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REQUEST

1. Project Name:  InfoChannels, Phase 1

______________________________________________________________________________________

Commitment Level: _ Request
X Speculation
_ Offer
_ Commit
_ Declined
_ Complete

Business Unit:  Information Technology Division
Project’ Executive Sponsor (Business Unit Head):  Fred Smith
Working Clients:  Robert Smith, Lori Smith, Scott Smith, and John Smith,  representing the XYZ University communities of content providers

IT Project Director: Pam Smith
PMO Representative:  Richard Kesner, Pam Jones,  Beth Anne Jones
Products/Services/Systems/Application Name(s):  Lotus Notes, Domino, Campus Pipeline

2. Commitment Type

	_ Proprietary
	_ Commercial
	X Hybrid
	_ Platform

	
	
	
	


3. Business Priority Assignment

	X Enterprise
	_ Line of Business/Knowledge Center

	_  High                         (Critical for XYZ University’s business continuation)
	_  High   (Competitive opportunity; legal/industry requirement; provides significant economic or customer satisfaction benefits)

	X  Medium      (Broad-based economic benefit to XYZ University)
	  _  Medium                      (High payback potential; major contributor to University’s service or customer satisfaction goals)

	     _  Low                          (Benefit to XYZ University, or is a specific mandated legal 

or higher education requirement)
	  _  Low                                (Key contributor to University’s  service or customer satisfaction goals)


4. Brief Statement of Business Problem or Opportunity

At the present time, the only means of broad-based electronic community communication within XYZ is through Notes Mail broadcasting and when the network is down communicating outages is extremely difficult.  Since many of these communiqués address the interests of only a sub-set of the community, these mailings are unpopular, cluttering individual e-mail boxes and wasting Domino resources.  The purpose of this project is to initiate a technology-enabled business process whereby a wide range of University-generated announcements flow from the authors of these messages to the most appropriate XYZ audience(s).  The delivery platform for all announcements will be myXYZ Portal rather than e-mail.  These announcements may either come as a “must receive” priority communiqué (such as IT Network Alerts, widespread Remedy issues, or community wide announcements), entitled XYZ Alerts, that will go to the entire community, or “subscriber” based XYZ Announcements pushed out to specific users based upon his/her selection of specific content categories (e.g. Cultural Events, Religious Events, Athletic Events, Academic Program Announcements, and so forth).  In the later case the community member (a.k.a. “subscriber”) may choose not to view a given category of XYZ Announcements via myXYZ Portal.

Each XYZ student community member will receive these information feeds (a.k.a. InfoChannels) through his/her personalized/customized myXYZ Portal.  In phase 1, this project will define and implement the workflows for the two families of announcements described above.  The details of systems integration for this effort need to be worked out as part of project discovery with Campus Pipeline (the vendor providing the infrastructure for myXYZ Portal) and internal IT Partner Providers (in particular Enterprise Application Development Services/EADS and Enterprise Application Technology Services/EATS).  In phase 2, during the course of the 2002/3 Academic Year, other, perhaps very different InfoChannels will emerge as requirements for myXYZ Portal.  The purpose the current project phase is to begin with the aforementioned, simple services and then to move on to more complex information service integration work as part of separate IT project initiatives.

SPECULATION

5.
Business Value Statements

	Business Improvement
	Major
	Minor
	None
	Business Value Statement (in support of the improvement)

	1. Increase Revenue
	
	
	X
	n/a

	2. Decrease Cost
	
	
	X
	n/a

	3. Avoid Cost
	
	
	X
	n/a

	4. Increase Productivity
	
	X
	
	The envisioned process will eliminate mass e-mails on campus and will allow end users to pre-select what announcements they wish to view.

	5. Improve Time-to-Market
	
	
	X
	

	6. Improve Customer Service/Value
	X
	
	
	The current “spamming” of students, faculty, and staff with XYZ Announcements is a major source of discontentment regarding the use of Notes and University e-mail practices.  This solution largely eliminates these problem.

	7. Provide Competitive Advantage
	
	
	X
	n/a

	8. Reduce Risk
	
	
	X
	n/a

	9. Improve Quality
	X
	
	
	The overall quality of communication with XYZ will improve as communiqués become more targeted to the audiences truly in need of the information.

	10. Other (Describe)
	
	X
	
	This project pilots a potentially beneficial new student service.

