MinnesotaHelp.info™ Network

Roles and Communications for Project Management
 

Revisions
	Rev
	Date
	Contents

	1.0
	Jan 13, 2005
	Original document

	1.1
	Feb 11, 2005
	General cleanup and revisions

	1.2
	April 18, 2005
	Re Key User's Group – Deleted Bonnie Martin; Added Jeffrey C Erickson, Jeff Minor, Jean Perryman, and Lisa Shock
Replaced Kelli Jo Greiner with David Wallace as SLL Coordinator


Purpose
This document describes the organization of people involved in tools and database enhancements for the MinnesotaHelp.info Network.  It also documents the preferred communications channels and mechanisms to be used for communicating information and making decisions.
The MinnesotaHelp.info™ Network is a network of the linkage line phone assistance groups, the current MinnesotaHelp.info™ web based tools, and Windows based professional tools used by the linkage lines and the MinnesotaHelp.info™ Data Management Organization.  The Web Tools and Accessibility Project will replace the Windows based professional tools with new Web based tools.  This project will make the tools easily available to any user with a web browser and has a special focus for people who need accommodation for visual or motor disabilities.  We also plan to create new web interfaces to improve access to resource data for consumers and also for professionals and power users outside of the linkage lines.
Roles and Responsibilities
Project Sponsors

	Organization
	Representative

	MBA (Minnesota Board on Aging)
	Jim Varpness

	DHS Continuing Care Administration – Aging and Adult Services 
	Jim Varpness

	DHS Continuing Care Administration – Disabilities Services Division
	Shirley York

	DHS Children and Families Services Administration - Community Partnerships Division
	Jim Huber


Individuals (Alphabetical by last name)
	Name
	Affiliation
	Project Role/Responsibilities

	Elizabeth Anderson
	CFS - Refugee Assistance
	Represents Refugee assistance activities

	Krista Boston 
	Manager, CCT Team
	Web Tools and Accessibility Project Director – Consults Projects Sponsors as appropriate and makes or approves all high level decisions involving project content, resources, and time frame.

	Michael Charney 
	HousingLink
	Web Tools and Accessibility Project Manager -- Manages project day-to-day.  Works closely with the Project Director and all project teams – Manager of the MinnesotaHelp.info™ Data Management Organization.

	Karen Cherry
	Procend
	Lead Developer

	Mary Chilvers
	CCT Team
	Project Consultant – Provides information and feedback for related projects and subject areas of expertise.

	Sonja Clark
	HousingLink
	Represents the Data Management Organization on the Key User’s Group-- Special Projects Coordinator for the MinnesotaHelp.info™ Data Management

	Jeffrey C Erickson
	DHHS
	Project Consultant -- Deaf and Hard of Hearing Services

	Julie Feneis
	CCT Team
	Project Consultant – Works with CFS and Family Linkage Line.  Represents the Youth Interface Development

	Michelle Galvan
	CFS – Child Care Quality
	Represents Child Care Quality and Parent Information Access System Development

	David Greene
	North Light
	Solution Architect – Point person for interfacing to other North Light resources -- Defines and specifies software requirements.  Works closely with the Project Manager, Vendor Manager, and Developers.

	Kelli Jo Greiner
	CCT Team
	Project Consultant -- Medicare Part D

	Lesli Kerkhoff


	DHS Disability Services Division
	Project Liaison – Disability Linkage Line Coordinator -- DSD drives requirements for accessibility 

	Deb Laing
	CCT Team
	Vendor Manager – Manages MBA interface to North Light.    

	Jean Martin
	LTC
	Project Consultant – Long Term Care

	Jeff Minor
	CCT Team
	Project Consultant -- Family LinkAge Line Coordinator

	Joanne Mooney
	CFS – Children’s Trust Fund
	Represents Early Childhood Needs and Trust Fund as Sponsor

	Marti Mullin
	Procend
	Development Manager

	Jean Perryman
	CFS
	Project Consultant -- Youth Transitioning from Foster Care

	John Rogers
	Procend
	Software Developer – Designs and develops the solution software.  Leader of database related design.

