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Project Information

Project Request

This project has been requested to provide various Business Lines new and/or improved functionality within the <application name> System.  Some of the requested changes will be beneficial for the customer also.

Project Number and Title

This project will be referred to as the “?? Project”.  The project number is ??.

Executive Sponsor or Delegate

The Business Group Head for this project is <group head name> of <company name> and the executive sponsor is <executive sponsor name>, Group Technology Executive. 

Project Definition

Background 

There are several requirements requested for Release ??.  These requirements will be funded by various Business Lines and will benefit several different areas as well as the customer in many cases.  

Release ?? is one of two remaining releases scheduled for <year> by the enterprise.  The planned implementation date for Release ?? is <date>.  This release will be coordinated with the <project name>  scheduled between <month> and <month> <year>.  

Project Objectives

To provide more functionality and data accessibility in the ?? System to the Business Lines and the customer in the least amount of time for the most reasonable cost. 

Business Units Involved

Internal

Impacts to the following applications were determined in the initial data gathering phase of this project. Certain applications have been defaulted to testing only as no response was obtained during the data gathering phase. Formal sizing has been gathered from all impacted applications as a part of the requirements phase of this project.  This list represents the internal interfaces. 

Internal Applications/Areas:
Impacts:

1. Application name:

No development – setup and testing needed

2. Application name:

Application name – Development, testing needed


Application name – Development

Application name – Testing needed
3. Application name:

Development, testing needed



Sub system name
Testing needed


Sub system name
No development; setup and testing needed



Sub system name
Testing needed

 

External

The external organizations impacted by this project include:

1. Third Party Package name
New process and procedures; development, testing needed

Business Impacts

This project will have the following business impacts:

1. Changes for all <application name> customers

2. Changes for Wholesale Sales and Relationship Managers

3. Changes for Regional Managers

4. Changes for Operations

5. Changes for Central Implementation and Regional Implementation Centers

Business Benefits

This project will have the following business benefits:

1. Improved presentation of customer statements and reports

2. Productivity gains on automating various processes.

3. Productivity gains on making specific data more readily available to analysts for problem resolution.

4. Compliance with Corporate branding standards

Risks

Risk Rating

This risk score for this project is 82.   As a result of the risk rating, this project has been rated as a medium-risk project.  There is additional risk due to some of the requested changes to be implemented in conjunction to the release implementation date.  There is a conflict between the release date and the upgrade date.

See Appendix B Risk Assessment form.

Identified Risks

The risks identified for this project include the following:

1. Late deliverables if resource constraints.

2. Resource constraints if work needed on other higher priorities such as production issues.

3. Retaining key project team resources.

4. Conflicting project priorities.

5. Communication, coordination, and task management of all impacted/affected applications is necessary for successful implementation.  

6. Risk of impacted customers due to the complexity of some changes.

Risk Mitigation

The following actions will be taken to address the identified risks.

1. Hire contractors as necessary to assist the team in completing the assigned tasks.

2. Work with the Business Lines early in the requirements gathering phase to document detailed requirements.

3. More accurate estimates due to detailed business requirements.

4. Regularly scheduled meetings will be held to keep all impacted/affected applications up to date on tasks.

5. Include adequate checkpoint reviews in the project process to ensure accurate and complete information.

6. Testing will be coordinated with all impacted applications to ensure the changes are correct.

Proposed Solution

Current

Not all functionality was built into the new <application name> System from the old <application name> System.  This lack of functionality is causing many manual work-arounds and in some cases loss of revenue.  Some of the requested changes also position <application name> in compliance with the <company name> strategic standards.

Proposed Solution

The <application name> management team is working with the Project Manager to ensure that detailed Business Requirements are fully documented and to prioritize those requirements based on business need.  Those requirements have been sized and presented to the various Business Lines.  A resource plan will be updated to reflect the number of resources available during the Release ?? timeframe.  The Business Lines will then obtain funding for the requirements that can be completed in that Release ?? timeframe.

