Automated Service Kiosk

Management Plan

1.0 Program Identification

This Program Management Plan (PMP) is for the Automated Service Kiosk (ASK).  The program will deliver the ASK hardware, software and documentation for the Automated Service Kiosk.  The Computer Productivity Initiative group is responsible for the integration, acceptance testing and training of the Total Computing Environment.

1.1 Program Management Overview

Execution of the Program will be performed in accordance with the processes defined by the set of planning documents.  These documents include Program Management Plan*, Development Plan, Evaluation Plan, Marketing Plan, Scheduling Plan, Organizational Plan, Financial Plan and Risk Management Plan (see Figure 1).  The responsibilities of the Program Team, the capabilities of the system, and the Program deliverables are detailed under the contractual provisions, as well as the Automated Service Kiosk group’s technical, management, and cost proposals.

This Program Management Plan describes the management philosophy, program organization, schedule, and major milestones that serve as the guide for execution of the Program.  The PMP also provides the customer and the quality team with the information they need to monitor and evaluate the progress of the effort.  This plan provides the following pertinent information:

· Corporate Organization

· Program Team Organization With Areas of Responsibility

· Work Breakdown Structure

· Program Planning

· Progress Reporting and Team Management

· Detailed Program Schedule and Milestones

The Program Management Plan provides guidance for the content and execution of the following plans:

· Risk Management

· Financial

· Evaluation 

· Development

1.2 Corporate Structure

The entirety of the Computer Productivity Initiative supports the Automated Service Kiosk Program.  The Computer Productivity Initiative was started in 1995 by Old Dominion University under a grant by the National Science Foundation to give Computer Science students the opportunity to develop solutions to real world problems. Students would utilize the knowledge that they had gained in their undergraduate Computer Science program.  The following is the Computer Productivity Initiative Automated Service Kiosk Corporate Organizational Structure:

· Old Dominion University.

· General Manager, Computer Productivity Initiative.

· Automated Service Kiosk Program Office.  Automated Service Kiosk Program Office will execute the program and provide day-to-day senior management supervision, management, engineering, and administrative resources necessary to manage and administer the Automated Service Kiosk program.

1.3 Management Approach

The Automated Service Kiosk group’s management goal is to work closely with the customer to fully understand the system requirements and field a system that meets those requirements.  The management approach to executing contracts at ASK is based on the philosophy that successful Programs are delivered by goal-oriented teams.  A Program Manager (PM) will lead the Automated Service Kiosk team.  The PM is responsible for all planning, programmatic, technical and financial aspects of the Program.  The PM is the primary Point of Contact (POC) for the customer.  The primary duties include supervision of all planning, scheduling, financial, and technical activities, and customer liaison.  The PM is responsible for all Program-related decisions and commitments with approval, as required from the Corporate Management Team.

A key element of the Automated Service Kiosk group’s program management approach is to be directly involved with the customer in every step of the process.  The ASK team encourages the customer to retain an active role in monitoring the program effort from proof of concept, to critical design, and continuing into production and the out years.  The customer is encouraged to discuss technical details directly with members of the Program team, provide planning and schedule recommendations, and assist in resolution of technical and programmatic issues.  In order to facilitate customer involvement, the ASK group will provide access to program information including, but not limited to:

· Program Plan and Schedules

· Program Status

· Profit

· Formal Review Material

· System Drawings and Documentation

1.4 Program Team

The Program Team is committed to provide the best value by delivering real world solutions utilizing advanced easy-to-use, low risk solutions at the lowest cost.  This commitment is attainable because it is based on the re-use of existing technology that is field proven.  Through strategic teaming and an extensive system selection process, the Computer Productivity Initiative has assembled a cohesive Program Team that is experienced with the implementation of each component that will comprise the Automated Service Kiosk Total Ship Computing Environment.

Project Manager.  Overall management responsibility for the ASK is assigned to a Project Manager who is responsible for planning and coordination of the day-to-day aspects of the program.  He is responsible for making sure the tasks are evenly distributed and that each of the team members is playing a vital role in the main project goal.   His principal assistants are:

· Documentation Specialist.  The DS provides overall direction for the documentation that is required for the ASK.  The DS will ensure that everyone on the team has met the required documentation specifications, and that each person is aware of the tasks he/she has been assigned.

· Financial Specialist.  The FS works in coordination with the rest of the team to devise a specific and schedule based budget plan, that will be reviewed by each of the team members and approved by both the PM and the customer.

· Hardware Specialist.  The HS is responsible for making sure the team has full and complete knowledge of all the technical aspects of the problem’s solution.  The HS researches what technology is available and what technologies are feasible to work with.  The HS will also work in parallel as a liaison to outside sources that will offer insight into those areas that team members do not have relevant knowledge.

· Software Specialist.  The SS is responsible for managing the creation of the major functional software components in the ASK program.  He will ensure that each component meets the specification requirements.  He is responsible for the development of system specifications, system design documents, interface documents, test plans, and procedures. 

· Marketing Specialist.  The MS is responsible for developing a marketing plan which includes the specification of an initial target market.  The MS is responsible for the development of an in-depth plan on how to advertise and sell the ASK program to the specified target market.

· Web Master.  The WM is responsible for the creation and maintenance of a product website which will include the display of all relevant documents and presentations. The WM will update the website on a weekly basis as new documents and milestones are reached.

