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Migration Conversion Workgroup Meeting Roles and Responsibilities
Purpose: The purpose of this meeting is to allow discussion of migration requests, risks, and issues identified by <new system>, <current system, or <other involved entity>. 
Meeting Frequency: The Migration Conversion Workgroup meets <weekly, monthly…> on < ____> from <time> to <time>. 

Workgroup:  A group of people working together toward a common goal - typically an intellectual endeavor that is creative in nature—by sharing knowledge, learning and building consensus.
The following table gives a high level description of the Roles and Responsibilities: 
	Group
	Roles
	Responsibilities

	<New System> Conversion Team

Participants:


	To represent the <New System> project as the primary source of communication regarding conversion activities
	· Submit requests to <Current System> and respond to requests received from <Current System>
· Prepare meeting and agenda by Noon on Tuesday

· Mitigate conversion related Risks 
· Escalate issues to managements attention

· Make recommendations to <Current System> Migration Readiness Team

	<Current System> Migration Readiness Team

Participants:


	· To provide expertise on the <Current System> system from a business as well as a technical perspective 
· Ensure data is relayed to <New System> timely 
· Act as the conduit for requests from the <New System> project as a whole
	· Submit request to <New System>
· Respond to and provide status on requests received from <New System>
· Mitigate <Current System> related Risks that have an impact on the <Current System> conversion effort
· Escalate <Current System> related issues that have an impact on the <New System> conversion effort to the <New System> conversion Team

· Update the <Current System> Migration Resource or Information Request Tracking Sheet and send by Noon on Tuesdays
· Make recommendations to <New System> Conversion Team

	<New System> County Project Managers:
Participants:


	To represent and advise Migration Counties
	· Provide input for discussion from a migration county perspective
· Act as a mediator to workgroup discussions

· Share information that impacts migration activities back to appropriate parties on an as needed basis

	<New System> County Committee Members 

Participants:


	To represent and advise <Current System> County Directors
	· Provide Input for discussion from an <Current System> M&O County perspective
· Act as a mediator to workgroup discussions

· Advise <Current System> County Directors

· Share information with the Directors that impact <Current System> M&O

	<Current System> Office

Participants:


	To represent and advise the <Current System>  counties and management
	· Document decisions and actions items to be sent by Noon on Friday

· Provide input for discussion from the <Current System> counties perspective

	<Oversight Group>
Participants:


	To provide oversight for the <Current System> Migration Project to ensure the conversion process is completed appropriately and timely.
	· Provide input for discussion
· Escalate issues when necessary

	<New System> QA

Participants:


	General quality of conversion processes from both a business and a technical perspective
	· Provide input for discussion

	<New System> Change Management/Implementation:

Participants:

	To represent the <New System> project as the primary source of information for Change Management and Implementation activities.
	· Provide input for discussion


Note:
If the workgroup can not come to an agreement/consensus then the issue is escalated to <Current System> and <New System> Management.
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