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Purpose and Scope Statement	Comment by Pete: Well, no.  The purpose and scope of the project (from this point forward) is different from the scope of the new system to be developed.  What is the scope of your project?  What will you be doing/delivering this quarter?  You will be developing a working prototype that will support the user requirements, you will test the new system, you will train users, and you will roll it out in a pilot implementation at the Bellevue banking center to perform overall usage testing before deploying it company wide.
The purpose of this project is to design and develop a system for Bank of Xanadu’s accounting department to manage contract programming contracts and invoices. The following processes are in the scope of the project:
· Receive Contract
· Contract Exception
· Update Contract
· Receive Invoice
· Invoice exception
· Update Invoice
· Pay Invoice
· Vendor Inquiry
· Process Accruals
· Monthly Reports
All processes not listed above are outside the scope of this project.
Objectives
By the end of the Design Phase (March 12 – April 12) the user interface will be designed. All inputs, outputs, and processes will be identified, and all external will be designed. The application architecture, which is used by programmers to develop modules and code, will also be designed at this phase. The major deliverable for this phase is the System Design Specification which will be delivered to management, for approval, no later than April 12, 2012. 
During the Implementation Phase the new system will be built. Programs will be written, tested, and documented. The major deliverable for this phase will be a fully functioning, and documented system to be delivered no later than May 17, 2012. A System Evaluation is also conducted in this phase. It is done to make sure that system works like it is supposed to and expected benefits are being achieved.
Approach

Approach in Design & Development phase will include main components SLDC, RAD and Agile methodologies. We will use the systems architecture developed in the 1st phase; however, we may need to correct/improve it in the process of development and design.  Will have to develop the prototype based in the system architecture and improve it in each development cycle. The deliverables for this 2nd phase will be organized in a similar way as in the 1st phase but accordingly with key design components and designated roles & responsibilities (R&R) that you see below. Though R&R are to be assigned per a single person, the respective workloads will be distributed and shared more or less evenly over the time and through the volume of the project. The team managers reserve the right to consult the team and assign/re-assign these workloads and specific tasks as needed.	Comment by Pete: What tool will you use?  If you are using Access, then say so here.

Roles and Responsibilities

	Team Member
	Team Leader
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	Primary	Comment by Pete: Talk to me about this.  And who are the backups for EACH of these roles?
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Team Leaders(s): Provide your team with the company’s vision and the objectives of all projects. Create an environment oriented to open communications, creative thinking, cohesive team effort and workplace trust. Lead by example (be a role model) – make your behavior consistent with your word. Manage, train, and help the development of team members; help resolve any dysfunctional behavior. Attempt to achieve team consensus and create win-win agreements wherever possible. Lead problem solving and collaboration. Keep discussions focused and ensure decisions lead toward closure. Build and foster healthy group dynamics. Assure that all team members have the required education and training to effectively participate on their assigned project. Acknowledge and reward team and team member accomplishments, as well as exceptional performance. Lead creativity, risk-taking, and continuous improvements in workflow
Document Czar: The chief responsibility of the documenters was to keep track of all of the activities, including the process of evaluation of the proposals. The documenters kept detailed meeting minutes, posting them on and emailing them weekly to each student. As a team member, the documenters will voice their opinions and concerns. There were some specific roles filled by documenters, as well. 
· Lead documenter: The responsibilities of the lead documenter included the organization of documenter tasks, assigning these tasks to fellow documenters, and taking down the minutes of each meeting. The lead documenter also assumed the responsibility of drafting the final report and maintaining open communication with the other branches to determine what could be done to assist in the completion of their duties.
· Assistant lead documenter: The assistant lead documenter compiled the meeting minutes and sent them out by email weekly. 
Developer: The list below summarizes the major responsibilities of a developer of a market-driven project. For build-to-suit, “turn-key,” and projects undertaken for a non-developer owner, some of the activities noted may not be required, and different parties (owner, developer) may share various takes and risks in ways that suit the specific situation.

· Identify Site/Development Opportunity.
· Identify Site/Development Opportunity.
· Direct and Coordinate the Process of Design.
· Establish a Viable Business Arrangement with the Locality.
· Supervise Detailed Design.
· Financing.
· Oversee Construction.
· Marketing.
· Management.
Database Coordinator: Get to know about the Roles, Tasks, Duties and Responsibilities of Database Coordinator. Monitor day-to-day usage of database system. Troubleshoot database system and perform bug fixes. Develop training programs for staff on the usage of database system. Check databases for data quality and integrity. Provide technical assistance and support for database systems. Address database related queries from staff and customers. Develop technical solutions for any problems related to database system. Conduct regular data auditing to maintain integrity of the database. Maintain user access and permission levels for database segments. Assist in database design and development based on user needs. Evaluate database systems and recommend improvements. Develop strategies for database consolidations for greater efficacy. Perform administrative duties such as preparing reports, meeting minutes and other project files when requested.
Attend educational programs and workshops for professional growth.

Testing Coordinator: An IT (information technology) testing coordinator typically works in an IT quality assurance department, scheduling and overseeing all testing procedures related to IT systems and software. Overseeing IT testing procedures includes scheduling, managing and directing test procedures of systems and software to ensure successful functionality of an organization's technology.
User Manual/ Interface Coordinator: User Interface (UI) coordinator manages designers to create interfaces that organize information for users. UI coordinator works with designers that will create complex user interfaces for a variety of applications, such as computer programs, databases and websites. The information that goes into such user interfaces must first be edited and organized.