The project plan will be updated and an issues log and task plan will be maintained throughout the term of the project.   

Project Scope

Inclusions

The scope of this project includes the following:

1. Defining and communicating the business requirements to all affected applications that are included in the Release ?? requirements.

2. Assessing and managing the impacts to the various Operational/Support Groups/Business Lines.

3. Participation in development of customer, department, and vendor communications.

4. Participation in development of customer or internal training.

5. Participation in development of user documentation and procedures.

6. Participation in regression testing.

7. Validation of requirements, design, development, and unit and system testing of application changes necessary to the applications listed in the Business Units Involved.

8. Changes needed for other applications requirements.

A list of the requirements scheduled for Release ?? is attached as Appendix F.

Exclusions

The scope of this project does not include the following:

1. Any non-<APPLICATION NAME> accounts

2. <APPLICATION NAME> (??) application conversion (although it is a dependency.)

Security Statement

1. The Security Plan is prepared to ensure that appropriate controls are being designed that meet security policy and standards.  The plan should identify risks and exposures to information, systems, and networks that may result from any exceptions to the standards.  The System Managers are responsible for ensuring that the security plans are updated or created for all systems. 

Project Approach

Project Management

<Project Manager name> has been assigned to manage the project. The responsibilities of the project manager will be:

· Establish and execute a project plan

· Ensure completion of project estimates, as required

· Track actual costs against budget / planned costs

· To assist in maintaining the overall project direction

· First point of escalation of project issues

· Obtain project resource commitments

· Define project milestones

· Create & maintain a project issues log

· Schedule and conduct project status meetings

· Complete project status meeting minutes

· Complete project status reports

· Contact lists for all project participants with defined roles and responsibilities

· Ensure detailed test plans are complete

· Participate in the post event review

· Communicate with the other End-to-End Project Managers

· Close the project

Methodology

This project will follow the <methodology name> methodology.  

One overall project manager will be assigned as the end-to-end project manager as well as the Technical Lead.  This project manager will manage the details of the <APPLICATION NAME> system development efforts.  The project manager will maintain a common format for issues, project plans, and technical requirements.  The project manager will provide day to day management for the technical team and provide a roll up of all issues, plans, and requirements. 

Deliverables

Key Project Deliverables

Key deliverables from this project include: 

1. Statement of Work

2. Risk Assessment

3. Project Change Requests

4. Project Requirements Document

5. Design Documents

6. Communication Plan

7. Data Security Plan

8. Resource Plan

9. Critical Success Factors Document

10. Master Test Plan

11. Training Plan

12. Implementation Plan

13. Post Implementation Review

Approvals

Approval of key project deliverables must be received from the following individuals:  

A = Approval Required


R = Review Only

	Area
	Deliverables

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13

	<manager name>

Operations Manager
	A
	A
	A
	A
	A
	A
	R
	A
	A
	A
	A
	A
	A

	<manager name>

Technical Manager
	A
	A
	A
	A
	A
	A
	R
	A
	A
	R
	R
	A
	A

	<manager name>

TM Product Manager
	A
	A
	A
	A
	A
	A
	A
	A
	A
	A
	A
	R
	A

	<manager name>

Operations Manager
	A
	A
	A
	A
	A
	A
	R
	A
	A
	A
	A
	A
	A

	<manager name>

Project Manager 
	A
	A
	A
	A
	A
	A
	R
	A
	A
	A
	R
	A
	A

	<manager name>

Wholesale Services
	A
	A
	A
	A
	A
	A
	R
	A
	A
	R
	A
	R
	A

	<manager name>

Wholesale Integration
	A
	A
	A
	A
	A
	A
	R
	A
	A
	A
	A
	R
	A

	Audit Representative
	R
	R
	R
	R
	R
	R
	R
	R
	R
	R
	R
	R
	R


Acceptance Criteria

This project will be considered completed when the following acceptance criteria has been met:

1. Each system change has passed all levels of test successfully and is implemented into production successfully.

2. Delivered system functionality meets agreed upon functionality

3. No undue fallout up to two weeks after implementation.    

Assumptions

The following assumptions are being made for this project:

1. Resources Assumption -The key resource assumptions for labor, space and equipment are:

· Technical Lead will be identified and assigned

· A test coordination leader is identified and assigned for <APPLICATION NAME>.

