determine when project is complete 

· Check for completeness through system and user acceptance testing

· Obtain client signoff on final product

TECHNICAL 

Situation Survey
· Define current manual system   

· Document work flow

· List current inputs and outputs

· Define mission critical tasks
Study of Existing Systems
· Analysis of current paper system

· Analysis of current Hardware/Software

Definition of Specific Objectives
· Purchase of new Hardware/Software

· Design Access Database 

· Design Web Page

· Design Visual Basic 6 controller program

· Pseudo Code (Procedures for business rules implementation)

· New High speed lines for uploads and downloads

· Inputting information (Old Records to bring the database up to date)

· Testing (Modules and Scripts)

Evaluation of Alternatives
· Analyze possible alternatives (Different Languages, More Robust database)

Implementation of Solution
· Installation (New Hardware/Software)

Delivery of Solution
· Training Staff

· Documentation

5.2.2 Schedule Allocation

The project schedule will be maintained using MS Project the schedule contained herein will be used as the baseline for the project and all activities will be monitored againts this baseline.

	Establish requirements for ROCIT project (WBS)
	5d
	Mon 7/2/01
	Fri 7/6/01
	

	Modify requirements to meet project goal
	2d
	Mon 7/9/01
	Tue 7/10/01
	1

	Plan tasks
	4d
	Wed 7/11/01
	Mon 7/16/01
	2

	Define mission critical tasks
	2d
	Tue 7/17/01
	Wed 7/18/01
	3

	Plan duties
	2d
	Thu 7/19/01
	Fri 7/20/01
	4

	Plan the effort required to complete system
	2d
	Mon 7/23/01
	Tue 7/24/01
	5

	Identify current resource available
	1d
	Wed 7/25/01
	Wed 7/25/01
	6

	Assign duties to personnel
	1d
	Thu 7/26/01
	Thu 7/26/01
	7

	Assign tasks to personnel
	2d
	Fri 7/27/01
	Mon 7/30/01
	8

	Plan work schedules
	5d
	Tue 7/31/01
	Mon 8/6/01
	9

	Plan costs based on established requirements
	5d
	Tue 8/7/01
	Mon 8/13/01
	10

	Identify current materials available (if any)
	1d
	Tue 8/7/01
	Tue 8/7/01
	10

	Implement plan to meet objectives
	3d
	Tue 8/14/01
	Thu 8/16/01
	11

	Define current manual system
	1d
	Wed 8/8/01
	Wed 8/8/01
	12

	Analysis of current paper system
	2d
	Thu 8/9/01
	Fri 8/10/01
	14

	"Analyze possible alternatives (different languages, more robust database)"
	1d
	Mon 8/13/01
	Mon 8/13/01
	15

	List current inputs and outputs
	5d
	Tue 8/7/01
	Mon 8/13/01
	10

	Document work flow
	10d
	Tue 8/14/01
	Mon 8/27/01
	17

	Analysis of current Hardware/Software
	1d
	Tue 8/14/01
	Tue 8/14/01
	16

	Purchase of new Hardware/Software
	2d
	Wed 8/15/01
	Thu 8/16/01
	19

	Design Access Database
	20d
	Tue 8/28/01
	Mon 9/24/01
	18

	Design Web Page
	2d
	Tue 8/7/01
	Wed 8/8/01
	10

	Pseudo Code (Procedures for business rules implementation
	3d
	Tue 8/28/01
	Thu 8/30/01
	18

	Design Visual Basic 6 controller
	15d
	Fri 8/31/01
	Thu 9/20/01
	23

	New high speed lines for uploads and downloads
	5d
	Fri 8/17/01
	Thu 8/23/01
	20

	Testing (Modules and Scripts)
	80d
	Tue 8/28/01
	Mon 12/17/01
	18

	Installation (Hardware/Software)
	5d
	Tue 12/18/01
	Mon 12/24/01
	26

	Inputting information (Old Records)
	10d
	Tue 12/25/01
	Mon 1/7/02
	"27,26"

	Check for completeness through system and user acceptance testing
	2d
	Tue 1/8/02
	Wed 1/9/02
	"26,28,24,22,21,25"

	Determine when project is complete
	2d
	Tue 1/8/02
	Wed 1/9/02
	28

	Training Staff
	32d
	Thu 1/10/02
	Fri 2/22/02
	"20,30"

	Documentation
	5d
	Thu 1/10/02
	Wed 1/16/02
	"29,30"

	Monitor Progress on a regular basis
	60d
	Fri 8/17/01
	Thu 11/8/01
	"10,13"