1.5 Program Duration

The Automated Service Kiosk program is a project that is planned to span exactly 1148 working days.  The program is divided into four phases.  Phase 0 is conception of the project and will last 74 working days.  Phase 1 is Proof of Concept where a lab prototype will be built along with the creation of several documents including a user’s manual.  Phase 1 will last for 103 working days.  Phase 2 is the Critical Design phase, where the program will develop and prepare the Automated Service Kiosk for the final phase.  Phase 2 will last 522 working days.  Phase 3 is considered to consist of producing a final product for sell to the target market.  While Phase 3 will last 438 working days, it is understood that Phase 3 is production and out years which means the program will review its current state and plan for the future implementations and support.        

2.0 Work Breakdown Structure

The program Work Breakdown Structure (WBS) reflects the budgeted cost versus resources required to complete each task.  The WBS phase numbers are integrated as part of the master program schedule.  Assuming the funding of SBIR, the budget is carefully planned out against the set deadlines set by SBIR proposal guidelines. The budgets are created by the Financial Planner, reviewed by the ASK program and set by the Program Manager.  The WBS will be used to mark the different milestones throughout the phases and to make sure the team is on time and under budget at every possible mark.  The WBS management tool that ASK will use is Microsoft Project.

3.0 Program Planning

The Automated Service Kiosk Program Team office will maintain the program master schedule.  The master schedule contains a line item for each WBS element and will be used to track the progress of each element.  All deviations from the master schedule must be coordinated with the program office.  It is the responsibility of each team member to call attention to possible schedule deviations at the earliest opportunity.  The program office will coordinate the program schedule with Computer Productivity Initiative.  The program will be developed in phases. Within each phase, formal reviews will be announced in advance of the starting date

Automated Service Kiosk will take a “top-down approach” to the Program Schedule, meaning that we will pace our workload to fit the overall Program requirements.  Particular attention will be given to timely milestone completions.  It is recognized that the schedule is particularly tight, containing critical program milestones throughout all four phases, and adequate personnel will be available in order to keep the program moving forward.

4.0 Progress Performance Assessment
All Automated Service Kiosk Team members will participate in progress reporting and team management.  Automated Service Kiosk will track technical and financial progress of the program.  Reviews will be held as mutually agreeable by the Automated Service Kiosk Team and Computer Productivity Initiative.  

· Report on progress to date

· Present work to be performed during the next period before review

· Present status of all deliverables and review planned delivery dates

· Plan and coordinate activities, including date of next review

· Discuss technical or programmatic issues as necessary

In preparation for the meetings the Automated Service Kiosk Program Manager will collect the status data on all relevant ongoing activities, progress against schedule and budget, and planned activity for the next reporting period.  Quality reviews of all program documentation and procedures will be held periodically.  Continual quality reviews will be held by peer editing groups set by the PM.  In particular, the quality program will be involved with program deliveries and milestones and will work off of the master program schedule to plan program audits.  Technical, financial and quality progress and status reporting will be conducted according to the following general guidelines.

4.1 Technical Progress and Reporting

The schedule for the program is established during the planning phase and monitored throughout the performance period.  The schedule contains an entry for each WBS element.  The percentage of completion for each WBS element is determine as necessary to manage program progress and is reviewed before and after each milestone is completed.

4.2 Financial Management and Reporting

The financial profile for the Program is established during the planning phase and monitored throughout the performance period.  This profile is generated by assigning a specific budget to accompany each WBS element.  A master budget is prepared in accordance with the proposed funds and the WBS.

The PM is provided with an information package that identifies the spending budgets in relation to the WBS, in addition to the overall budget for the program, and a synopsis of all major deliverables and milestones.  The PM uses this information to track the overall financial progress of the program on a weekly basis.  An updated budget is automatically provided by the Financial Planner on a monthly basis, or upon the request from the PM.  The PM uses the financial summary in conjunction with his assessments of technical progress to track the overall status of the efforts.

4.3 Profit and Cost

Profit will be viewed as all those monies incurred above and beyond the overall cost of the program.  Profit will be reviewed upon later phases to monitor the financial success of the program.

Cost is calculated by the following formula:

Cost = Labor Costs * Time + Direct Costs + Indirect Costs

4.4 Monthly Progress Report

The Automated Service Kiosk team will submit a monthly progress reports. The report shall cover, at a minimum, the following:

· Progress Summary

· Milestone Deliverables, planned actual and forecast

· Cost and Profit report

· Dependencies: a ‘critical items list’ of all items which could jeopardize timely completion of the work or any significant parts of the program

· Risk Status

· Look Ahead (Future action and Forecast)

· Work Package/Activities planned, actual & forecast status

· Milestone/Deliverables planned, actual & forecast status

· Quality Actions (Reviews, audits)

5.0 Reviews

Reviews will play an integral part in the management and monitoring of all phases of the Automated Service Kiosk Program. Informal reviews with the Program team members will be held at all levels on a weekly basis to ensure that the program stays on track. Formal technical reviews will be held to ensure that the program is proceeding as planned.  The PM will meet with each team section and ensure that they are up to speed with the course of the project.  In turn, the team members will timely report all successes and difficulties they have encountered that have had any effect on the course of the project.  Formal reviews will be completed at least every three months.  The formal reviews will deal with those issues that can be fixed in the future, and will also use the evaluation plan as a way of gauging the success of the program through the current time.





