· Testing Assumptions in general: 

a. Test coordination with all affected applications will be managed by an assigned resource from testing. Other testing resources will be drawn from each of the applications.

b. Testing by all affected applications will be conducted at the specified time established by Release Management for this release. 

· All Business Line resources are available to the overall project.

· Project support resources are available to the overall project. 

2. Production support has the highest priority for resources.  Other resource issues will be addressed and prioritized at the Steering Committee Meeting level.  

3. The Release ?? key dates will not be changed and that the various phases of the project will start and end on time.

Key Facts

Key facts identified for this project include the following:

· If the ?? requirement is not implemented with this release, we will continue to lose revenue at the rate of approximately $?? a month.  

· If the new statement paper and logo requirement is not implemented with this release, <APPLICATION NAME> will continue to be out of compliance with enterprise standards.

· If <requirement> is not implemented with this release, there will be staffing impacts to the Operations group.  

· All <APPLICATION NAME> and <application name> related changes must be implemented concurrently.

· If <requirement> is not implemented, there will be customer and Operational impacts.

· If the file format changes are not made, there will be customer impacts.

· If the <requirement> changes are not made, there will be customer impact.

Issue Management

Project related issues will be tracked, prioritized, assigned, resolved, and communicated as follows:

1. The project manager and participants will report issues that are identified throughout the life of the project.

2. The project manager will maintain a log of all issues and report on the status of issues.


3. The project manager will assign the priority and ownership to the issue.  If necessary, the Executive Sponsors will assist the project manager in assigning appropriate ownership for resolution.

4. Individual team members assigned to resolve the issue will be responsible for communicating the issue status to the project manager. 

See Appendix E for the Issue Log template.

Change Management

A change management procedure will be used by this project to help ensure that changes impacting the project are assessed, understood, and agreed upon by stakeholders before the change is made or before initiating specific actions to accommodate the change.  The purpose of this procedure is to control change and impacts to the project and not to discourage change.

A Project Change Request form (PCR) must be submitted to the Project Manager for any changes that impact the project’s cost, schedule, or scope. The Project Manager will review the proposed change request with the project team members impacted by the change to assess the impact of the change.  The Project Manager will present the change request to the Steering Committee to approve or reject the request.  The decision will be communicated to the requester and project team.

See Appendix D for the Project Change Request form and instructions.

Communication Plan

A project communication plan will be completed.  This plan identifies the approach that will be used to share information with key internal and external parties throughout the project.  The key elements of the communication plan include:

· Who must receive the information.

· What intervals the information will be shared.

· Who will provide the information.

· What medium will be used.

Project Status

The status of this project will be communicated in multiple ways.  These include:

· Weekly Project Team Status Meeting

· Weekly Project Management Status Meeting

· Monthly Project Status Reporting to the Business Lines

· Monthly Online Project Status Reporting to the PMO

· Project Plan Updates

A meeting agenda will be published prior to the meetings so participants can be prepared for the meeting.  Meeting minutes will be distributed after the meeting has occurred so the team is aware of the discussion at the meeting.

