GIS Project Management Process

Project BIA & Initiation Estimating Step-Action Table


	Ref#
	Step
	Description
	Who performs
	Inputs
	Outputs

	1
	Complete Project Request Information 
	The project request information is filled out in the Project Request Estimate template.  This information includes the project scope, business need, high-level business requirements and project deliverables. 
	· GIS Business Development Manager (BDM) *

· Requestor
	· Requestors view of the need
	· Completed Project Request Information section of the Project Request Estimate template 

	2
	Determine if BIA is needed
	If the proposed project suggests a new application or system, or a significant change to an existing application or system, a Business Impact Analysis (BIA) must be completed.  If a BIA is not needed, skip to Step# 7.
	· GIS BDM *
· GIS Business Continuity Planning (BC Planner) *
	· Project Request Information
	· BIA Decision

· No BIA Required signoff (if no BIA is needed)

	3
	Identify Business/ Application/ System SME and schedule BIA interviews
	If the proposed project is submitted by the business, business subject matter experts (SMEs) must be interviewed.   If the proposed project is submitted by GIS, application/system subject matter experts (SMEs) must be interviewed.
	· GIS BDM *
	· Project Request Information
· BIA Decision

· Affected Business/Application/System Contacts
	· Scheduled BIA interviews

	4
	Conduct BIA interviews
	The identified Business/Application/System SMEs are interviewed to determine the impact to the Business/GIS Infrastructure if the proposed system was down (unavailable).
	· GIS BDM *
· GIS BC Planner *
· Identified Business/ Application/ System SMEs
	· Project Request Information
· BIA survey template

· Interview schedule
	· Completed BIA surveys

	5
	Create BIA summary report and send to BDM for signoff
	The BIA surveys are compiled and summarized in to the BIA summary report.  This report includes interview contacts, BIA Matrix Ranking, downtime impacts, key points and recommendations.  Once the summary is completed, it is sent to the GIS BDM for signoff.
	· GIS BC Planner
	· Completed BIA surveys
· BIA summary report template
	· Completed BIA summary report

	6
	Signoff on BIA summary report
	Both the GIS BDM and BC Planner have to signoff on the BIA summary report.  If the GIS BDM does not agree with the report, he/she works with the BC Planner to modify the summary report.
	· GIS BDM *
· GIS BC Planner
	· Completed BIA summary report
	· Finalized BIA summary report

· Electronic signoff on the BIA summary report

	7
	Send Project Request Estimate & BIA summary report (or No BIA Required signoff) to PMO
	This step initiates the GIS initial estimating process. The GIS BDM sends the initial project documentation to the PMO. (GIS PMO saved the documents in the appropriate PMO file structure).
	· GIS Business Development Manager (BDM) *
· GIS PMO
	· Project Request Estimate document with Project Request Information completed
· BIA summary report (or No BIA Required signoff)
	· Request Received (Documents stored in appropriate PMO file structure)

	8
	Assign project manager
	A project manager needs to be assigned to lead the estimating effort.
	· GIS PMO *
	· Project Request Estimate document
· GIS Resource Plans
	· Project Manager Assigned

	9
	Validate scope and high-level requirements
	This step includes a review of the business problem and high level requirements which may need to be refined to provide enough information to complete the initial estimating effort.
	· Project Manager *
· GIS BDM
	· Project Request Estimate document

· BIA summary report (or No BIA Required signoff) 
	· Meeting Minutes
· Refined Project Request Information 

	10
	Determine estimate approach
	The purpose of this step is to select the most appropriate method of developing the initial project estimate.
	· Project Manager *

· Estimating SME
	· Project Request Estimate document

· BIA summary report (or No BIA Required signoff) 
· Estimating approaches
	· Selected Estimating Approach

	11
	Identify estimating team members
	At this point, the project manager needs to identify and schedule the team to perform the initial estimating effort.  Team members will consist of GIS and may include business resources.
	· Project Manager *
· GIS BDM
· GIS Technical Delivery Managers (TDMs)
· Architecture Lead
	· Estimating Approach
· GIS Resource Plans
· Project Request Estimate document
	· Estimating Team

	12
	Develop initial project estimate
	The estimating team performs the estimating effort and completes the initial project estimate template.  The initial estimate includes time and cost estimates, confidence range, assumptions and constraints, risks.
	· Project Manager *
· Estimating Team (includes technical experts, GIS architects and business reps)
· GIS BDM
	· Project Request Estimate document (partially completed)
· BIA summary report (or No BIA Required signoff)
· Initial Estimate Resource/Cost Plan template

	· Completed Project Request Estimate document (including known on-going costs)
· Completed Initial Estimate Resource/Cost Plan

	13
	Review the initial estimate
	This is a GIS review and conceptual approval of the completed estimate template.
	· Project Manager *
· GIS BDM

· GIS TDMs

· GIS PMO
· GIS Architects 
	· Completed Project Request Estimate document 

· Completed Initial Estimate Resource/Cost Plan
· BIA summary report (or No BIA Required signoff)
	· Approval of Initial Estimate.

	14
	Update the business case with the GIS estimate.
	This is where the business case is updated to reflect the GIS estimate.   
	· GIS BDM *
	· Business Case

· Completed Project Request Estimate document (including known on-going costs)
· Completed Initial Estimate Resource/Cost Plan

· BIA summary report (or No BIA Required signoff)
	· Updated Business Case 


* Denotes Primary Responsibility
Owner:  PMO
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