	
	
	
	
	


6.
Commitment Tie to Strategic Business Initiative

Aligns directly with XYZ/IT Portal Technology strategy and IT’ commitment to student Web self-servicing.

7.
Project Business Definition

Delivery

Essential (must be delivered):
1. workflow for a general XYZ (to all) announcements and IT alerts InfoChannel (a.k.a. XYZ Alerts).

2. business rules governing the workflow for general XYZ (to all) announcements and IT alerts InfoChannel.

3. technology integration solution for the workflow of general XYZ (to all) announcements and IT alerts via myXYZ Portal that may include the use of Domino, Aptrix and Campus Pipeline technologies.

4. workflow for various user-selected XYZ Announcements based upon categories of content InfoChannel (a.k.a. XYZ Cultural Events, XYZ Sporting Events, XYZ People in the News, and so forth).

5. business rules governing the workflow for various user selected announcements InfoChannel(s).

6. technology integration solution for the workflow various user selected/deselected announcements via myXYZ Portal that may include the use of Domino, Aptrix and Campus Pipeline technologies.

7. comprehensive business process and technical documentation of the aforementioned InfoChannels.

8. user training and documentation as part of the myXYZ Portal rollout; associated marketing and promotion.

9. for critical XYZ alerts, the option of sending the content to the myXYZ Portal InfoChannel and via e-mail.

10. for those XYZ community members not served by myXYZ Portal, ITCS will maintain existing broadcast e-mail communications.

Desirable (delivery will be accepted without this functionality):
1. The desired solution should be Campus Pipeline-centric.

2. The avoidance/elimination of duplicate entry of information by automating the sharing of notices among systems where duplication is required.  Note: During the campus-wide transition to myXYZ Portal, IT will be obliged to operate parallel systems until such a time as everyone in the community is on the portal.  Some re-keying may be unavoidable.

Optional (nice to have if it can be included within projected time and cost):
1. Any additional InfoChannel options available and functioning prior to the September 17th launch of the myXYZ Portal.

Exclusions

1. The envisioned solution may need to be complemented by a Notes-based solution, employing the Groupcast Application, if there is any meaningful gap (more than 12 months) between the delivery of myXYZ Portal to students and its delivery to faculty and staff.

2. The Phase 1 delivery of InfoChannels is only for those XYZ student populations who will be serviced by myXYZ Portal at the start of school, Fall 2002.  As myXYZ Portal is extended to other XYZ constituencies, the InfoChannels service will become available to these constituencies automatically.

3. Subsequent phases of this project may address other XYZ constituencies and additional information services/sources.

4. Bandwidth status information is not part of Phase 1 and therefore will not be available in the Fall 02.

8.
Critical Success Factors - Conditions of Customer Satisfaction

Scope – Phase 1 is limited to XYZ Alerts and XYZ Announcements as defined above.

Quality – In keeping with the overall standards set by the myXYZ Portal Project
Cost – Delivered employing existing EAMS resources and leveraging Campus Pipeline, Aptrix, and Domino capabilities as appropriate.
Time – Delivery with initial launch of the myXYZ Portal service now set for mid-September 2002.

9. Impact Statement

Indicate all other applications that require changes as a result of this Commitment. List any other Commitments this project is dependent upon for successful completion. 

Nominal impact on Domino Notes, Remedy, and Aptrix applications.

10.
Sunset Statement

List the application(s) to be sunsetted as a result of this Commitment. Estimate life span of this application.

1. Sunsets: Existing IT Alerts and XYZ Announcements processes once the entire XYZ community is running on myXYZ Portal.

2. Life span of this Commitment’s deliverables: TBD

11. Assumptions, Constraints and Open Issues:

Assumptions:

1. This project will adhere to established XYZ/IT Information Technology and Application Architectures (If this is not true, see the section 12 - Risk.) and will strive towards open, standards-based I/T solutions.

2. The XYZ/IT Project Engineering Framework will be used to build the project plan.

3. XYZ/IT Enterprise Operation’s standard project resource and time management tools will be employed by the project team to manage this project, to assign and account for resource utilization, and to report on project deliverables.

4. All of the envisioned content providers are Domino and Notes users and therefore are familiar with the platform.  We already own and have experience with the associated enabling technologies.

5. IT must provide a solution that addresses the needs of faculty and staff who may not be on myXYZ Portal for some time but who are tired of the Notes “Spam” experience.  However, if it is clear that myXYZ Portal will be available to these constituencies within the 2002/3 academic year, we will simply maintain the current broadcast mailing process until such a time as they move to the new Portal services.