Project Schedule and Major Milestones

	Milestone
	Start Date
	Completion Date

	Requirements
	<date>
	<date>

	Analysis
	<date>
	<date>

	Design
	<date>
	<date>

	Development
	<date>
	<date>

	Testing
	<date>
	<date>

	Implementation 
	<date>
	<date>

	Post Implementation Support
	<date>
	<date>

	Project Closure
	<date>
	<date>



Project Team

Project Organization  (Shaded boxes are the Core Management Project Team) 

[image: image1.wmf]<application name> Release ?? Project

Technical Staff

Documentation/Training/Communication

System Development Audit

Test Coordinator

<name>

Project Manager

<name>

Technology Manager

<name>

Group Technology Manager

<name>

Group Technology Executive

<name>

Chief Information Officer

<name>

Operations Manager

<name>

Operations Manager

<name>

Group Operations Executive

<name>

EVP Chief of Technology & Operations

<name>

Chief Operating Officer & Vice Chairman

<name>

Operations Area Manager

<name>

Product Management Manager

<name>

Project Management Manager

<name>

Project Management Manager

<name>

Commercial Rel Mgmt Manager

<name>

EVP Head of Comm & Corp Banking

<name>

GEVP Wholesale Banking

<name>

President & CEO



Project Team Roles/Responsibilities

	Area
	individual(s)
	role/responsibilities

	Project Manager


	<name>
	· First point of escalation of project issues.

· Obtain project resource commitments

· Complete project estimates, as required

· Establish and execute a project plan

· Define project milestones

· Create & maintain a project issues log

· Schedule and conduct project status meetings

· Complete project status meeting minutes

· Compete project status reports

· Monitor and manage financial status of project

· Participate in the post implementation review meeting

· Communicate with the other End-to-End Project Managers.

· Close the project.

	Technical Lead


	<name>
	· Review and approve Change Requests.

· Create Systems project plan

· Participate in weekly project status meetings.

· Conduct system training, as needed.

· Conduct system status meetings.

· Assist in User Acceptance Testing.

· Ensure System Testing is completed.

· Complete the Technical Design and Review.

· Review and approve the project plan.

· Develop the systems support plan.

· Develop system conversion programs, as needed.

· Complete system development and unit testing.

· Update system documentation.

· Complete production support plan.

· Ensure technical activities are included in the project timeline.

· Ensure technical resources are available to complete technical activities. 

	Technical Systems Manager
	<name>
	· Review and approve business requirements.

· Approve project plan

· Review and approve Change Requests

· Review and approve project plan

· Review and approve User Design

· Review test plans

· Review and approve the project implementation plan.

· Review and approve the support plan

	Product Management Project Lead
	<name>
	· Complete Product research & analysis

· Review product implementation workflow

· Define business requirements.

· Approve project plan

· Review and approve Change Requests

· Review and approve project plan

· Communicate product changes and delivery plan to project team and line staff.

· Review and approve User Design

· Perform gap analysis of old product vs. new product

· Review and approve customer transition workflow

· Complete Product risk assessment.

· Define product pricing structure

· Review test plans

· Resolve Product issues.

· Assist with development of customer communications

· Review the project implementation plan.

· Review and approve the support plan

	Operations Project  Leader
	<name>
	· Review and approve Change Requests

· Create Operations project plan

· Participate in weekly project status meetings.

· Conduct operations team status meetings, as necessary.

· Participate in User Acceptance Testing.

· Train Operations staff, as needed.

· Provide Operations requirements.

· Review and approve the Technical Design

· Review and approve User Design.

· Review and approve the project plan.

· Update Operations documentation

· Develop the operations support plan.

· Review the project implementation plan.

· Review and approve the support plan.

· Ensure Operations resources are available to complete operation activities

	Customer Services Project Leader
	<name>
	· Review and approve Change Requests

· Participate in weekly project status meetings.

· Participate in User Acceptance Testing.

· Train Customer Services staff, as needed.

· Provide Customer Service requirements.

· Review and approve the Technical Design

· Review and approve User Design.

· Review and approve the project plan.

· Update Customer Service documentation

· Review the project implementation plan.

· Review and approve the support plan.

· Ensure Customer Services resources are available to complete customer service activities

	Integration Project Leader
	<name>
	· Review and approve Change Requests

· Participate in weekly project status meetings.

· Participate in User Acceptance Testing.

· Train Implementation staff, as needed.

· Provide Implementation requirements.

· Review and approve the Technical Design

· Review and approve User Design.

· Review and approve the project plan.