	Alter work schedule when need arises
	10d
	Fri 8/17/01
	Thu 8/30/01
	13

	Investigate and resolve problems
	65d
	Fri 8/17/01
	Thu 11/15/01
	13

	Report progress to management and stakeholders regularly
	15d
	Fri 8/17/01
	Thu 9/6/01
	13

	Ensure products and plans are evaluated
	5d
	Fri 8/17/01
	Thu 8/23/01
	13

	Access evaluation results and summarize
	5d
	Fri 8/17/01
	Thu 8/23/01
	13

	Produce documentation on the complete project process
	15d
	Fri 8/24/01
	Thu 9/13/01
	"13,38"

	Client Sign Off
	1d
	Mon 2/25/02
	Mon 2/25/02
	"30,33,34,35,36,37,39,31,32"
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5.2.3 Resource Allocation

Resource Schedules will be maintained in the MS Project Plan located in the project directory on the LAN.  The plan will be maintained on a daily basis and all project team members will report their activities to their team leader on a daily basis so information can be kept current.  The MS project plan will be the only valid schedule.  Since printed documentation will be outdated the moment it is printed all project members are encouraged to use only the current file for scheduling. 

5.2.4 Budget Allocation

Allocation of money will be handled by PM as needed to cover salary and hardware/software purchases. $25,000 will be allocated at beginning of project to cover the hardware and software purchases and the following budget money will be allocated to cover work per day performed by project staff.

5.3 Control Plan

5.3.1 Requirements Control Plan

5.3.1.1 Overview 

This plan documents the Requirements Management processes and procedures to be used by NRU in the planning development and implementation of the ROCIT project. This Plan defines how requirements will be recorded; how requirements will be modified; and how requirements will be reconciled for final delivery of the product. 

5.3.1.2 Objectives 

Identify scope of what is managed.  

Identify Roles and Responsibilities of those involved in this management process. 

Describe the process and procedures management process.  

Identify the tools to be used. 

5.3.1.3 Roles and Responsibilities 

5.3.1.3.1 Project Manager 

The Project Manager is responsible for working with the customer to identify all requirements; is responsible for submitting the customer's requirements to the Configuration Control Board for analysis and impact; is responsible for communicating requirements impact to the customer; is responsible for negotiating requirements modification when needed; and is responsible for delivery of the Test Analysis Report to the customer. 

5.3.1.3.2 Configuration Manager  

The Configuration Manager is responsible for maintaining a matrix of all customer-approved requirements; oversight of the requirements change control process; applying changes to requirements matrix; and maintaining the modification history of requirements. 

5.3.1.3.3 Configuration Control Board. 

The CCB, which is composed of members of the NRU, is responsible for analysing and evaluating requirements for feasibility and impact to the project. 

5.3.1.4 Processes and Procedures 

5.3.1.4.1 Identification of Requirements 

The Project Manager will confer with the customer to identify the structure of the delivered product, the desired functionality of the product, and any performance issues. 

The Project Manager will present the customer's requirements to the CCB for feasibility evaluation. 

The Project Manager will meet with the customer to review the CCB's findings and negotiate any changes to requirements as a result of the CCB's findings. The Project Manager will obtain the customer's approval for the requirements to be implemented. 

5.3.1.4.2 Recording Requirements 

The Project Manager will deliver to Configuration Manager the requirements approved by the customer. 

Configuration Manager will number and enter each requirement into a requirements tracking matrix. 

Configuration Manager will keep a project requirements file containing documentation of customer approved requirements, and customer approved modifications to requirements. 

5.3.1.4.3 Modification of Requirements 

5.3.1.4.3.1 Instituted by the Customer 

The Project Manager will receive direction from the customer to modify a requirement outlined on the properly completed Product Change Request From. The Project Manager will present the request to the CCB for feasibility analysis and project impact.  Project Manager will inform the customer of project impact for approval before modifications are implemented.  The Configuration Manager will incorporate the approved requirement modification into the requirements tracking matrix, and add the modification request to the Requirements Project File. The project team will then implement the approved modification. 

5.3.1.4.3.2 Instituted by Project Team 

Requirement modification requests must be present to the CCB f or analysis on the properly completed Product Change Request Form.  Once the CCB completes the analysis of the modification request, the Project Manager will present request to the customer for approval.  If the customer approves the modification, the Configuration Manager will incorporate the modification into the requirements tracking matrix and a record of the modification approval will be added to the Requirements Project File.  The project team will then implement the modification. 