	Lisa Shock
	DHS Health Care
	Project Consultant – Health Care

	Donna Staloch
	HousingLink
	Represents the Data Management Organization on the Key User’s Group -- Data Maintenance Coordinator for the MinnesotaHelp.info™ Data Management Organization. 

	Ellyn Schauer
	CCT Team
	Project Consultant – SME in social services and marketing

	David Wallace
	CCT
	Project Consultant – Senior LinkAge Line Coordinator

	Margie Wherritt
	DLL
	Represents the Disability Linkage Line 


Teams

	Name
	Person(s)
	Key Activities, Responsibilities, and Communications

	Project Team
	Krista Boston

Michael Charney

Deb Laing

Mary Chilvers

Ellyn Schauer
	Meets weekly to discuss and make key project decisions.  This is a working meeting where issues can be explored in the necessary depth to make decisions.
The Project Manager will bring issues requiring Sponsor level resolution to this meeting.  

	Key User’s Group
	Elizabeth Anderson (CFS)

Michael Charney (PM)
Mary Chilvers (CCT)
Sonja Clark (HL)
Jeffrey C Erickson (DHHS)
Julie Feneis (CCT)

Michelle Galvan (CFS)
Lesli Kerkhoff (DLL)
Deb Laing (CCT)
Jeff Minor (CCT)

Jean Martin (LTC)

Joanne Mooney (CFS)

Jean Perryman (CFS)

Ellen Schauer (CCT)
Lisa Shock (DHS HC)
Donna Staloch (HL)
David Wallace (CCT)
Margie Wherritt (DLL)
	The Key User’s Group includes representation from internal key stakeholders of the sponsoring organizations to assist in shaping and influencing decision making around the tools and database enhancements.  Individuals are selected because they have subject matter expertise that represents key groups of current or future users.
This group meets once a month to review project progress and to provide feedback and input from key users.  This is a tracking meeting to evaluate progress and identify issues.  Sufficient time is allowed for discussions of some issues and to allow for input from the members.  Most issues will be resolved outside of this meeting.  Anticipated length is 120 minutes.
Ad Hoc subgroups will be formed as necessary to provide input on specific issues such as feature designs and to conduct testing.  Where additional perspective or skills are needed, Ad Hoc subgroups will include personnel from outside of the Key User’s Group.

A ListServ has been setup for communications between User’s Group members.  

The Project Manager will provide periodic status updates and solicit input from the User’s Group between meetings via the User’s Group ListServ.

	Implementation Team
	Michael Charney

David Greene

Deb Laing

Marti Mullen

Karen Cherry
	Holds weekly project meeting for tracking against plan, identifying issues for single subject meetings or escalation, recommending corrective action for issues where appropriate, and initiating responses to changes in the external world (i.e. requirements changes).  This is a tracking meeting to evaluate progress and identify issues.  Issues will be addressed and resolved outside of this meeting.  Anticipated length is 30 to 60 minutes.
Other resources, such as a graphics designer may participate in the implementation team meetings as required.

As a basic concept, weekly implantation team meetings will usually include everyone who has a task that was due to complete in the preceding week, a task that is active during the current week, or a task that is scheduled to begin in the next week.  We need everyone there for a short period of time (30-60 minutes) so we don’t have to have to send people off to gather facts about what is going on with the project.


Communications
Tools

	Name
	Description

	Project Page and Directory
	A project page will be setup and linked to “WTA Project” on the home page of the MinnesotaHelp.info™ Project site at http://www.mnagingproviders.org/mnhelpteamsite/.

One of the links on the WTA Project will point to the top level directory of a directory tree for the WTA Project.  The link to the directory will be an FTP link so project members will be able to download documents from the directory.  Documents will be added to appropriate directories by the Project Manager.  

The directory will be used for the storage and communication of documents.  In many cases the use of this directory is the preferred method for communicating documents rather than using email attachments.  Email communications will contain links to documents in the directory structure.  Project participants will be given instructions on how to access this directory and upload documents.

	Key User’s Group ListServ
	An automated ListServ will be set up for communications between members.


Flow
Formal communications (that which influences project direction or makes decisions) should flow along the lines in the chart below.
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