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Roles and responsibilities
	Role
	Responsibilities

	Sponsor

Fran Muskopf
	· Approve scope, schedule or budget changes

· Resolve issues that the project team does not have authority to resolve such as cross divisional issues
· Ensure participation and communicate issues of non-participation to Executive Management

· Ensure project manager participation

· Assist Project Manager in risk mitigation and developing contingency plans for high impact/high probability risks  

	TRM Manager

Bill Norris
	· Purchase and schedule Verdiem server installation
· Document and communicate issues or concerns to project manager and technical staff

	TRM Staff

David Lee
Oz Gannie

Shane Comer

Vernon Taylor
	· Install Verdiem client software, install server software with Verdiem engineer assistance

· Configure and modify server software to monitor computers per Verdiem recommendation

· Compile and publish energy report per DIS requested format

· Identify, document and communicate to the project manager: technical issues, alternatives and estimates to issues
· Document and communicate task status to project manager
· Implement approved change requests

	Project Manager

Jim Blum 
	· Facilitate and track communication between all project participants

· Provide additional communication for non-project staff when requested

· Facilitate meetings for project participants 
· Develop project schedule and project plan

· Manage project schedule and plan
· Identify and track all project issues and communicate according to the communication plan

· Escalate issues to the sponsor that the project team cannot resolve

· Identify changes that may negatively affect the project scope, schedule or budget and process according to the change management plan


	PRC 
Cindy Lindley
	· Conduct lessons learned and post implementation review
· Review and comment on project artifacts as required

	Communications Office

TBD
	· Provide message content guidance 
· Provide message approval

	External Stakeholders

DIS, GMAP, TBD
	· Communicate project needs to business area experts

· Communicate power savings data provided by the TR Manager 


Communication Matrix

It is essential for the project to distribute appropriate information in an appropriate format at the appropriate times to the appropriate stakeholders. The Communication Matrix below identifies a role for each stakeholder and specifies the type of information, format and frequency of distribution for each role.  The project will use both formal and informal methods for distributing information as appropriate.

	What
	Freq
	Method
	Sponsors
	Business Team
	PM
	Project Staff
	App Owner
	PMO

	Charter
	Once
	FC
	App
	Rev
	R
	Info, Con, Com, Part, Rev
	App
	Info, Rev

	Project Plan
	Once
	FC
	App
	Rev
	R
	Info, Con, Com, Part, Rev
	Info
	Info, Rev

	Project Schedule
	Monthly
	EM
	Rev
	Part
	R
	Info, Con, Com, Part, Rev
	Req
	Info

	Status Reports
	Weekly
	MT/EM
	Info
	Req
	R&App
	Part
	Req
	Req

	Issue Log
	Req
	MT/EM
	Info
	Part
	R
	Part
	Req
	Req

	Scope Change Management
	Req
	EM
	Info
	Part, Con, App
	R
	Part
	Info
	Info

	Lessons Learned
	Once
	MT
	Part
	Part, Rev
	Part
	Part
	Req
	R

	Post Implementation Review
	Once
	MT
	Part
	Info
	Part
	Info
	Req
	R

	Who
	Method 
	Key

	Sponsor = Executive Sponsor / Project Sponsor

Business Team = Business Team

Bus. Owner = Business / Application Owner

PM = Project Manager

Project Staff = Project Technical Staff

PMO = Project Management Office

App Owner = Application Owner
	EM = Email

FC = Formal Communication /

         Sign-off

Hard = Printed Documents

IC = Information Communication

MT = Meetings

Soft = Electronic Documentation


	R = Responsible for  

      Generating

App = Approve

Con = Consult

Com = Comment

Info = Informed

N/A = Not Applicable

Part = Active Participation

Req = As Requested

Rev = Review


Change Management
A formal change management process will record the validated requirements and track change requests.  The Project Manager will be responsible for advising the Project Sponsors when these requested changes might negatively affect the project schedule or budget.  The Project Manager and Project Sponsors must reach agreement and sign off on change requests.  The changes will be reflected in the project baseline and risk assessment.  The Change Request Template will be stored in the project repository.  The approved changes will be communicated according to the communication matrix.
CHANGE CONTROL & AUTHORIZATION
	PART I (completed by team member)
	Change Control Number:
	      

	Description of Change:  



	

	Reason Change is needed: 



	

	Requested By:
	
	Requested Date
	

	Project Mgr. Rec:  
	Business Mgr Rec:  

	PART II (To be completed by VPMS staff or contractor responsible for change)

	Impact on overall system:

	

	Impact on system schedule:

	_____________________________________________________________________

	Cost Estimates:
	Hours
	_______
	# of Personnel
	______
	Cost
	_________

	PART III (DOH approving authority)

	Project Sponsor (name and signature) 
	 Approval Date ____/___/____

	Project Director (name and signature)
	Approval Date ____/___/____

	Project Technical Lead (name and signature)
	Approval Date ____/___/____