5.3.1.5 Requirements Management Tools 

Requirements Tracking Matrix - Microsoft Excel 

Requirements Project File - Paper files (Product Change Request Forms)

5.3.2 Schedule Control Plan

Baseline tasks and schedules are documented in the Workplan Activities.  In order to better track the work completed Milestones are further broken down into inchpebbles these will serve as the basis for all scheduled work and work completed. Control mechanisms are designed to measure the progress of work completed through comparisons of actual to planned progress based on weekly and monthly status reports, or to escalate the awareness of a project’s status. Reporting will be done against baselines to reveal project slippage on the critical path in relation to the Earned Value, in accordance with the Reporting Plan.  The schedule requires review and approval of the Change Control Board at the end of each phase of the project.

5.3.3 Budget Control Plan

Baseline budget is documented in the Estimation Plan. In order to better track the work completed Milestones are further broken down into inchpebbles these will serve as the basis for all work. Earned Value will be derived from inchpebbles completed and all costs will be assigned to them.  Control mechanisms measure comparisons of actual to planned expenditures and the cost of inchpebbles completed, as well as escalate awareness of the project’s status and expenditures as outlined in the Reporting Plan. The budget requires review and approval of the Change Control Board at the end of each phase of the project. Reporting will be done against baselines to reveal project slippage on the critical path and the Earned Value. 

5.3.4 Quality Control Plan

Quality control is an integral part of the project in order to assure that the project satisfies the needs for which it was undertaken. Both the management of the project and the product of the project are addressed. The Work Plan of the project describes milestones and the acceptance criteria for each phase of the project. Assessing adherence to these baseline conditions provides the method for evaluating both the project and its product.

In addition, the project activities will be reviewed through at least two mechanisms: internal validation and external validation. Internal validation will occur through peer reviews and quality management reviews. The quality management team would review a project for adherence to its plan and reporting requirements. Programmers would be asked to review other programmers’ code.  Customer satisfaction is an important indicator of the quality of the product. Customer owners are involved throughout the life of the project in establishing requirements and accepting deliverables, testing, and accepting products of the project. Their responses provide additional data for evaluating management of the project and how successfully the project achieves its purpose.  Reviews to validate acceptance and customer satisfaction for each milestone and for the acceptance criteria will be carried out quarterly or more frequently if required.

5.3.5 Reporting Plan

The Reporting Plan establishes standards for the frequency of reporting and the recipients of reports. By following the standards set forth in the plan, subjective decisions about reporting are eliminated, and any events causing delay in the project will be reported up the ranks of the Department of Health’s hierarchy.

Reporting and Information Flow Matrix

The Reporting and Information Flow Matrix below explains the standard schedule for meetings and reporting. Conditions are included for both the projects that are on schedule and for projects that are off-schedule based on reporting requirements or as perceived by the project manager to be at risk. Note the escalation plan for notifying the CIO, ROCIT Project Executive Committee Ottawa University and Department of Redundancy when risk is present.

	Status 
	Action
	Weekly
	Monthly
	Quarterly

	Take these actions when no risk events* are present.
	Status Meetings


	Project Team Meeting

PM/CIO Meeting
	Steering Committee Meeting
	Upon request or as needed



	
	Reports
	Inchpebbles completed previous cycle and Details of scheduled completions for next week.  
	Summary of standard reports
	Summarised monthly reports due each quarter

	Take these actions when risk events* are present
	Earned Value off baseline by 5% or any perceived risk present
	Project Manager brings news to CIO for appropriate action

	
	Any report where Earned Value is off baseline by 10%


	Project Executive Meeting Called. PM to meet with Director at DRD, DG of DRD and Dean of Ottawa University is briefed on project status.

	Note: *Risk Event – Progress is more than 5% off the baseline or the project is perceived to be at risk for any reason by the project manager.


5.3.6 Metrics Collection Plan

Metrics will be collected according to the project plan, work plan(s) and staffing plan. Metrics will be based on deliverables and baselined timeframes. In order to better track the work completed Milestones are further broken down into inchpebbles these will serve as the basis for all work and Earned Value will be derived from inchpebbles completed.  The project will be monitored using MS Project and an itemised spreadsheet, which details all work elements.  Time, costs and expenditures will be tracked against these inchpebbles to provide a detailed view of where the project is in relation to the estimated work, actual work completed.  Reporting will be done against baselines to reveal project slippage on the critical path and the Earned Value. 

5.4 Risk Management Plan

The purpose of the Risk Management Plan is to identify, analyse and rank risk Factors.  Once factors have been identified the these will be analysed for impact and consequences and ranked accordingly plans will be put in place for contingencies and tracking and control measures will be put in place.  Risk management is an ongoing task, as influencing conditions a rarely stagnant during the course of the project. 