· Update Implementation documentation 

· Review the project implementation plan.

· Review and approve the support plan.

· Ensure Implementation resources are available to complete Implementation activities

	Documentation and Training
	<name>
	· Coordinate with various bank training groups to insure the proper updates are made to documentation, and to assess the need for training 

	Test Coordination
	<name>
	· Identification of testing participants, organization of test team and definition of responsibilities

· Coordinate cross-project testing dependencies with other testing project leads

· Identification of business/operation end-users that may need to validate

· Confirm testing environment provided will meet needs

· Schedule testing with dependencies based on design, training and conversion schedule

· Completion of test plan and approval

· Completion of test scripts and approval

· Establish and communicate testing schedule

· Communicate testing status with project team

· Monitoring of test cycles 

· Ensure validation complete

· Track testing issues for fixes to be made and ensure appropriate resolution

· Obtain testing signoffs

· Types of testing to manage for CTG:

1. IAT (Integrated Application Testing)

2. UAT (User Acceptance Testing)


Project Estimates / Costs

Project Estimates & Costs

	
	description
	dollars

	capital (hardware/Software)
	(if applicable)
	N/A

	labor costs
	
	

	          Employee
	 # hours
	$ 

	         Contract Labor
	 # hours
	$ 

	         Total Labor
	 hours
	$ 

	Test CPU
	(if applicable)
	N/A

	test dasd
	(if applicable) 
	N/A

	
	
	

	* other  (list all)
	Travel/Training
	$ 

	
	Depreciation
	N/A

	
	Software
	N/A

	
	Teleconference
	$ not budgeted

	
	Training
	N/A

	
	
	

	total dollars 
	
	Total *$ 

*Ball Park Estimate


Research & Experimentation Tax Credit Eligibility

An evaluation was completed for this project to determine if the project qualifies as an eligible 

R & E activity. The result of the evaluation indicates that this project does not qualify as an eligible R & E activity.

See Appendix C for the completed R & E Tax Credit evaluation.

Appendices:

Appendix A: Statement of Work Approval

	Project Number


	??

	Project Name


	<APPLICATION NAME> Release ?? Project

	Phase Name


	Design

	
	


AUTHORIZATION

	Name
	Signature
	
	Approval Date
	
	

	<name>

Operations Manager
	
	
	
	
	

	<name>
Technology Manager
	
	
	
	
	

	<name>
Project Manager
	
	
	
	
	

	<name>
Treasury Management Product Management


	
	
	
	
	

	<name>
Operations Manager
	
	
	
	
	

	<name>
Client Services


	
	
	
	
	

	<name>
Wholesale Integration
	
	
	
	
	

	
	
	
	
	


Appendix B:  Support Documentation Risk Assessment Form

	Project Number 
	F1250
	
	Application
	<APPLICATION NAME>

	Project Title  
	<application name> Release ??
	
	Project Manager
	<name>

	Date   
	<date>
	
	
	


	1.
	Type of Project:
	2
	11.
	Number of  project team members:
	8

	
	-
maintenance (correct problems)

-
enhancement (add new features)

-
new development -- replace existing automated system

-
new development -- replace manual system
-
new development -- develop system to  support new business    
-    Implementation of software package in-house

-    Outsourcing to external vendor

-    Re-engineering of system’s architecture
	1

2

3

5

6

6

6

6
	
	-
one to five

-
six to ten

-
eleven to fifteen

-
sixteen or more
	2

4

8

12

	2.
	Impact to Business Operations:  (includes data/staffing/monetary)
	10
	12.
	Approximate length of time to complete project:
	10

