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Executive Summary [Start a new page]

click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This one page letter to your client sponsor should include a short discussion of (1) the context or background of the system request, (2) the system objectives and constraints, and (3) the plan for meeting the objectives, as well as a concluding statement about the likelihood of meeting the objectives as defined by the client or identified by the project team. Like all sections, this part of the report will vary depending on the type of project involved. Be sure to CC your MIS 374 professors. Include all major items your client should know about your project.

Professors’ Eyes Only [If used, start new page for Professor’s Eyes Only section]

click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Optional.  This section should be used only if there is information you wish to communicate to the professors but do not wish to communicate to the client. For example, discussions about internal political issues or difficult client situations which might be inappropriate to raise with the client, but could have a major bearing on your project grade, Under no circumstances should this section be included in documents submitted to the client. Include ANY exceptions you discussed with your profs, since they may not remember a past conversation or email.
[bookmark: _Toc285374511][bookmark: _Toc285374512][bookmark: _Toc285374513][bookmark: _Toc285374514][bookmark: _Toc285374515][bookmark: _Toc285374516][bookmark: _Toc285374517][bookmark: _Toc532184001][bookmark: _Toc285374518][bookmark: _Toc304547844][bookmark: _Toc304550198]Organization Background [Start a new page for Organizational Background documents.]
[bookmark: _Toc304550199][bookmark: _Toc285374519][bookmark: _Toc304547845]ClientName
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This section identifies organization structure broadly, pinpoints part of the organization that the proposed system affects; notes any goals, changes, or other information about the organization that is particularly relevant in the systems context. For example, “The organizational goal of the City of Austin’s Learning Center is to increase the work-related skills of city employees. The Center’s budget is reviewed annually; continued funding is based on acceptable performance. Our client tracking system will help in the budget review process, since the number of clients served by the Center and their performance are the key measures in the funding review.” 
[bookmark: _Toc285374520][bookmark: _Toc304547846][bookmark: _Toc304550200]ClientName Organization Chart
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Chart should show the organizational roles of the clients you are working with. (This might not be the whole organization.) In some cases, an enterprise-wide chart should be provided along with a chart of one or more divisions affected by the proposed system. The table of contents therefore might include several entries, one for each chart.
[bookmark: _Toc285374521][bookmark: _Toc304547847][bookmark: _Toc304550201]Stakeholders Table for SystemName 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This section clearly defines all parties involved and their expected contributions. Insert your table here following the format provided on the web schedule for Class Day 2 and on the Resources webpage.  
[bookmark: _Toc285374524][bookmark: _Toc304547849][bookmark: _Toc304550202]Organization Impact for SystemName 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This section clearly defines the impact of the system and benefits to areas of strategy, management, and operations. Insert your table here following the format provided on the web schedule for Class Day 7 and on the Resources webpage.  
[bookmark: _Toc285374613][bookmark: _Toc304547850][bookmark: _Toc304550203]SystemName System Overview [Start a new page for System Overview documents.]
[bookmark: _Toc285374614][bookmark: _Toc285374615][bookmark: _Toc285374616][bookmark: _Toc285374617][bookmark: _Toc285374618][bookmark: _Toc285374619][bookmark: _Toc285374620][bookmark: _Toc285374621][bookmark: _Toc285374622][bookmark: _Toc285374623][bookmark: _Toc285374624][bookmark: _Toc304547851][bookmark: _Toc304550204]Strategy Discussion 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Summarize techniques, forms, and diagrams that follow, explaining their relevance to your project plan. This is similar to the executive summary, but focuses on key project issues. This is a deeper explanation of what management needs to consider from the work you have done.
[bookmark: _Toc285374625][bookmark: _Toc304547852][bookmark: _Toc304550205]Root Cause Analysis
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This section should comprehensively address all issues and concerns of project implementation down to the basic symptoms driving need.Insert your table here following the format provided on the web schedule for Class Day 3 and on the Resources webpage.  
[bookmark: _Toc304547853][bookmark: _Toc304550206]Functional Requirements Priority Table 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This section should address system functional objectives and high, medium, low priorities. Insert your table here following the format provided on the Client Project web page and the Resources webpage for this section of your Charter.  
[bookmark: _Toc304547854][bookmark: _Toc304550207]Non-functional Requirements
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This section should address Maintainability, Portability, Scalability, Security objectives of system implementation and justify priority ranking decisions. Insert your table here following the format provided on the web schedule for Class Day 7 and on the Resources webpage.  
[bookmark: _Toc285374680][bookmark: _Toc285374696][bookmark: _Toc304547855][bookmark: _Toc304550208]Project Risk Evaluation & Risk Reduction Strategies 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Insert aProject Risk Evaluation table and a Risk Reduction Strategies table following the format for each provided on the web schedule for Class Day 8 and on the Resources webpage.  
[bookmark: _Toc285374697][bookmark: _Toc285374698][bookmark: _Toc285374699][bookmark: _Toc285374700][bookmark: _Toc285374701][bookmark: _Toc304547856][bookmark: _Toc304550209]Return on Investment Analysis
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Develop a cost/benefit similar to the one presented in class. You must collect at least five years of data for the costs and benefits. Show the development and operational costs. Calculate the ROI. Include intangible benefits. See examples and use the template provided on the Resources web page.  
[bookmark: _Toc285374702][bookmark: _Toc304547857][bookmark: _Toc304550210]System Diagrams 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: At least five diagrams – not “types” of diagrams, just diagrams – are required to receive an “A” on the analysis portion of your Delivery #1 grade. Briefly discuss what diagrams follow here. Diagrams may address either the existing system, the proposed system or both, depending on your professional judgment of the best way to analyze the client project. Each diagram should be clearly labeled whether it applies to the existing or proposed system. Some types of diagrams you may want to consider include:
· Context Diagrams 
· Data Flow Diagrams 
· Entity-Relationship Diagrams 
· System Overview 
· Web Flow Diagrams/Wire-frame Prototypes/Menu Hierarchies/Site Maps 
· Use Case Diagrams 
[bookmark: _Toc285374703][bookmark: _Toc285374704][bookmark: _Toc285374705][bookmark: _Toc285374706][bookmark: _Toc304547858][bookmark: _Toc304550211]System Evaluation Table 
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Briefly describe and include an evaluation table of alternatives to help determine project requirements. Be sure to clearly indicate what alternative the client chose. (At least one table is required.) An Evaluation table like those on the Resources web page should be discussed with your client no later than the 2nd or 3rd meeting to help determine scope, functionality and focus IF this will help define scope. Evaluation tables may be used to aid decisions for web tools, web hosts, or other client choices. 