6. Groupcast and Aptrix (both Domino applications) as well as Remedy can publish to e-mail accounts or Web pages.

7. Campus Pipeline’s Integration Protocol (CPIP) is well suited to expedite and facilitate the integration of HTML-forms from Domino into Web frames within the CP (a.k.a. myXYZ Portal).

9. EO, EATS EADS, and ITCS will establish, document and maintain workflows for IT Alerts and IT News through Aptrix, Remedy, Domino, and/or Campus Pipeline as appropriate, working with content providers to identify appropriate announcement categories and associated business processes.

10. EO, EADS, and EATS will work with Campus Pipeline to deploy CPIP connecters and servlets to enable the delivery of XYZ Alerts and XYZ Announcement InfoChannels within myXYZ Portal. 

Constraints:

1. Timely approval of proposed workflows and business rules by process owners.

2. Availability of EADS and EATS program developers to script the integration between the content originating platform(s) and Campus Pipeline.

3. Current internal knowledge of Campus Pipeline technologies and services; availability of Campus Pipeline support.

4. The timely updating of Remedy to the extent that the business process for Remedy must be synchronized with InfoChannel capabilities.

Open Issues:

1. The exact information technology architecture to be applied to the delivery of this solution.  Two options are currently under consideration.

2. The ultimate roles of Domino, Aptrix, Remedy, and Campus Pipeline respectively.

3. The detailed technical design.

4. Content owner approval of the process.

12.
Risk

	X  Breakthrough
	_  Platform
	_  Derivative
	_  R&D
	_ Support




Risk Management Matrix (updates to this continue throughout life of Commitment.)

	Potential Risk
	Description of Risk
	Resolution

	Technology
	untested technologies and associated process integration
	use of  Campus Pipeline out of the box, partnering with vendor for desired results; integration with established XYZ technologies via standards-based tools.

	Financial
	n/a
	all resources in place and committed, except for EADS and EATS personnel – done as part of project planning.

	Security
	n/a
	n/a

	Data Integrity
	content owners responsible for the crafting of the content will prepare/delivery all content to the process
	the process will enable single entry of content and its distribution to the appropriate Information channel.

	Business Continuity
	from the content provider’s standpoint the process remains largely as it is today; from an IT service delivery perspective, the process introduces a new level of I/T-enabled complexity; from the content, consumer’s perspective, the process is radically different
	design of work flows, application of new business rules; validated by stakeholders; marketing and training of users on new services.

	Regulatory
	n/a
	n/a

	Business Requirements
	n/a
	business requirements

	Operational Readiness
	the process introduces a new level of I/T-enabled complexity; from the content
	project documentation of business rules and work flows.

	Other (explain)
	absence of a process for the handling of widespread IT issues through the new portal process
	ITCS to develop a process and train support staff.

	
	
	


Will this Commitment introduce any new technology that is not currently part of XYZ/IT’ Information Technology Architecture?  (An answer of “yes” requires review and approval by the XYZ/IT’ CIO.)  

Approved by CIO:__________________________________  date: _______________

13.
Statement of Position 98-1

 (Instructions: State whether the cost of this project will be expensed or capitalized.)

X  Expensed in current fiscal year

_  Capitalized over five (state how many) years
14.
Preliminary Estimate of Cost, Duration and Effort

Preliminary Estimated Cost: covered through IT operating budget funding.

Best Case: $70,000
Planned: $75,000
Contingency: $15,000
Preliminary Estimated Duration (lapsed time in weeks or months): 

Best Case: 3 months
Planned: 4 months
Contingency: 1 month
Preliminary Estimated Effort (total project plan resource hours required): see project plan

Best Case: 2 FTE’s
Planned: 2 FTE’s
Contingency: 1 FTE
Confidence Level: 
_ Low 
X Medium
_ High

Maintenance Estimate (per year):  subsumed within myXYZ Portal project budget.

15.
Roles and Responsibilities

(List the roles and responsibilities for this Commitment.)

	Role
	Name of Associate
	Responsibility

	XYZ Team:

	   Executive Sponsor
	
	provides funding and ultimately responsible for overall project delivery.

	   Working Client(s)
	
	works closely with IT team to ensure the proper synchronization between end user requirements, project plans, and IT delivery..