	
	-     limited change to business operation

-     medium change to business operation

 -    major change to business operation
	5

10

20
	
	-
less than four months

-
four to seven months

-
seven to twelve months

-
more than twelve months
	5

10

15

25

	3.
	Number of years business organization has been in business:
	0
	13.
	Impact to Customer:
	20

	
	-
more than three

-
one to three

-
less than one
	0

2

4
	
	-     limited product/portfolio customer base affected

-     partial product/portfolio customer base affected

-     entire product/portfolio customer base affected
	5

10

20

	4.
	Number of years the business group and technology group have worked together:
	0


	14.
	Number of years the project technology has been used in the organization:
	4

	
	-
more than three

-
one to three

-
less than one
	0

2

4
	
	-
more than three

-
one to three

-
less than one
	0

4

8

	5.
	Number of years the  project manager has been a project manager:
	0
	15.
	Amount and level  of documentation currently available:
	5



	
	-    more than three

-
one to three

-
less than one
	0

5

10
	
	-    extensive, detailed documentation

-
extensive documentation, but not detailed

-
limited documentation, but detailed

-
limited or no documentation, not detailed
	1

2

4

5

	6.
	Number of years (on average) business group area has worked with specific application to be developed:
	0


	16.
	Number of organizational entities (besides systems) that need to be involved:
	18

	
	-
more than three

-
one to three

-
less than one
	0

5

10
	
	-
none to two

-
three to five

-
more than five
	3

9

18

	7.
	Number of years (on average) technology project team has worked with specific application to be developed:
	2


	17.
	Availability of business partner to Technology group:
	4

	
	-
more than three

-
one to three

-
less than one
	0

2

4
	
	-
assigned to desired level of involvement and available to DP immediately when needed

-
assigned to desired level of involvement, but likely not available immediately when needed

-
not assigned to the desired level of involvement
	0

4

16

	8.
	Number of years technology team has performed the duties they will be asked to perform on the project (i.e., analysis, design, coding, testing):
	0


	18.
	Legal/Regulatory Impact:
	0

	
	-
more than three

-
one to three

-
less than one
	0

4

8
	
	-
limited legal/regulatory ramifications

-
moderate legal/regulatory ramifications

-
significant legal/regulatory ramifications
	0

5

10

	9.
	Number of years (average) technology team has worked with the technology to be used on the project (e.g., CICS, PACBASE, IMS):
	0


	19.
	Estimated costs  for hardware/software/conversion:
	0

	
	-
more than three

-
one to three

-
less than one
	0

3

6
	
	-
less than $600,000

-
$600,000 to $3,000,000

-
more than $3,000,000
	0

5

10

	10.
	Number of  vendors involved:
	4
	20.
	Number of interfaces:
	5

	
	-
one

-
two

-
three or more
	2

4

8
	
	-
less than four

-
four to twelve

-
twelve or more
	0

5

10


	

Score Range
Risk



0 to 70

Low



71 to 120

Medium


      
121 +

High
	TOTAL SCORE     ____82______________

_______

RISK LEVEL          ___Medium__________


	21.
	Technology options explored/researched.
	0
	30.
	Incorporation of the Corporate business continuity planning process into the design of the project.
	4



	
	· three or more

· two

· one

· none
	0

2

5

10
	
	· Extensive involvement in the systems design.

· Minimal involvement in the systems design.

· No involvement in the systems design.

· No contingency plan exists.
	0

4

8

12

	22.
	Was this technology option selected as a 2nd choice based upon cost or schedule?
	0
	31.
	Impact to the customer and/or environment if the technology fails.
	5

	
	· no

· yes
	0

4
	
	· No impact 

· Limited impact

· Moderate impact

· Significant impact
	0

5

10

20

	23.
	Technology used in the project.
	0
	32.
	Impact to the customer and/or environment if the exit plan has to be executed.
	4

	
	· none of the technology used is new

· new to the business line

· new to Wells Fargo

· new to the industry
	0

5

10

20
	
	· limited impact 

· moderate impact

· significant impact 
	2

4

8

	24.
	Project Requirements
	0
	33.
	Type of third party connectivity (non-Wells Fargo connectivity) used in project or technology.
	5

	
	· requirements are clear, complete and stable

· requirements are documented, but some unclear, incomplete, or unstable information

