IMPORTANT!!!!

ABOUT THIS REPORT TEMPLATE

PURPOSE OF TEMPLATE

This document serves as a template for a scope definition  phase final report. It offers the instructor the advantage of ensuring appropriate and consistent content and structure for their student report. The authors have learned that many students benefit greatly by receiving and studying this report template prior to actually completing the survey phase interview.  The students felt it helped them to understand the information they needed to obtain from the users – thus, helping to formulate their questions.

PURPOSE OF REPORT

The scope definition phase typically involves conducting a single interview and then following that interview up with a formal written report that is written to the key/sponsoring users. The report is typically completed within a day or two of that interview. It’s intent is to confirm to the user what the analyst(s) learned in that interview – thus, confirming their understanding of the direction of the project. It also serves the purpose of allowing the analyst to communicate the approach they will be using on the project. The user is generally given a couple days to review the report and clarify any of the analyst’s misunderstandings about the project. In essence, this report represents the “project charter” –  becoming an internal contract for the project, should the project continue to the next phase.

While the report template has several sections and many pre-written sentences and paragraph, the students should be encouraged to take appropriate liberties at modifying the report to accommodate the uniqueness of their project.  

IMPORTANT TEMPLATE FEATURES

This report includes suggestions and directions on how the student should complete the report. These suggestions/directions appear in the report template as text that is formatted as “hidden text”.  Hidden text can only be viewed by toggling the “View Hidden Text” on. This can be done in WORD by selecting Tools, Options, and then toggling the Hidden Text option. Thus, the student can read instructions on how to complete a section, subsequently turn off the instructions and begin writing that section. When a student wants to print their report, they have a choice of printing the report with or without the hidden text. They make this choice when they select File, Print, and then Print Options.

This template has been formatted for double spacing. Instructors may want student reports submitted in double-space format to allow more space for making grading comments. However, it is highly recommended that any final printed report that is to be given to the user first be formatted for single spacing.

Students must be take responsibility to proof spelling, page breaks, page numbering, formatting and alignment, and other report quality issues.

Finally, students should understand that this report is to be written TO THE USER(S)….not about the users, nor is it written to the Instructor. Thus, check to ensure that the report is written to the correct audience. Also, be sure that if you are assigned to a team the report accurately reflects this fact (i.e. change “I” to “We”).

GOOD LUCK!

Project Charter
For

<insert the Project Name or Nickname, for example: Soundstage Entertainment Club Customer Services System>
By

<insert Author(s) Name >
<The Project Charter presents the findings of the survey phase of the system development life cycle to the users of the system being studied.  It is usually prepared after a single interview with the key user contact.  Each section of this report should present your initial evaluation of the current system.>

PURPOSE
This Project Charter presents the preliminary findings of my investigation into the feasibility of your project to  <insert a statement that describes your project or system>.  This report also outlines my proposal of the procedures and schedule to be followed during this project. If you find any discrepancies or misconceptions, please bring them to my immediate attention.

PRELIMINARY FINDINGS AND ANALYSIS

<Typically, this section and its subsections should collectively total approximately 3-5 pages in length. It is divided into three different subsections: Problem Description, Project Environment, and Preliminary Solutions and Ideas. Tell all that you know at this time. As you proceed to complete this report, only include facts obtained from the interview. If there is a section for which you did not obtain the necessary information during the interview to be able to complete, don’t lie or pretend, simply state it is unknown at this time!>
After a brief, preliminary investigation of the system being studied, I offer the following observations and initial analysis. <Complete the introduction to this section by giving an overview (a sentence or two) of the preliminary findings to clear the way for a more detailed and thorough analysis discussion in the following subsections. Keep it short. >
Project Description
This section of the report describes the history that led to this project and the proposed project scope.

History Leading to this Project Proposal.   <Note: this is a 3rd level heading. Thus, begin your sentence on immediately following the section heading. This subsection should include a brief history of the current system, its users, and what led to this project. The key word here is HISTORY. Describe the history of the system. How did the current system come about? How well did it fulfill the clients needs?  Over time, did anything take place (growth, government regulations, etc...) that caused the system to become obsolete or ineffective - subsequently leading to the submission of the project request?>
Scope of this Project.  In the coming weeks, I will be carefully analyzing the project’s scope to define a reasonable target and schedule. In the meantime, my preliminary definition is as follows:  <This subsection should contain a detailed definition of the scope of this project.  What specific part of the business are you studying? For example, “This project is to address the Customer Services area of XYZ Corporation.” (Note that if after analyzing the scope of the project, it was determined that the scope of the project should be revised (i.e. reduced or expanded), you should state so here in this subsection of the report. In doing so, be sure to state the basis for revising the scope and follow that up with your recommendation – Remember: If reducing the scope, the new scope should be the area(s) that are high priority areas>
The project will address the following business functions: <In this paragraph, you may describe what you perceive to be subsystems within the business area that is the focus of this project. For example, you might list the four functional areas that make up XYZ Corporation’s Customer Services - such as Order Entry, Order Follow-up, Reclass/Returns, and Special Orders. List each subsystem/area and provide a brief description of what each area is responsible for doing (note: do not describe “how” the area operates…simply what the area is responsible for doing). In some cases you may not be able to easily identify and describe subareas/subsystems within your project’s business area. In those cases, you should simply provide an expanded description of the business area. It is suggested that the description be in the form of a list, such as a list with brief descriptions of the primary (mainline) transactions or inputs, data storage, and outputs requirements of the system.>
1.
<item one – followed by brief description>