	   Project Director 
	
	oversees IT delivery and ensures working client satisfaction.

	   Project Manager(s)
	
	ensures adherence to best practices in the overall administration and delivery of the project(s). 

	   Business Analyst (PMO)
	
	coordinates IT delivery and ensures both internally synchronization of IT resources and the synchronization of IT delivery with Physical plant requirements.

	   Project Analyst (PMO)
	
	assists in project delivery documentation, measurement, and reporting.

	   Application Lead
	
	development of Java servlets.

	   Systems Lead
	
	Groupcast, Domino, and Aptrix integration.

	   Data Management Lead
	
	n/a

	   Infrastructure Lead
	
	oversees implementation and management of the service on XYZ’s Domino and Campus Pipeline Platforms.

	   Customer Services Lead
	
	ensures ITCS support of process participants and end users as part of myXYZ Portal rollout.

	

	Vendor-based Project   Management Support
	
	coordination of Campus Pipeline Services and personnel.

	   Technical Architect(s)
	
	provides overall I/T integration design.

	   Business Process   Architect(s)
	
	provides business process flows.

	   Training/Documentation 
	
	Nedeau will supply user documentation and training while Marascia will finalize technical and operational documentation.

	   QA/Testing
	
	QA and release management.

	   Infrastructure
	
	coordination of ESS platform services.

	Other Partner Provider(s) – Hardware/Software:
	
	

	
	
	

	
	
	


16.
Partner-Provider Signature

(Instructions: Hold a review of sections 1-12 with your partner-providers and obtain their agreement to participate. Each partner provider’s signature represents his or her agreement to participate in this effort.)

	Partner Providers - Agreement to Participate
	
	

	Organization / Rep
	Signature
	Date

	xxxx, EADS

_________________________________
	__________________________________________
	______  /  ______  /  _______

	xxxx, EATS

_________________________________
	__________________________________________
	______  /  ______  /  _______

	xxxx, ITCS
_________________________________
	__________________________________________
	______  /  ______  /  _______

	xxxx, ITCS
_________________________________
	__________________________________________
	______  /  ______  /  _______

	xxxx, SS/ESS

_________________________________
	__________________________________________
	______  /  ______  /  _______

	xxxx, QA/EO

_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


OFFER

17.
Offer Expiration Date

Offer expiration date:   8/16/02

18.
Commitment Offer Review

	Review Participants – Signature Approval
	
	

	Review Participant
	Signature
	Date

	Information Technology Customer Relationship Executive: xxxxxxxx
	__________________________________________
	______  /  ______  /  _______

	Information Technology Business Operations:

xxxxxxxxl
	__________________________________________
	______  /  ______  /  _______

	PMO: Richard M. Kesner
	__________________________________________
	______  /  ______  /  _______

	
	
	

	
	
	


COMMITMENT

19.
Signature Approval or Disapproval

	Signature Approval of Commitment
	
	

	Organization / Rep
	Signature
	Date

	Business Unit Sponsor:

_x______________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x ______________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x ___________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x ______________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


Signature if Business Unit Declines to proceed at this time.

	Signature
	
	

	Organization / Rep
	Signature
	Date

	Business Unit Sponsor:

_x______________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x ______________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x ___________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

x ______________________
	__________________________________________
	______  /  ______  /  _______

	PMO:

Richard M. Kesner__________
	__________________________________________
	______  /  ______  /  _______

	
	
	


Explanation:

20.
Revision History

(Instructions: Any changes to the information in this document must be itemized below. To validate the change, signature approval must be obtained.)

Description of Change:

	21.
Signature Approval of Change
	
	

	Organization / Rep
	Signature
	Date

	Working Client (Business Rep).

x______________________
	__________________________________________
	______  /  ______  /  _______

	PMO Project Manager:

x __________________
	__________________________________________
	______  /  ______  /  _______

	PMO Director:

Richard M. Kesner__________
	__________________________________________
	______  /  ______  /  _______

	Information Technology Business Operations:

x__________________ll
	__________________________________________
	______  /  ______  /  _______

	
	
	


	Partner Providers - Approval of Change
	
	

	Organization / Rep
	Signature
	Date

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


22.
Customer Satisfaction Questionnaire

Name: __________________________________


	How satisfied are you with:


