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1) IT Project Delivery Document Management Plan

1.1) Overview

This section sets forth document control approaches for IT Project Delivery project documents. It includes guidelines for naming IT Project Delivery documents, explanation of the project directory and use of version control.  These control measures are being put into place to help team members and management to locate and identify documents created as part of the IT Project Delivery implementation. The less time spent inventing how to name things and trying to find approved documents, the more time is spent on productive IT Project Delivery activities. 

1.2) Naming Conventions

The guiding principles used in developing IT Project Delivery naming conventions are: 

1. Ease of use in maintaining, identifying and locating IT Project Delivery documents, regardless of filing location.

2. Ease of use for IT Project Delivery team members.

The document repository that is used for all IT Project Delivery projects is SharePoint.

When naming documents, use the structure: [Deliverable ID] [Project Abbreviation] [Doc Title].  An example is: SCOP005 PROJ Requirements Document.xlsx.  This tells the reader that this is a requirements document.  Note that versioning is handled automatically by SharePoint.  The date should appear as part of the file name only for the following document types.  ([Deliverable ID] [Project Abbreviation] [Doc Title] [YYYYMMDD]):

· Meeting Minutes (COMM001)

· Communication Messages (COMM004)

· Status Reports (COMM008 & COMM009)

· Weekly Task Lists (SCHD002)

NOTE:  For meeting minutes/agenda, please list the meeting title as the document title.  The date should be the date the meeting was held.

For a deliverable that will have multiple documents (i.e. use cases or test scripts), use the following naming convention: [Deliverable ID] Project Abbreviation] [Doc Title]  [Phase#_Sequence Number].  For example, for phase two of project “PROJ”:  QUAL028 PROJ Integration Test Script  P2 0001.  If your project is not broken down into multiple phases, use P1 for the Phase number.

Version control reflects ‘minor changes’ and ‘major changes’. 

· To create a new version, go through the directory to locate the current version.  Open the document and ‘Save As’ using the versioning guidelines specified below. 

· 1.n = Initial drafts, incremented from 1.0 to 1.1 to 1.2, etc. as new drafts are reviewed and created. All initial drafts start with ‘1.0’

· 2.n = Draft ready for or in the process of sign off review, incremented as above

· 3.n = Signed off draft. There is only one 3.0.  The 3.0 level is not incremented

· 4.n = Revisions to approved and/or final version of the document as required due to change requests only.  This version requires an additional signoff.  The 4.n level may be incremented. 

1.3) Project Directory Overview

The project directory structure serves multiple purposes. As the IT Project Delivery project repository for working documents it is the ‘go to’ place for project information and a key part of the document control strategy.  This section provides definitions and guidelines to support decision-making on ‘what goes where’. Please note that it is an IT Project Delivery objective that you file IT Project Delivery working documents in this directory at the end of each day to ensure enterprise information safe and secure.

All IT Project Delivery documents are currently being stored in SharePoint.  The IT Project Delivery SharePoint web site address is:  https://rpaprojects.uchicago.edu.   

1.4) IT Project Delivery Directory Structure and Use

The Project Manager will be responsible for establishing their directory structure for their project team.  At a minimum, the structure must be established by project phase.  Ideally, the next level would be by project discipline, which aligns to the methodology.  It is understood, based on the size of your project and the understanding of the methodology across the teams, that this may be difficult.  The project manager will then establish a sub-directory structure that makes the most sense for ease of use.  Regardless, key methodology deliverables must be easy to locate for Quality Review. 

1.5) Template Directory

To increase productivity, consistency, and quality, the project will utilize a wide array of document templates.  These templates are IT Project Delivery controlled items. All project templates are refined through daily usage and are subject to the same procedures as other artifacts.  They are available for reference (and inclusion into Word’s template folder for most documents) in the Methodology project sub-folders. Checklists are used in project activities such as inspections, reviews, and software builds.  All templates for use within the methodology are located in SharePoint in the Methodology 1.0 Document Library.  
1.6) Project Management Documents

The Project Management process streams align with the PMI processes. Metadata attached to each document indicates the Project Phase and the PM Discipline.  The PM Discipline that IT Project Delivery Team Members are most likely to use is Communications Management.  Documents in this discipline include such things as meeting agendas and minutes, contact lists, vacation schedules, etc.   The PM Disciplines are: 

· Change Mgmt (organization change management, training strategy and training plans)

· Communication Mgmt (internal team and external stakeholder communications)

· Cost Mgmt (budgeting and forecasting processes)

· Procurement Mgmt (not currently active; may be used later in project) 

· Quality Mgmt (ensuring the IT Project Delivery will satisfy the needs for which it was authorized; QA Reviews) 

· Resource Mgmt (resource allocation; skill development) 

· Issue-Risk Mgmt (issue tracking and quarterly risk review input/output) 

· Schedule Mgmt (MS project schedules; task sheets for the MS Project schedules) 

· Scope Mgmt (what has been approved for IT Project Delivery; scope change control documentation)

· Integration Mgmt (Use cases, bill payment, interfaces documentation) 

1.7) Workbook/Directory Examples

To assist the team in the proper placement of project deliverables, the PM will complete a deliverable called the Deliverable Alignment Matrix.  This document lists all the deliverables which are required throughout the project phase, a description of the deliverable as well as the appropriate directory folder placement.  This document will serve as your guide for proper deliverable placement. If you should have any questions about the directory structure, please do not hesitate to contact your PM.

1.8) Project Document Directory Path

Access to SharePoint will be required to view the library of documents. This access is available to anyone that has a CNET-ID. Once a CNET-ID is claimed, the user will need to request access to the IT Project Delivery directory by contacting Adrian Lazar, either through email, at alazar1@uchicago.edu or by calling him at 773-702-8189. 

2) Document Sign Off

Phase:  Plan and Analyze


The (Deliverable Name) document has been reviewed and found to be consistent with the specifications and/or documented project requirements. The signature below documents acceptance of this document and/or work product by the signing authority

	Organization:  University of Chicago________________       Contractor________________



	Approved by:

  Signature: ___________________________________________________________________

  Name: ______________________________________________________________________

	Title:  

	Date:


	Organization:  University of Chicago________________       Contractor________________



	Approved by:

  Signature: ___________________________________________________________________

  Name: ______________________________________________________________________

	Title:  

	Date:
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