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1. Objective.  The objective of this document is to provide an overview of the project, define the project schedule, identify the project team, outline high-level project tasks and enumerate project deliverables.

2. Project overview.   

2.1. MACROBUTTON NoMacro [Click here and type Overview].

3. Project schedule. MACROBUTTON NoMacro [Click here and type Schedule]:

3.1. Project commencement. MACROBUTTON NoMacro [Click here and type Commencement date].

3.2. Analysis MACROBUTTON NoMacro [Click here and type dates for Analysis Phase].  Effort in this phase will focus on gathering and validating requirements for the specific conference types.

Note: the deliverable from this phase is a Requirements Document, which you must certify before progress continues.  Delays in this certification will affect the timing of subsequent actions and may jeopardize the scheduled completion.

3.3. Design MACROBUTTON NoMacro [Click here and type dates for Design Phase].  Effort in this phase will consist of developing and codifying the design for the {CLIENT} implementation of the online registration system.  

Note: the deliverable from this phase is a Design Document, which you must certify before progress continues.  Delays in this certification will affect the timing of subsequent actions and may jeopardize the scheduled completion.

3.4. Development MACROBUTTON NoMacro [Click here and type dates for Development Phase].  In this phase, we will produce the code and database structures necessary for the system to perform according to {CLIENT} requirements and our design specifications.

3.5. System testing MACROBUTTON NoMacro [Click here and type dates for Testing Phase]. Although unit testing, integration testing and regression testing will be performed on code throughout the development process, effort in this phase will focus on rigorous system testing.  

3.6. Installation MACROBUTTON NoMacro [Click here and type dates for Installation].  In this phase, the server code and database will be installed on the {CLIENT} production server, and any localization performed necessary for the system to function in this environment.

3.7. Implementation Support MACROBUTTON NoMacro [Click here and type dates for Implementation Support  phase].  This phase entails a ‘warranty’ period of support to handle any emergencies that arise in the month following implementation of the system.  This is not construed to be a maintenance agreement, but rather an acknowledgement that, despite the best Quality Assurance efforts throughout the project, unforeseen circumstances can necessitate immediate modifications to correct deficiencies.  Additionally, {CLIENT} personnel will be trained during this phase. 

4. Project Team.

4.1. MGD141. Responsible for analysis, design, development, testing and deployment of the initial release:

4.1.1. Software Engineer: 

4.1.2. Lead Graphic Designer:

4.1.3. Project Coordinator: 

4.1.4. Documentation:

4.2. {CLIENT}. Responsible for providing access to people, information and resources necessary to complete the project:

4.2.1. Project Leader: Jim Bates.

5. Project tasks.  Broadly speaking, the project consists of the following high-level tasks:

5.1. Analysis.  This phase culminates in an understanding of {CLIENT} requirements, codified in a requirements document that will form the basis for design.

5.1.1. Analysis of user characteristics.  

5.1.2. Analysis of information requirements. 

5.1.3. Analysis of graphic requirements. 

5.1.4. Client review.  The final task in the design phase is a client review and approval process.  A progress payment is due at this time.
5.2. Design.  Design tasks culminate in a design document that codifies the programming solutions to create a functional system, which {CLIENT} will need to approve.

5.2.1. Interface.  This is the look and feel of the site; that is, how the site reflects the identity of {CLIENT}.

5.2.2. Site Structure. This is the organization of information to be presented on the site into discrete sections and subsections.

5.2.3. Change management.  Throughout the design process, we will document any departures from the requirements document necessitated by technological realities.  These will be highlighted in the design document.

5.2.4. Client review.  The final task in the design phase is a client review and approval process.  A progress payment is due at this time.
5.3. Development.  This entails the actual production of functional code and graphics required to complete the project.  Specific coding tasks/modules will be based on the technical solutions detailed in the design document, and essentially parallel the design tasks outlined above.

5.3.1. Change management.  Throughout the development process, we will identify any departures from the design document necessitated by technological realities.  These will be documented and presented to {CLIENT} for resolution.

5.4. Testing.  Paralleling the design and development efforts will be the production of a test plan.  Testing tasks include unit/integration/regression testing throughout the coding process, and implementation of the test plan during the testing phase. Note that {CLIENT} will need to furnish a test server to provide realistic testing.
5.5. Deployment. Deployment tasks include transferring all files to the {CLIENT} server, setting up the directory structures and verifying connections with external processes (such form handlers).

5.6. Documentation and training.   Tasks associated with this phase include producing a basic training document that outlines all the back end procedures, and includes any troubleshooting guidelines.  We will also prepare and deliver a group training session on the software for conference administrators.

6. Project deliverables.

6.1. Requirements document.  We will produce a requirements document for review and certification.  The requirements details the ‘whats’ of the system –what the site is required to do.  This document will not contain any screen shots, database schemas or data flow diagrams. This document is the basis for the design, and will require careful review and approval by {CLIENT}.
6.2. Design document.  The design document details how the system will do what it is required to do.  This document is the blueprint for the entire coding effort, and will require careful review and approval by {CLIENT}.  

Note that there is a progress payment associated with delivery of the design document.
6.3. Test plan.  Produced in parallel with the requirements and design documents, the test plan provides a structured approach to ensuring the software does what it is supposed to do without error or defect.  This document is invaluable as the script for a coordinated testing effort.

7. Change management.  The change management process acknowledges the reality that it is virtually impossible to identify all the customer’s requirements, and produce software that perfectly meets the customer’s requirements, within the scope of the contract.

7.1. Baselines.  The baselines for identifying changes are the contract during the Analysis phase, and the Design document during the Development, System Testing and Installation/Implementation Support phases. 

7.2. Changes.  Changes are defined in this context as departures from the baseline, necessitated by unforeseen technical limitations, or new or enhanced customer requirements.  {CLIENT} must propose changes in writing, and we will jointly evaluate them to determine if they are within the scope of the contract.

8. Project Administration 

8.1. Communication (all).  E-mail and telephone will be the primary vehicles of communication between agencies.  Direct liaison between all players is authorized.

8.2. Documentation (MGD-141).  

8.2.1. File this plan and hard copies of e-mail traffic on this subject.

8.2.2. File hard copies of change requests with amendments to the affected documents.

MACROBUTTON NoMacro [Click here and type name of project coordinator]
MGD-141 Project Coordinator
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