	Very

Satisfied
	Satisfied
	Neither 

Satisfied Nor Dissatisfied
	Dis-satisfied
	Very

Dis-satisfied
	Not Applicable 



	1. Critical Success Factors - Conditions of Satisfaction
	
	
	
	
	
	

	a. Scope: All agreed upon Business Requirements are included.
	5
	4
	3
	2
	1
	0

	b. Quality: The delivered product performs as expected.
	5
	4
	3
	2
	1
	0

	c. Cost: The product was delivered within the agreed upon cost.
	5
	4
	3
	2
	1
	0

	d. Time: The product was delivered on the agreed upon date.
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	2. Overall Satisfaction
	
	
	
	
	
	

	a. What is your overall satisfaction with the system/service?
	5
	4
	3
	2
	1
	0

	a. What is your overall satisfaction with service provided by IT?
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	Optional - Completion of the following is optional, however your responses will help us in our quest for continuous product improvement. Thank you!

  

	
	
	
	
	
	
	

	3. System Data
	
	
	
	
	
	

	a. Data accuracy
	5
	4
	3
	2
	1
	0

	b. Data completeness
	5
	4
	3
	2
	1
	0

	c. Availability of current data
	5
	4
	3
	2
	1
	0

	d. Availability of historical data
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	4. System Processing
	
	
	
	
	
	

	a. Accuracy of calculations
	5
	4
	3
	2
	1
	0

	b. Completeness of functionality
	5
	4
	3
	2
	1
	0

	c. System reliability
	5
	4
	3
	2
	1
	0

	d. Security controls
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	5. System Use
	
	
	
	
	
	

	a. Ease of use
	5
	4
	3
	2
	1
	0

	b. Screen design
	5
	4
	3
	2
	1
	0

	c. Report design
	5
	4
	3
	2
	1
	0

	d. Screen edits (validity and consistency checks)
	5
	4
	3
	2
	1
	0

	e. Response time
	5
	4
	3
	2
	1
	0

	f. Timeliness of Reports
	5
	4
	3
	2
	1
	0

	6. System Documentation & Training
	
	
	
	
	
	

	a. Accuracy of documentation
	5
	4
	3
	2
	1
	0

	b. Completeness of documentation
	5
	4
	3
	2
	1
	0

	c. Usefulness of documentation
	5
	4
	3
	2
	1
	0

	d. Training
	5
	4
	3
	2
	1
	0

	e. On-line help
	5
	4
	3
	2
	1
	0

	Additional comments or suggestions? (Please use back of form.)
	


Appendix - InfoChannels, Phase 1 - Draft Business Rules 
Definitions:

· InfoChannels – are information services delivered through the myXYZ or other University Web portals that typically focus on the communication of a particular type of content, such as “University Announcements,” “University Events,” “API News Feeds,” and so forth.  Some InfoChannels may be “pushed” to the portal as part of the baseline Portal offering while other InfoChannels are optional where the end user may subscribe to the channel if he/she is interested or he/she may delete that channel from his/her personal view.
· XYZ Alerts – as part of the InfoChannels Project - Phase 1, Information Services will establish a pure “push” channel that will be positioned on the home page of all myXYZ Portal users.  This channel will replace that portion of XYZ Announcements and IT Alerts (via Lotus Notes) that concern themselves with community-wide issues.  This channel will also include “Wide-Spread Issues” as reported via the Remedy problem management system.  The XYZ community will receive this information via myXYZ Portal automatically as a Portal service.
· XYZ Announcements - as part of the InfoChannels Project - Phase 1, Information Services will establish a series of channels to which any myXYZ Portal user may subscribe.  Each of these channels will deliver content relevant to that channel’s focus and in so doing will replace that portion of the existing Notes XYZ Announcements service that concerns itself with specific subjects, including:
· Academic Events – content pertaining to academic programs, events, and accomplishments
· Athletic Events – content pertaining to XYZ sporting activities and news
· Cultural Events – content pertaining to artistic, ethnic, musical, religious, etc. activities on campus
· Faculty and Staff Updates – content pertaining XYZ administrative and human resource matters
· Graduate Student Life – content pertaining solely to XYZ’s graduate populations
· XYZ People in the News – content pertaining to the appointment of new faculty or administrators, faculty and staff retirements, noteworthy individual and team accomplishments
· XYZ Student News – content pertaining to the student body as a whole and also to those in non-traditional XYZ programs, such as University College and the School of Continuing Education
· Undergraduate Student Life – content pertaining solely to XYZ’s undergraduate population
XYZ Alerts InfoChannel, Business Rules:

· all notices that qualify for the XYZ Alerts InfoChannel will be published to an appropriately Domino database and then linked via an In-line Link to the appropriate channel on the myXYZ Portal home page.