· minimal or no requirements documented
	0

5

10
	
	· no third party connectivity

· existing third party connectivity involved

· new third party connectivity involved
	0

5

10

	25.
	Service or functionality provided to customers or end-users by the technology.
	18
	34.
	Outage during the implementation of the technology.
	0



	
	· maintenance

· standard enhancement

· extended functionality

· new functionality/service/product/architecture
	3

6

9

18
	
	· no outage required

· outage after business hours

· outage during business hours
	0

4

8

	26.
	Can sizing and capacity for technology be evaluated and incorporated into design?
	10
	35.
	Level of training necessary for customers and end-users.
	5

	
	· current and future sizing and capacity analysis is identified

· only current sizing and capacity analysis is identified

· no sizing and capacity analysis can be identified
	2

5

10
	
	· none

· limited training necessary

· extensive training necessary
	0

5

10

	27.
	Changes to existing systems, including infrastructure, necessary in order to implement the technology.
	2
	36.
	Amount of training materials and documentation budgeted and necessary for customers and end-users to use the new technology.
	4



	
	· limited

· moderate

· significant
	2

5

10
	
	· limited or no documentation needed

· limited documentation, but detailed

· extensive documentation, but not detailed

· extensive and detailed documentation
	2

4

6

8

	28.
	Number of dependencies on other projects, changes, services, vendors, suppliers, or contractors.
	15
	37.
	Formal RFP process used during technology selection
	0

	
	· none

· one

· two or more
	0

5

15
	
	· RFP process followed

· RFP process followed, but only one response

· RFP process NOT followed
	0

3

6

	29.
	Number of applications or systems impacted.
	10
	38.
	Level of vendor support necessary for the technology after implementation.
	5

	
	· one or less

· two or three

· four to twelve

· more than twelve
	5

10

15

25
	
	· No support necessary

· Minor support necessary , i.e. maintenance

· Major support necessary, i.e. programming, upgrades, etc.
	0

5

10


	

Score Range
Risk



0 to 60

Low



61 to 110

Medium


      
111+

High
	TOTAL SCORE     ________87____________

_______

RISK LEVEL          ________Medium____________


Appendix C: Potential Tax Credit Tests

The following analysis evaluates if this project qualifies as an eligible R&E activity.

	Yes
 FORMCHECKBOX 
__
	No
 FORMCHECKBOX 

	Qualification Tests
First Test

Do the activities qualify as research in the laboratory or experimental sense by:

1)
relating to, or supporting, the development or improvement of a product; and

2)
intending to discover information that would eliminate uncertainty concerning the development or improvement of a product or process?



	 FORMCHECKBOX 

	 FORMCHECKBOX 
__
	Second Test
Is the research undertaken for the purpose of discovering information that is technological in nature?



	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Third Test
Do the activities undertaken include the elements of the process of experimentation (i.e., were alternative designs evaluated using the scientific method or did the development of the final design require experimentation)?



	 FORMCHECKBOX 

	 FORMCHECKBOX 
__
	Fourth Test

Is the activity being conducted for a permitted purpose: new or improved function, performance, reliability, quality or significant cost reduction?



	
	
	If software is developed for internal management function and technique generally does not qualify for tax credit unless it meets the following Three-Part Test.

	
	
	Yes
	No
	

	
	
	 FORMCHECKBOX 
__
	 FORMCHECKBOX 

	First Test

Is the software innovative in that it results in a reduction of costs or improvement in speed that is substantial and economically significant?



	
	
	 FORMCHECKBOX 
__
	 FORMCHECKBOX 

	Second Test

Does the development involve significant economic risk in that the company commits substantial resources to the development and there is substantial uncertainty, because of technical risk, that such resources would not be recovered in a reasonable period?



	
	
	 FORMCHECKBOX 
__
	 FORMCHECKBOX 

	Third Test

Is the software being developed not commercially available (i.e., can the software be obtained elsewhere and used for the intended purpose without modifications that would satisfy the first and second tests above)?