5.4.1 Risk Identification

For the ROCIT Project we have identified two main areas of risk

The loss of key personnel, this could involve personnel being recruited to another employer or project, or the long-term illness of an individual.  

Funding could be withdrawn form the project due to other priorities within the Institute.

5.4.2 Risk Analysis

The risks will be analysed according to the ternary Level Model of risk.

Loss of key personnel - Loss of key personal would prove to difficult to replace during the course of the project. This would severely effect the project schedule due to the small size of the team, loss of more than one member could put the whole project at risk.  Given current market conditions for IT resources the likelihood of being recruited has diminished, but still can’t be ignored.  The Impact of this risk is ranked as High while the likelihood is rated as Moderate. Giving an overall Severity rating of  (h-m) or High risk.

Withdrawal of Funding - This would prove to be catastrophic to the project forcing cancellation of the project or at the very least suspension of the project until funding could be restored.  The project falls into an area that is favourable to the current environment within the Federal Government as the project aligns well with Government On-Line (GOL) initiatives.  This severity of this risk is evaluated as Moderate (h-l)

5.4.3 Risk Planning

The highest risk to the project is the loss of a key member of the project team.  Team members should be advised as to their critical role in the project's success and should be committed to the success of the project.   Keeping the objective clear in everyone mind will be priority.  

5.4.4 Risk Tracking

Jacqueline Klien will be responsible for the Monitoring of the Likelihood of team members leaving the project.  Jacqueline will monitor market employment conditions and Team morale on a scale of 1-5 these values submitted to the project Manger prior to the weekly Status meeting and results will be track throughout the project.

The Project Manager will be responsible for Monitoring the level of likelihood that funding for the project could be cancelled, on a weekly basis prior to the weekly Status he will rate the risk on a scale of 1 to 5 where 1 is unlikely and 5 is highly likely. This value will be tracked over the life of the project.

5.4.5 Risk Control

If it becomes apparent that the factors that effect the loss of team members are on the rise, steps should be taken to ensure that team members remain committed to the project.  If team members are being lured away form the project steps should be in place to make sure transition will be as smooth as possible

In the event that the indicator for funding is showing a tendency to rise the Project Manager will take action to work with the project sponsor to promote the project to executive staff, through presentation, formal and informal meetings.  Careful attention must be given to detail how the project aligns to current Government objectives.

5.5 Project Closeout Plan

To be considered complete, the ROCIT project and any related sub-projects will require a project closeout process for finalisation. This closeout process provides a checklist of final deliverables, user community approvals, project final financial report, and review of project quality measurements. It includes the transfer of responsibility for the system from the project team to the IT staff who will provide on-going maintenance.

The project shall include a planned session for the project team to perform a Post Mortem review of the project and complete a Lessons Learned Document.  This session will be conducted off site away form normal business interruptions. 

These materials are stored in the Project Control Book for auditing and retrieval requirements and as the final project documentation completing the overall project work plan.  All staff will be reassigned to their previous duties as their roles with the project are completed line managers and contractors will be notified as soon as possible of the impending completion of a resources role on the project. Key personnel should be advised that their presence will be required for the to for the Post Mortem Review.

6 Technical Process Plans

6.1 Process Model

Milestone 1: The system requirements will be done by the PM and explained to the software engineers to complete the detailed design that will run in parallelism with the requirements portion. Acceptance is needed here from the Institute management,  OU DBA and Institute professors

Milestone 2: Once the design is done, 2 DBAs will start the development for .5 months. By that time they should have the Web side completed and the VB coders will start to develop the Web pages and VB driver while the DBAs will finish the integration to OU and Institute staff intranet side of the database. Parallelism will go for  .5 months until the database if fully developed and the VB coders will finish the Intranet and OU connection in the remaining .5 month. Approval and sign-off is needed here by Institute management, OU DBA

Milestone 3: Testing will start on the system when the development is finished. Documentation will start after ¾ of the testing is done and there will be parallelism for the last month. Approval and sign-off is needed here by Institute management

6.2 Methods, Tools and Techniques

6.2.1 Development Environment

The product will be developed on a Windows 2000 environment at Nerds-R-Us headquarters. The development server will be a Compaq Reliant 550 Server running Dual PIII 550 Zeon Processors, which will be a mirror of the Production area.

6.2.2 Target Environment

The product will run on a Windows 2000 environment hosted by a local ISP provider. The server will be a Compaq Reliant 550 Server running Dual PIII 550 Zeon Processors.