Project Schedule
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Communications Plan
The Superior I.T. Systems Solutions team will communicate primarily by email. Our agreement to each other is, all emails are sent to each member to be read and commented on with a personal idea. All comments and ideas are sent to each member.
There will be two meetings per week. Our commitment to each other is to meet on Wednesday, 3:30pm to 5:30pm in the Snohomish Building room 124. In case of unavailability, the library is our second option with the same time schedule. Our second meeting is 12:30 pm on Saturday, 1/2 hour before and after class in the Snohomish Building lobby or room 124.
Tim Wilkie, the Team Lead, is responsible for scheduling the meetings if changes are made. George Maiski, the Team Lead 2nd, will be responsible for these meeting changes if Tim is unavailable. 
All meetings will be recorded and kept in our team log and all emails can be saved in the Superior I.T. Systems Solutions Folder under communications.
Cynde Hall, Documentation Czar, will log meeting dates and keep records for the Communications Folder.

Risks & Contingency Plan
Risks are situations that may negatively impact the project we are working on. Risks can come in a variety of different forms. The following is a list of possible risks we may face while pursuing this project:
· Computer crashes
· Sick or injured teammate
· One or  more teammates might not do their share of work
· Time constraint due to work or family to finish a section of the project
· Loss of data
To be safe from computer crashes, our team will save our data onto a flash drive as well as on the computer in case the data is lost or the computer will no longer be used. In the case of a crashed or lost computer, using another computer or a library computer would suffice to finish any work needed. 
In the occurrence of a sick or injured teammate, that teammate should email the group. They will submit the information they have on file and the required documents that are complete. The team leader must then delegate the task to the contingent teammate. If one or more teammates forget or cannot take care of their responsibility, the team will have a meeting to how to proceed. The second offence is critical to our completion of the project and needs further inquiry. Should this be a frequent occurrence we may be forced to expel them from the group. 
In the event we run out of time on a section and the deliverables are not complete, an immediate meeting will be held to assess the problem. We will turn in what we have and take responsibility for the grade. 
To prevent loss of data, all data should be stored at least two different places, the hard drive, a flash drive, or cloud storage or both. All team members should retain copies of all data in case of this type of situation.
Documentation Standards
All written documents will be submitted in Microsoft Office Word with these standards:
· All headings will be in Bold, Verdana, and 14 point font.
· All bodies of the document will be in Verdana 12 point font.
· Justify alignment will be standard.
· Diagrams and charts will use a full page with landscape orientation if necessary. This is for easy viewing and reading.
· Bullets will be the black dot as seen in this document.
· The standard work breakdown structure will be used in the project. This is found in the bullets library.
Example: 1.1
                1.1.1
		  1.1.1.1
For the header of our documents we will insert where it is appropriate for the document:  Superior I.T. Systems Solution
		 Pete Farrar
		 Course CIS 234
		 Date of Document 
This will be at the top or bottom of the page.

Any personal notes or ideas submitted should be on a separate form when sent in email or printed for the Wednesday meetings. 

As we get further into this project our modifications will be gone over and agreed upon by all of us for structure and presentation acceptance. We all want our project to look good.

Please keep a file in your CIS 234 folder for these standards for your own personal reference. 

When your document is complete, email for editing, printing, and for our final draft folder. 

All documents will be submitted to Pete Farrar for feedback before being final.
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ID Task

Mode

Task Name Duration Start Finish

1 Introductions/ Team Assignments 0 days Mon 6/17/41Mon 6/17/41

2 Purpose and Scope Statement draft - Travis4 days Sun 4/8/12 Wed 4/11/12

3 Objectives - Travis 4 days Sun 4/8/12 Wed 4/11/12

4 Approach - George 4 days Sun 4/8/12 Wed 4/11/12

5 Roles and Responsibilities - Tim 4 days Sun 4/8/12 Wed 4/11/12

6 Project Schedule - Tim 4 days Sun 4/8/12 Wed 4/11/12

7 Communication Plan - Chanya 4 days Sun 4/8/12 Wed 4/11/12

8 Risk & Contingency Plan - Nick 4 days Sun 4/8/12 Wed 4/11/12

9 Documentation Standards - Cynde 4 days Sun 4/8/12 Wed 4/11/12

10 TA1 Project Plan 7 days Sun 4/8/12 Sat 4/14/12

11 Individual Status Report #1 7 days Sun 4/15/12 Sat 4/21/12

12 TA2 System Design Document Draft 7 days Sun 4/22/12 Sat 4/28/12

13 Individual Status Report #2 1 day Mon 4/23/12Mon 4/23/12

14 TA3 Prototype Demo/ Walkthrough 7 days Sun 4/29/12 Sat 5/5/12

15 TA3 Prototype Demo/ Walkthrough 0 days Sat 5/5/12 Sat 5/5/12

16 Individual Status Report #3 7 days Sun 4/29/12 Sat 5/5/12

17 TA4 Test Plan Draft Sat 5/12/12

18 Prototype Demo Follow-up Document 7 days Sun 5/6/12 Sat 5/12/12

19 Individual Status Report #4 Sat 5/12/12

20 TA5 Implementation Plan Draft 7 days Sun 5/13/12 Sat 5/19/12

21 Team Status Report Sat 5/19/12

22 Individual Status Report #5 Sat 5/19/12

23 TA6 User Manual Draft 7 days Sun 5/20/12 Sat 5/26/12

24 Individual Status Report #6 Sat 5/26/12

25 Individual Status Report #7 Sat 6/2/12

26 TA7 Final Working System Demostration 7 days Sun 6/3/12 Sat 6/9/12

27 TA8 Final Project Documentation 

(TA2,TA4,TA5 & TA6)

7 days Sun 6/3/12 Sat 6/9/12
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