Appendix D: Change Management Form and Instructions

Procedure

At the conclusion of the requirement phase of the project, the requirements will be considered static and unchangeable since they will form the basis for subsequent project activities. In the event that a change is necessary, the following process must be followed in order to ensure that the change is implemented into the project plan and impacts are adequately assessed.

1. A change is identified as a result of an issue or of some change to the project environment (for example, regulatory and/or competitive changes).

2. The person who is requesting the change completes a Project Change Request Form and sends it to the Project Manager.  This form will require the following information from the requester(s):

· Date of the Request - this is the date the request form is filled out.

· Requester - the name of the individual requesting the change.

· Description of Change - a detailed description of the requested change.

· Business Reason for Change - a detailed description of the business reason why the change must be implemented as part of this project.

1. The Project Manager will review the change request with all impacted team members to determine the project tasks that will either be added or impacted by the change request and estimate the impacts of the change.

2. After assessing the impact of the requested change on the project and completing an estimated cost and schedule impacts, the request will be presented to the Executive Sponsors and either approved or denied.

3. The Project Manager will contact the requester by sending a completed change request form to the requester with the final decision and inform the impacted areas of the decision.  If the change request is denied, the Project Manager will include a reason for denial in the Reason for Denial section.

4. A copy of the Project Change Request Form will be included in the project file for permanent record and the project task plan will be updated accordingly.


Project Change Request Form

<APPLICATION NAME> Release ??

Change Control Request Form

	Instructions
	Requester must complete this side of form.

	Name of Change
	

	Date Requested
	

	Release Requested 

(cannot request change control on any released scheduled to move to ET in 60 days or less)
	

	Funding Source
	

	Estimate of Hours to Complete
	

	Estimated Dollars to Complete 

(number of hours multiplied by the current development rate of $100.00)
	

	Cost Savings Realized by Implementing this Request

(describe in dollars the savings realized on a monthly or yearly basis)
	

	State the Requirements
	

	Current workaround being employed
	

	Background or Other Important Facts
	

	Operations Approval 

Must have Operations Mgmt approval before being submitted to Systems for estimating
	Insert approval e-mail in this section and copy Operations Mgmt on the e-mail when sent to Systems



	Product Approval

Must have Product Mgmt approval before being submitted to Systems for estimating
	Insert approval e-mail in this section and copy Product Mgmt on the e-mail when sent to Systems



	Systems Approval

Approval will be granted after the estimate is completed
	Insert approval e-mail in this section and copy Systems Mgmt on the e-mail when the response is e-mailed to Operations and Product within 10 business days of the request.




Procedure:

1. Complete the Change Control Form

2. Submit to <APPLICATION NAME> Application Systems Manager or Team Lead

3. Systems will estimate the effort

4. Systems will respond within 10 business days indicating if the change can be absorbed in the release requested.

· If the request can be absorbed, work will be queued as appropriate.

· If the request cannot be absorbed, the systems group will call a meeting to discuss reprioritizing requirements or moving the request to another release. 

5. See bottom of form for Approval Instructions.

Appendix E: Issues Log 

<APPLICATION NAME> Release ?? Issues Log

	Issue #
	Open 

Date
	Opened

By 
	Issue Description
	Assigned

 To
	Due

Date
	Closed

Date
	Status


	Priority
	Comments
/Resolution

	OPEN ISSUES

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Issue #
	Open 

Date
	Opened

By 
	Issue Description
	Assigned

 To
	Due

Date
	Closed

Date
	Status


	Priority
	Comments

/Resolution

	CLOSED ISSUES

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Priority Codes:

High = Show Stopper – Cannot continue without issue resolution.

Medium = Caution – May continue without immediate resolution.

Low = Not Critical – Can continue without issue resolution.

Status Codes:

(A)ctive

(R)esolved

(D)eferred

(P)ending

Appendix F: List of Requirements Scheduled for Release ??

· <APPLICATION NAME> New File Format

· New File Format

· New <APPLICATION NAME> Stmt Paper and Logo
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