6.2.3 Development and Documentation Standards

The standards, which we plan to follow, are the ones outlined in the IEEE standards along with some techniques that have been adopted by the Nerds-R-Us development team.

6.2.4 Testing Standards

All modules will be tested for both functionality and load testing and the application and database as a whole will be tested for functionality and Load handling capability. See the Verification & Validation Plan, Quality Control Plan, Reviews and Audits Plan for more details.

6.2.5 Team Structure

The method the group plans to go about completing this project is through equal distribution of the workload. The team structure shall consist of a group leader, and coders. The group leader's duties shall include documentation presentation, the leasion between the group and the Project Leader, and the overall overseeing of each step of the group process The other duties of documentation and coding will be divided evenly with the rest of the group. 

6.2.6 Programming languages

The programming languages that will be used for implementing the ROCIT application are Visual Basic 6.0 and Microsoft Access 97.

6.3 Infrastructure Plan

Hardware – OS - Network: 

Server - Compaq Proliant 550XN Pentium III Xeon 550 MHz, 1GB RAM, 5 9gig drives (3 RAID 5 configured for dB, web site – 1 System drive, 1 mirror system drive) Win2k server,  IIS, MS Access 2000

Workstation – Dell Optiplex GX1, 866 MGz, 128MB RAM, 20GB HD, Win2K workstation, MS Access 2000, MSVB, Netscape (latest), IE (latest), MS Project 2000, Cold Fusion (latest)

Network: Use of the PWGSC LAN/WAN facility

Policies procedures and standards will follow those used by PWGSC and Institute. 

Facilities: 10 Offices with room for 15 workstation. Server will be located in the Institute (PWGSC) LAN room with UPS and AC commodities. Maintenance of the server will be done by PWGSC support staff.

6.4 Product Acceptance Plan

Sign-off will be demanded at the end of every milestones that are listed in the Process Model section. Every sign-offer will have to review the documentation and the components in no more that 3 working days. If sign off hasn’t been done in 3 days, the next project step will begin and sign-off will be considered as done. If sign-off is delayed because of technical flaws or requirement changes, the reviewers will have no more that 2 working days to call upon PMs to investigate problems or changes. Upon termination of project, it is understood that the hardware and software maintenance / archiving and recovery will be performed by PWGSC support staff.

7 Supporting Process Plans

7.1 Configuration Management Plan

7.1.1 Overview

This plan documents the Configuration Management (CM) activities that will be used by the Nerds-R-Us (NRU) Team during the implementation of the Registration OnLine for Canadian IT Professionals for the Institute (ROCIT). This plan defines what will be put under configuration management control, who will be involved in the configuration management process, and what procedures are to be used.

7.1.2 Objectives

Identify items to be placed under CM control and the scope of CM activity on this project. (3.0)

Identify the roles and responsibilities of those involved in the configuration management process. 

Describe the processes and procedures to be used in configuration management of this project. 

7.1.3 Scope 

7.1.3.1 Controlled Items

Configuration management will be used on this project to maintain a repository of version controlled project documents. The following documents are subject to CM control: 

· Technical Process Plan 

· Risk Management Plan 

· Managerial Process Plan 

· ROCIT Design Document 

· Verification & Validation Plan 

· Quality Assurance Plan

7.1.3.2 CM Activities

CM will work with the team members to: 

· Ensure that the VB source code, database structure, and relationships are archived properly for version control during development. 

· Ensure that soft copies of VB source code will be filed with CM on a periodic basis (see schedule control plan). 

· Ensure that the VB source code has the proper version of software and documentation prior to Test Plan execution. 

CM will work with the Program Manager to provide the correct version of all final deliverables to the client.

7.1.4 Roles and Responsibilities

7.1.4.1 Configuration Manager

The Configuration Manager is responsible for maintaining the project documents repository, working with NRU’s Development team to baseline the ROCIT project as scheduled, verifying versions of the ROCIT application for testing, providing Quality Assurance tested versions for final delivery.

7.1.4.2 Team members

The Team members will ensure proper version control while implementing the ROCIT application version control tool during development. The team will work with CM to ensure that the proper baselined version of the ROCIT application and all documents are available prior to testing and final delivery of the ROCIT application. 

7.1.4.3 Project Document Authors

Authors of project documents listed in section 3.1 are responsible for providing CM with either a soft copy, or both hard and soft copies of their project document to be baselined.

7.1.5 Processes and Procedures

7.1.5.1 Baselining Project Documents

A project document is baselined once it is delivered to CM. A soft format, or both hard and soft format of the document must be delivered. To rebaseline a project document the above process is to be followed with the addition of a modification description to explain or justify the need for rebaselining.

