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	Section 1: Project Summary

	



	Section 2: High-level Timeline
Why do these dates need to be met? Are there factors impacting the timing?
· Ex: application no longer supported after X date
· Ex: need functionality so we can do X before Y

	Project Implementation Phases:
Design
Build
Test
Go-Live
Post Go-Live Support


	Design: mm/dd/yyyy – mm/dd/yyyy
	

	Build: mm/dd/yyyy – mm/dd/yyyy
	

	Test: mm/dd/yyyy – mm/dd/yyyy
	

	Go-Live: mm/dd/yyyy – mm/dd/yyyy
	

	Post Go-Live: mm/dd/yyyy – mm/dd/yyyy
	



	Section 3: Goals/Desired Outcomes
This project will be successful when…
	Responsible

	☐ Increased efficiency and/or effectiveness by doing work faster, with fewer resources or less overtime and/or by eliminating errors
	As Measured by…

	Executive Sponsor, Steering Committee, Project Manager

	☐ Risk Mitigation, Cost Avoidance
	As Measured by…

	

	☐ Enhance visibility and transparency
	As Measured by…

	



	Section 4: Performance Measures (Tracked after Go-Live) 
These will be measured, once the system is live and the business processes have been adopted. Ex: What will be done faster? More accurately? With few resources? With less duplicate data entry? EX: 90% of invoices will be paid within payment terms
	Responsible

	

	Executive Sponsor, Steering Committee, Project Manager



	Section 5: Impact on Process/Operations
Potential impact on interfaces, integration, staffing/resources, business processes, etc. Ex: How will users be impacted, what will they do differently? Ex: Which AI’s, policies, procedures will be revised?
	Responsible

	

	Business Owner,
Subject Matter Experts



	Section 6:  Project Team

	Project Role
	Responsibilities
	Name(s)

	Executive Sponsor
	· DCM who will push this through at the CM/DCM level
· Provide guidance to Steering Committee and PM to mitigate risks/gaps presented by PM
· Work with PM and Steering Committee to ensure project is implemented so that Goals/Outcomes and Performance Measures will be achieved
	

	Steering Committee: Include 6-9 people (based on the project size/impact)
	· Department Directors or key staff directly effected
· Review project status for schedule, budget, and scope presented by PM
· Address risks/gaps and work with PM to implement risk mitigation
· Ensure Project Team resources are available and have dedicated time and skill set to support project tasks
· Work with PM to ensure project is implemented so that Goals/Outcomes and Performance Measures will be achieved
· Provide guidance to PM on risks that are presented throughout the project
	

	Business Owner
	· Department Director for departments directly and significantly impacted by functionality
· Assist PM to manage risks
· Coordinate and work with PM, Project Team, and IT to secure the appropriate resources to complete the project within schedule, budget, and scope
· Coordinate transition/training for short and long term go-lives
	

	Project Manager
	· This person will manage the project team tasks utilizing the task resource schedule (TRS) and coordinating team meetings to ensure project timeline. 
· Deliver status reports to Executive Sponsor, Steering Committee, and Project Team
· Ensure project achieves Milestones/ Deliverables for each phase in the transition plan
· Track and report project status (plan v. actual) to Steering Committee for budget, timeline, scope, and risk 
· Coordinate and work with Business Owner, Project Team and IT to secure the appropriate resources to complete the project within schedule, budget, and scope
· Address risks/gaps and work with Steering Committee to implement risk mitigation
· Maintain communication and reporting efforts to all involved on the project
· Elevate project issues to Steering Committee and Executive Sponsor as needed
· Plan  end user training and ensure appropriate resources are available to provide training
	

	SMEs: Subject Matter Experts
	· Departments/Subject Matter Experts (SMEs) from departments
· Need from each department that will be significantly impacted by this project
· These people have the authority to provide information on behalf of the department
· These people will need to spend time with the project team in addition to their regular job
· Complete all tasks as assigned
· Report risks/gaps to PM and Business Owner
· Provide end user training
	SME workgroups are identified in the rows below (specific to each project)





	IT Personnel
	· Communicate IT related risks to schedule, budget, and scope to PM 
· Coordinate and work with PM and  Project Team to secure the appropriate resources to complete the project within schedule, budget, and scope
· Have all infrastructure ready for go-live dates
· Provide interface capabilities as needed 
· Support infrastructure, hardware, software
	

	Business Improvement & Performance Office 
	· Establish goals and monitor outcomes
· Ensure business model is established and transitioned
· Provide guidance and tools for PM to successfully manage the project team
· Provide tools/process to ensure successful implementation (identify roles & responsibilities)
· Provide frame work for Business Plan
	Maria Zuniga
Veronica Schornack




	Section 7: Training Initiative
What type of training is needed (i.e., classroom)? Who is the correct audience? What types of training materials are needed? Who will be the trainers? 
	Responsible

	
	



	Section 8: Fiscal Impact Analysis
	Responsible

	Funded
	
	

	Estimated Project Cost
	
	

	Recurring Cost
	
	



	Section 9: Communication
What types of communication is needed (i.e., email, BC Insider Rotator, meetings)? How often? Who are the key stakeholders? Are there different communication methods for each stakeholder group?
	Responsible

	
	



	Section 10: Project Responsibilities/Activities
Responsibilities – fill in name of person who will do each of the responsibilities below:
	Status Update for Each (i.e., weekly, monthly, etc.)
	Responsible

	Manage the budget
	
	

	Manage the scope
	
	

	Manage the timeline
	
	

	Take meeting notes
	
	

	Distribute meeting notes
	
	

	Schedule project related meetings
	
	

	Work with users to understand the changes
	
	

	
	
	

	
	
	

	
	
	



	Section 11: Future Phases
Functionality we own with this, that could be implemented in the future
	Responsible
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