· the XYZ Alerts channel will include “teasers” (i.e. Alert bi-lines) that link to the actual alert URL’s in Domino.  as a subsection of XYZ Alerts teasers will similarly appear concerning Remedy-generated wide-spread issues 

· in general to qualify as an Alert, the content in question must be of broad and compelling interest to the XYZ University community as a whole or be significantly impactful towards some subset of the community.

· for example, notices concerning an all-campus barbeque or holiday party, news concerning the University’s standing in a U.S. News and World Report survey, this year’s enrollment numbers, updates from XYZ’s capital campaign, and messages from the President, or the Board of Trustees to the XYZ community would qualify as alerts.  Typically such notices will emanate from the President’s Office or from the Office of the Vice President for University Relations.

· similarly, communiqués announcing outages and service interruptions qualify as Alerts, e.g. event and program cancellations, snow days, building closures due to electrical or mechanical problems, changes in major event dates or venues, network shutdowns, and so forth.  Typically such notices will emanate from Physical Plant, IT management, or the sponsors of particular events.  All IT Alerts and Remedy wide-spread issues  fall under this category for dissemination to the XYZ community.  Note: for some subset of XYZ Alerts, IT may also issue broadcast e-mails to the XYZ community as a whole so as to ensure that the word gets out.
· During times of crisis, the appropriate department head, dean, or executive team member must approve Alerts information pertaining to the crisis at hand.

· ITCS will establish and maintain a list of authoritative content providers for this service and will consult the appropriate representative on that list as necessary when the actual content provider is unknown to ITCS.

· certainly in the initial stages of the operation of this InfoChannel where there is no established standard of best practice, it will make sense for the service providers (Information Services Customer Services – ITCS) to ere on the side of allowing more rather than less content into the Alerts channel.  Our user population will make it clear to us when they view a particular Alert as inappropriate for the channel.  Over time a pattern of best practice will manifest itself.

· all channel content will include expiration dates (typical when the event/crisis itself is over) at which point the content will be archived.  The channel owner will subsequently negotiate retention and disposition schedules with content providers.

XYZ Event InfoChannels, Business Rules:

· all XYZ Announcements that do not qualify for Alerts will qualify for one of the XYZ Announcement categories enumerated above.

· Typically, a particular information provider will align with each Announcement  category, e.g. the Provost’s Office with Academic Events, various XYZ sports teams with Athletic Events, the XYZ Music and Theater Departments with Cultural Events, and so on.

· ITCS will establish and maintain a list of authoritative content providers for this service and will consult the appropriate representative as need be on that list when the actual content provider is unknown to ITCS.

· A single channel will be assigned to XYZ Announcements with static teaser in-line links to a series of Domino databases with individual teasers to specific announcement documents.  

· The ITCS team will manage the flow of content from the various XYZ content providers on and off campus to the appropriate Announcement buckets.

· all channel content will include expiration dates (typical when the event itself is over)  at which point the content will be archived.  The channel owner will subsequently negotiate retention and disposition schedules with content providers.

General Guidelines for InfoChannel Content, Phase 1

· Content must be directly related to the business or community interests of XYZ University.

· Fundraising efforts must be pertinent to the entire University community.  They cannot be directly related to the interests of one individual or a small group.

· Advertisements relating to the sale of goods and services from an outside vendor will not be allowed.

· No offensive, derogatory, or otherwise harmful content will be allowed.

· The author’s contact information is required so that the recipients can contact the sender directly via an-e-mail link embedded in the notice, news, item or alert.

· The subject line of the originating content e-mail must be clear and concise in regards to content.

· During times of crisis, the appropriate department head, dean, or executive team member must approve Alerts information pertaining to the crisis at hand.

· As Information Services Customer Services oversees the InfoChannel service, ITCS will provide the community with clear, concise guidelines as to appropriate content.  Content that appears to fall outside of the guidelines noted above will be returned to the requestor and additional approval will be required from the appropriate Dean or Department Head.

InfoChannels, Phase 1 Workflows:

See attached workflow document (Powerpoint file – “infochannels.ppt”).
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