7.1.5.2 Baseline Repository

CM will place all baselined material in off line storage. 

7.1.5.3 Access to Baselined Documents

Working drafts of all documents will be kept on the NRU’s Web Site. In addition any member of the NRU’s Team, or customer can request copies of baselined documents by emailing a request to CM. Copies will be sent by return email in MS Word format.

7.1.5.4 ROCIT Application

The team will provide CM a copy of the latest software as scheduled in the schedule control plan.

7.1.5.5 Verification of ROCIT Application

CM will work with the team to audit the ROCIT application as scheduled to verify the versions of each project document and software file matches the baseline.

7.2 Verification & Validation Plan

7.2.1 Overview

This plan documents the Verification & Validation (V&V) activities that will be used by the Nerds-R-Us (NRU) team during the implementation of the Registration OnLine for Canadian IT Professionals for the Institute (ROCIT). This plan defines what will be put under Verification & Validation (V&V), who will be involved in the Verification & Validation (V&V) process and what procedures are to be used.

7.2.2 Objectives

Identify items to be used with the V&V plan and the scope of V&V activity on this project. 

Identify the roles and responsibilities of those involved in the V&V process. 

Describe the processes and procedures to be used in cases where V & V are concerned.

7.2.3 Scope 

7.2.3.1 Controlled Items

Verification & Validation will be used on this project for traceability, reviews, modelling, testing and inspection in both the ROCIT application hardware and software. The following documents are to be used in conjunction with the Verification & Validation Plan: 

· Quality Assurance Plan

· Reviews and Audits

· Configuration Management Plan 

· Conflict Resolution Plan

· Test Plan 

7.2.3.2 Verification & Validation Activities

Verification & Validation will be used by the Development team to: 

· Ensure that all modules are tested properly and that it has gone through Quality Assurance.

· Ensure that any modules that are found with defects are put through the process again. 

· Ensure that the proper reviews are done (See schedule). 

The Verification & Validation Manager will work with the Program Manager to ensure that all software and hardware components meet the projects Quality Assurance Standards.

7.2.4 Roles and Responsibilities

7.2.4.1 Verification & Validation Manager

The Verification & Validation Manager is responsible for implementing and enforcing all Quality Assurance Standards.

7.2.4.2 Team Members

The Team Members will ensure that they follow the Quality Assurance plans and that any re-work is documented properly. Team Members will work with the Verification & Validation Manager to ensure that all issues are fixed and implemented in the ROCIT application. 

7.2.5 Processes and Procedures

7.2.5.1 Verification & Validation

When there is a issue concerning Verification & Validation the V&V Manager should document the issue and bring it to the Project Manager who will ensure that the correct team Manager is made aware of the issue so that a correction can be made, once the issue has been resolved then the V&V Manager has to ensure that it is then documented that the issue has been properly dealt with.

7.3 Documentation Plan

7.3.1 Overview

This plan documents the Documentation activities that will be used by the Nerds-R-Us (NRU) team during the implementation of the Registration OnLine for Canadian IT Professionals for the Institute (ROCIT). This plan defines what will be put under the Documentation Plan, who will be involved in the Documentation process, and what procedures are to be used.

7.3.2 Objectives

Identify items to be used with the Documentation plan and the scope of Documentation activity on this project. 

Identify the roles and responsibilities of those involved in the Documentation process.

Describe the processes and procedures to be used in implementing the Documentation standards.  

7.3.3 Scope 

7.3.3.1 Controlled Items

Documentation will be used throughout this project in both the hardware and software design implementation and testing. The Documentation Plan will be used in conjunction with all documents in the ROCIT Application including the Project Plan. 

7.3.3.2 Documentation Activities

The Documentation Plan will: 

· Ensure that all documents that are produced adhere to the documentation plans guidelines. 

· Ensure that versions control is implemented. 

· Ensure that all team members have access to the most recent documentation to avoid re-work. 

The Documentation Manager will work with the Program Manager to ensure that all documents that are submitted are in the correct format and that all members have access to the most current versions of all documents.

7.3.4 Roles and Responsibilities

7.3.4.1 Documentation Manager

The Documentation Manager is responsible for handling all documents and implementing version control. It is also the duty of the Documentation Manager to deal with other team managers to implement these standards.

7.3.4.2 Team Members

Team Members will ensure that all documents are properly produced to follow the Documentation plans guidelines.