Project Environment
This section of the survey describes the project environment in terms of project participants, problems and opportunities to be addressed, and project constraints that will or may limit eventual solutions. Figure 1 represents a context diagram of the current system. <Complete this paragraph with a brief narrative description or walkthrough of Figure 1. This figure can be any type of diagram you wish…providing that the diagram effectively communicates the scope and context of your project. . Later in the semester you will learn about modeling tools that are particularly effective for communicating the scope of a project. You are free to use any available drawing package. All figures in this report should appear on the page (following the referencing paragraph) that first references the figure –OR- by itself on the page that follows the referencing page. DON’T FORGET THE NARRATIVE.>
Project Participants.   To date, I have identified the following list of participants for this project. Please inform me of any potential omissions. <Make every attempt to get the client's name and title correct. If you are working on an actual “live” project, it is suggested that your list also include the phone numbers and office locations of the individuals or departments.>
1.
Management - Direct Users or Managers of the System

a.
<name>

<title>
<Repeat the above list pattern for all management users who are direct users of the system. Next (in item #2 below), list all non-management participants. Non-management participants include clerks, secretaries, office help, administrative assistants, any anybody else who works within the system being studied.>
2.
Non-Management - Direct Users of the System

a.
<name>

<title>
<Repeat the above list pattern for all non-management users who are direct users of the system. Next, list the names of people or departments who may be affected by or interested in the system that will be studied and/or modified.>
3.
Other People or Departments Affected by, Interested in, or Interfacing to the System

a.
<name>

<title>
<Repeat the above list pattern for all people or departments who are affected by the system.>
Problems and Opportunities.   I have compiled the following list of problems and opportunities to be addressed in the project.  The list is not final. In the coming weeks, I will modify the list and provide you with a detailed analysis of problems, opportunities, and solutions. At any time during this project, you should feel free to add to, subtract from, or expand upon this preliminary list. <List, in sentence format, the problems and opportunities that the “users” identified and want the project to address.>
1. <sentence description of user identified problem or opportunity #1.>

Project Constraints.   Project constraints are limitations, good or bad, that will or may constrain any solutions that I might propose. Constraints can be technical, monetary, time, or political. To date, I have identified the following preliminary list:  <List any constraints or limitations that may restrict the “solutions” proposed later in the project. This may include policies, government restrictions, business restrictions, hardware/software, budget, timing, deadlines, and personnel.>
1.
<sentence description of constraint or limitation #1>
Preliminary Solutions and Ideas
My project approach will eventually examine numerous alternative system solutions, and it would be premature to commit to any solution at this time. However, it is never too early to begin brainstorming and cataloging ideas.

Client's perceptions of what they want or expect. It is my understanding that you envision a new or improved systems that:.< Without presenting your ideas and opinions, describe what you perceive as the users expectations as improvements for their system.  While often times a user has a preconceived solution in mind, often times they simply want their problems solved. In either case, you need to acknowledge upfront that you understand what they be expecting out of this project. For example, if a user envisions a new system using barcode scanners to capture their transactions….you need to know that upfront because they will be expecting you to at least consider such a technology solution. >.
The analyst’s perceptions of possible solutions and ideas. <Consider the section above and "brainstorm" ways to solve the problems and realize the opportunities that exist within the system being studied. It is important to emphasize at the beginning of this paragraph that this is just a "brainstormed" list of possible solutions, not a permanent listing>

<Do not worry about the sensibility or feasibility of the "brainstormed" solutions. The range of solutions for most projects covers from making no changes, to making changes to manual methods and procedures, to buying software and hardware, to building a software system in-house.>
PROPOSAL
<Typically this section and its subsections should collectively total approximately 3 - 5 pages consisting of text and accompanying GANTT charts. You should refer to Module A: Project and Process Management Techniques for an overview on how to develop GANTT charts>
I propose to <type a brief one or two sentence statement or proposal that covers the scope of your intentions, whether it be analysis and design or a complete systems development project. Careful! You are not proposing a “solution”. Rather, you are simply proposing an approach and schedule.> This section of the report outlines my proposal.

Project Schedule Overview

The following overall project approach and schedule is proposed.  <Insert a high-level framework for the project schedule. Use a list format to identify the life cycle activities (ie. Analysis, design, etc.). Include estimated start and completion dates, and a brief description of each activity (refer to Chapter 3). Try to be as brief as possible (e.g. one or two sentence descriptions of these activities). Make sure that your description is “understandable” from a user’s standpoint - avoid computer jargon.  Follow the list up with a figure. The figure should be a GANTT chart (see  Module A in textbook) that visually depicts the schedule and overlap of the project activities. >
Detailed Schedule for <insert the phase name here-->
The next phase of the project will be a detailed study and analysis of your current business system.  The activities are depicted as follows:  <Create a detailed GANTT chart depicting the activities that makeup the next phase that you will be completing – the Study phase. Be sure that the overall start and completion dates are consistent with the date range given for this phase on the GANTT Chart reference in the previous overview section.>  
<Follow the figure with a transitional paragraph that is then followed up by a  list of brief descriptions of the  activities that make up the study phase (see Chapter 4 for description of study phase activities).>
Analyst History and Qualifications

1. <name>
<phone>
<qualifications>
< Provide an introductory paragraph followed by your credentials. Please, do not list false qualifications.>
Project Budget

This section of the report covers the estimated costs for this project.  It should be emphasized that these figures represent mere estimates, estimates that are based on a minimal background information.  These estimates will continually be revised as the project progresses.

Project Costs.  The budget for this project will consider the following costs: <List the phases you discussed in the section covering the overview schedule for the project..  For each phase except support, identify the estimated time and cost. Be sure to indicate that these are only estimates. That project cost estimates will be revised as the project continues and costs become known. For support, simply indicate that the estimated costs are "to be determined.">
CONCLUSION
<This section of the report should be approximately 1 paragraph.  Insert a closing paragraph that summarizes the report and provides transition into the detailed study and analysis phase.  It is recommended that an optimistic, eager tone be established in the closing.>
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