[bookmark: _Toc285374707][bookmark: _Toc304547859][bookmark: _Toc304550212]SystemName Planning [Start a new page for System Planning documents.]
[bookmark: _Toc285374708][bookmark: _Toc285374709][bookmark: _Toc304547860][bookmark: _Toc304550213]Planning Summary
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: The Planning Summary is a text summary of your plan, including overall strategy decisions like team role assignments and project phases. This is a summary document, like the executive summary, focused strictly on your project planning.
[bookmark: _Toc285374710][bookmark: _Toc304547861][bookmark: _Toc304550214]Major Milestones
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: See class notes & web examples. List Major Milestones with target beginning and ending dates.
[bookmark: _Toc285374711][bookmark: _Toc304547862][bookmark: _Toc304550215]Network Diagram
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: This overview graphic must match the Major Milestones List and the Gantt chart, showing your phases, connected with arrows (no “floating tasks”). Must clearly show simultaneous phases. This “poster view” may be one letter or legal size page or a two pages taped together.
[bookmark: _Toc285374712][bookmark: _Toc304547863][bookmark: _Toc304550216]Gantt Chart (turned in as a separate delivery)
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: The Gantt chart you turn in should include at least 100 detailed activities. Create a work breakdown structure (clear simultaneous phases with A-D-C-R loops) for the project; assign team members, and estimate times and dates for each activity. Make sure you include ALL testing activities for each phase (not just at the end of the project). Include “code complete,” Delivery 2 and Delivery 4 dates. The chart should indicate what work has actually been accomplished (progress may be marked by hand or using MS Project features), what activities are still in progress, and what activities have exceeded their original deadlines.
[bookmark: _Toc285374713][bookmark: _Toc304547864][bookmark: _Toc304550217]Appendices [Start a new page for Appendix documents.]
[bookmark: _Toc285374714][bookmark: _Toc304550218][bookmark: _Toc285374716]Hardware and Software Environments
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Describe your software tools and hardware environment for both your sandbox and production environments. If these are the same, then use clear headers and a statement that they are the same. If these environments are not the same, explain your testing for compatibility of your sandbox work with your production environment.  (Read Section 3.6 of the Project Charter Guidelines for a longer explanation of the sandbox requirement. See the Client Project and Resources web pages for examples of this Charter section.)
[bookmark: _Toc304547866][bookmark: _Toc304550219]Coding and I/O Standards
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Templates (or CSS or themes) required for this section. Standards may be a copy of the standards supplied by your client. All projects must include I/O standards with sample web pages showing colors and logos that are part of the I/O standards. Coding standards may not apply to commercial off-the-shelf software implementations, but they do apply to any project that includes coding for Open Source Solutions (e.g. PHP customizing). 
[bookmark: _Toc285374719][bookmark: _Toc304547867][bookmark: _Toc304550220][bookmark: _Toc285374717]Sample Input/output Documents/Sample Data from Client
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Copies of sample input/output documents provided by your client and any prototype documents you have created or obtained from the client. (These may be added or updated at the Project Charter presentation). Also, proposed system printouts may be part of the System Overview section of your report rather than in the appendices (this will depend on your project.) Screen captures of existing web sites may be included if part of research for the client. Any of these items may be in the System Overview section instead.
[bookmark: _Toc285374720][bookmark: _Toc304547868][bookmark: _Toc304550221]Prototypes
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Prototype/screen-shots are required, including projects with open source software and purchased software, as well as custom development. Your database design should be complete. (Read Section 2.3 of the Project Charter Guidelines for more details this requirement.)
[bookmark: _Toc304547869][bookmark: _Toc304550222]Meeting Agendas
[bookmark: _Toc304547870][bookmark: _Toc304550223]Client Meeting Agendas
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Include copies for each meeting with page numbers for attendees to follow. Include User Surveys here or in the System Overview section of your Charter.
[bookmark: _Toc285374718][bookmark: _Toc304547871][bookmark: _Toc304550224]Team Meeting Agendas
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Include copies for each meeting. Make sure meeting objectives are on agendas. See Section 3 of the Project Charter Guidelines on client and team management requirements.
[bookmark: _Toc304547872][bookmark: _Toc304550225]Client Meeting Summaries
click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Include summarization e-mail/team recap meeting discussion summary for each client meeting here. 
[bookmark: _Toc304547873][bookmark: _Toc304550226]Distribution of Work
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click here to start typing; DELETE GRAY INSTRUCTIONS BEFORE PRINT: Insert a table in the format below as the second page of the delivery, immediately after the title page. It should be signed or initialed in ink (not typed) by the preparer and each reviewer. Deliverables include software development assignments, researching hosting sites and other key tasks for the project—not just document pages.



In combination with the peer evaluation, the distribution of work helps insure full participation by all team members as well as adequate review of each document in the delivery. All team members must participate in project and thus must appear on the Distribution of Work page. 
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