7.3.5 Processes and Procedures

All documents shall be written in the same format and version control will be implemented. This will be determined by the Documentation Manager.

7.4 Quality Assurance Plan

7.4.1 Overview

This plan documents the Quality Assurance activities that will be used by the Nerds-R-Us (NRU) team during the implementation of the Registration OnLine for Canadian IT Professionals for the Institute (ROCIT). This plan defines what will be put under Quality Assurance, who will be involved in the Quality Assurance process, and what procedures are to be used.

7.4.2 Objectives

Identify items to be used with the Quality Assurance Plan and the scope of Quality Assurance activity on this project.

Identify the roles and responsibilities of those involved in the Quality Assurance process.

Describe the processes and procedures to be used in implementing Quality Assurance in this project. 

7.4.3 Scope 

7.4.3.1 Controlled Items

Quality Assurance will ensure a persistent high quality for the software developed for ROCIT. The following documents are to be used in conjunction with the Defect Resolution Plan: 

· Configuration Management Plan 

· Reviews and Audits

· Verification & Validation

· ROCIT Design Document 

· Test Plan 

7.4.3.2 Quality Assurance Activities

The Quality Assurance team will work to: 

· Ensure that any Quality Assurance issues found with the VB source code, database structure, and hardware is handled in the correct manner. 

· Ensure measure is taken that pervious Quality Assurance problems do not occur again. 

· Ensure that Quality Assurance problems are documented in the correct manner. 

The Quality Assurance Manager will work with the Program Manager to ensure that all aspects of the application are in-line with the Quality Standards of the project.

7.4.4 Roles and Responsibilities

7.4.4.1 Quality Assurance Manager

The Quality Assurance Manager is responsible for handling all issues that pertain to the quality of the product and also any document or issues pertaining to Quality is handled in the proper manner referred to in the Documentation Plan.

7.4.4.2 Team Members

Team Members will ensure that any module or component that is sent on to another section is in-line with the projects Quality standards.

7.4.5 Processes and Procedures

Quality Assurance will be handled by doing scheduled Review and Audits.

7.5 Reviews and Audits

7.5.1 Overview

This document outlines the Review and Audit (RA) activities that will be used by the Nerds-R-Us (NRU) team during the implementation of the Registration OnLine for Canadian IT Professionals for the Institute (ROCIT). This document defines what will be put under Review and Audits, who will be involved in the Review and Audits process and what procedures are to be used.

7.5.2 Objectives

Identify items to be used with the RA document and the scope of RA activity on this project.

Identify the roles and responsibilities of those involved in the RA process.

Describe the processes and procedures to be used in handling RA. 

7.5.3 Scope 

7.5.3.1 Controlled Items

Reviews and Audits will be used on this project to ensure Quality Control and to track the team’s progress against the schedule in the development of the applications. The following documents are to be used in conjunction with the Defect Resolution Plan: 

· Technical Process Plan 

· Quality Assurance Plan

· Schedule Control Plan

· Estimation Plan

· Risk Management Plan

· ROCIT Design Document 

7.5.3.2 Reviews and Audit Activities

Reviews and Audit will be used to track the Team Members progress to: 

· Ensure that project stays on schedule and within budget. 

· Assess the overall status of the project. 

· Ensure that the Projects Quality Assurance standards are being adhered to. 

Reviews and Audit will be used by the Program Manager to ensure that the overall status of the project follows the schedule and it will also be used for Risk Management to help in prevent potential problems form occurring.

7.5.4 Roles and Responsibilities

7.5.5 Project Manager

The Project Manager will be responsible for the issuing of reviews or audits. The Project Manager will also ensure that all Reviews or Audits will be documented according the Documentation Plan.

7.5.5.1 Team Members

All Team Members will report up to date information so that the Reviews and Audits will be as accurate as possible. 

7.5.6 Processes and Procedures

In the case of a Review or Audit all team members associated with the Review or Audit will ensure that they give the Auditor or Reviewer their full co-operation.

7.6 Problems Resolution Plan

7.6.1 Overview

This plan documents the Defect Resolution activities that will be used by the Nerds-R-Us (NRU) team during the implementation of the Registration OnLine for Canadian IT Professionals for the Institute (ROCIT). This plan defines what will be put under Defect Resolution, who will be involved in the Defect Resolution process, and what procedures are to be used.

7.6.2 Objectives

Identify items to be used with the Defect Resolution plan and the scope of Defect Resolution activity on this project.

Identify the roles and responsibilities of those involved in the Defect Resolution process.

Describe the processes and procedures to be used in resolving defects in this project.

7.6.3 Scope 

7.6.3.1 Controlled Items

Defect Resolution will be used on this project to handle defects or problems found in the ROCIT application hardware and software. The following documents are to be used in conjunction with the Defect Resolution Plan: 

· Technical Process Plan 

· Configuration Management Plan 

· ROCIT Design Document 

· Test Plan 

7.6.3.2 Defect Resolution Activities

Defect Resolution will work with the Team members to: 

· Ensure that any defects or problems that are found with the VB source code, database structure, and hardware is handled in the correct manner. 

· Ensure that defects are documented properly and filed with the Defect Resolution manager on a per issue basis. 

· Ensure that documented defects are re-tested and all associated modules are re-tested. 

The Defect Resolution Manager will work with the Program Manager to ensure that all documented defects are resolved in the proper manner.

7.6.4 Roles and Responsibilities

7.6.4.1 Defect Resolution Manager

The Defect Resolution Manager is responsible for handling all documented defects, working with NRU’s Team Members to ensure defect resolution and provide re-testing to affected modules.

7.6.4.2 Team Members

Team Members will ensure that all fixes are documented properly. Team Members will work with the Defect Resolution Manager to ensure that all fixes are implemented in the ROCIT application and that all documents are updated prior to testing and final delivery of the ROCIT application. 

7.6.5 Processes and Procedures

When a defect is encountered by the testing team the Testing Manager should document the issue and send the issue to the Defect Manager who will ensure that the Development team Manager is made aware of the defect so that his team can resolve the issue, once the resolution is implemented and documented the Development team Manager will send the resolution back to the Defect Manager who will then send the resolution and all associated Modules and documents to the testing Manager for re-testing.

7.7 Subcontractor Management Plan

7.8 Process Improvement Plan

8 Additional Plans
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	Cost and Impact to Project Schedule / Rational for Rejection: (add attachments if necessary)



	Change Request Management Status and Approval Signatures



	Action Taken: Project Change Request Accepted: ___________ Pended: ____________



	Action Taken: Project Change Request Rejected: ____________ Date:_______________



	Accept for Investigation or Pended / Rejected



	_____________________________ __ /__ / 
____________________________ __/__/__

Originator Manager 


Date 
DORD IT Project Manager 

Date



	Implementation Approved: 

____________________________ __/__/__






Date

	Implement By:

____________________________ __/__/__






Date




Instructions
	Input Data
	Description



	Change Request Project

/ Title
	Project Name and Subject of Change Request.



	Change Request Type /No.


	Type of Request and Change Control No. Request can be for

Hardware (HW), Software (SW), Infrastructure (IS), Policy &

Procedure (P&P), Other (O). Change Control number provided by the project manager.



	Originated By 
	Person submitting the PCR.

	Date Submitted
	Date PCR submitted.

	Originators Phone No.
	Submitters contact number.

	Current Project Phase
	Development phase project change impacts. List current phase or phases that change will impact.



	Description of Project Change
	Detailed description of the project change being requested.



	Reason for Project Change and Potential Impact
	Detailed reason for the change request and expected impacts to project if known.



	Name of Receiving DORD IT Project Manager
	DORD IT project manager responsible for the overall project.



	Date Receiving Project Manager Communicated Change to Project Sponsor
	Date project manager sent notice to the project sponsor(s) regarding this change request. This is for auditing purposes.



	Results of Investigation or Analysis
	Detailed narrative regarding the investigative results of the analysis performed on this change request.

	Cost and Impact to Project Schedule /Rational for Rejection
	Detailed cost of change request. This includes resources, project schedule impact and additional tasks required. If the change is rejected then a detailed explanation for the rejection is given here and a copy of the PCR is sent to the submitter.

	Action Taken: Project Change Request Accepted or Pended
	Project manager and originator manager decide if change request should be accepted and if there are any investigative actions and/or costs they are approved through acceptance of the PCR. If the PCR is deemed not immediately necessary but still a valid change to be done at a later date then the Pended Action should be checked.

	Action Taken: Project Change Request Rejected
	Project manager and originator project manager decide if this PCR is not valid or necessary then this action is checked and the date is recorded. A copy of this PCR is then sent to the submitter to explain the action taken.
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Assign Tasks to Personnel
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Access Results
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Determine Proj. Completion
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Purchase new

Hardware/Software



Design Access

Database



Design Web Page



Design VB 6 

Controller program



Analyze Possible

Alternatives 



Installation



Training



Documentation



High Speed Lines

Uploads/Downloads



Pseudo Code

Bus. Rule Procedures



Data Input 



Testing

Modules/Scripts








