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1 Introduction

1.1 Purpose

This document is the tailoring guide for the SID Staff Management Plan Template. It provides guidelines for the development of a project Staff Management Plan, as the project progresses through the Systems Integration Division (SID) Acquisition Life Cycle Phases, as described on the SID Best Practices web site  (BPweb) (http://www.bestpractices.cahwnet.gov).    

In most cases, the Staff Management Plan will be created during the Planning life cycle phase. The Staff Management Plan Template and this tailoring guide should be consulted during the initial creation of the plan, and should be consulted again at the beginning of each life cycle phase and used in the update of the project Staff Management Plan.  
1.2 Scope  

This tailoring guide describes general instructions for using the guide, instructions for the initial creation of the Staff Management Plan, tailoring considerations as the project moves through the life cycle phases, and typical staffing profiles and considerations for each life cycle phase. 

This guide uses life cycle phase and project size as a consideration when tailoring the plan. Instructions are provided for completing or updating each of the sections of the project’s Staff Management Plan (based on the SID template). 

1.3 Acronyms

	APD
	Advance Planning Document

	BCP
	Budget Change Proposal

	BPweb
	Best Practices for Systems Acquisition web site 

(http://www.bestpractices.cahwnet.gov) 

	CMAS
	California Multiple Award Schedule

	DGS
	Department of General Services

	FSR
	Feasibility Study Report

	HHSDC
	Health and Human Services Data Center

	IDP
	Individual Development Plan

	IT
	Information Technology

	M&O
	Maintenance and Operations

	MPP
	Master Project Plan

	MSA
	Master Services Agreement

	PAPD
	Planning Advance Planning Document

	PD
	Position Description

	RAM
	Responsibility Assignment Matrix

	RFO
	Request for Offer

	RFP
	Request for Proposal

	SID
	Systems Integration Division 

	SOW
	Statement of Work

	WBS
	Work Breakdown Structure


2 Using This Tailoring Guide

The following items describe general instructions for using the SID template and tailoring guide. Items referenced in this tailoring guide and other staff management references are available from the BPweb, via the Human Resources Management Function and Topics. 

· Choose the appropriate tailoring model that fits the current profile for the project. 

	Streamlined Model
	Typical Model

	Between 5-20 state and consultant staff
	If the project office is large (over 20 state and consultant staff)

	System (or service) is somewhat complex and has minimal impact to/from external interfaces
	The system has many complexities and interfaces with external entities

	Stakeholder pool requires a moderate level of regular interaction with the project office
	Stakeholder pool is large, very active in the project, and/or requires regular interaction with the project office

	A prime contractor has not been acquired OR 

A prime contractor is on contract AND requires minimal management oversight
	A prime vendor has been acquired or will start shortly and requires a high level of management oversight

	The project is in the Planning, Procurement, or Closeout phase 
	The project is in the Development, Implementation or Maintenance and Operations (M&O) phase


· If this is your first time using this tailoring guide, start in Section 3 (The Staff Management Plan Template) of this document. 

· Develop the project’s Staff Management Plan with emphasis on how the project will implement the SID methodology.  Make reference to the methodology presented on the BPweb and do not duplicate it.

· DO NOT delete the first and second level headings of the template as part of the tailoring-out process (e.g., Section 1 – Introduction and Section 1.1 – Purpose must always be present in the Staff Management Plan).  Identify unneeded sections as “not applicable”.  Third level headings or lower may be deleted or may be combined with other sections, as appropriate. 

3 The Staff Management Plan Template

The following describes considerations and guidance for completing each specific section of the Staff Management Plan. Each section’s title refers to the corresponding section of the Staff Management Plan (e.g., Section 3.1 corresponds to “Section 1 – Introduction” in the Staff Management Plan and Template). 

When developing the plan, focus on specific roles and responsibilities for the project staff and the specific staffing profiles across the project’s life. 

The focus of this plan is the project office staff (including consultants). External participants and stakeholders are listed, but detailed roles and responsibilities for these external organizations should be contained in the Governance Plan or Communication Plan. 

This plan should describe the approach and detailed “baseline” information regarding staffing and roles. The actual detailed staffing plan and associated charts should be kept as a separate MS Excel spreadsheet. Thus the Excel sheets can be kept current without having to constantly update the staffing plan. 

3.1 Section 1 – Introduction

Sections 1.1 and 1.2 are standard and should not need much modification. 

Section 1.3 – References should be updated to indicate the iManage database name and location. If the project is not using iManage, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. If the project is using a tool to track staff information and the staffing profile, indicate the name and location of the tool. 

Section 1.4 is standard and should be updated only to include project specific acronyms used in the plan.

3.2 Section 2 – Staff Management Approach

The section introduction should remain untouched.

3.2.1 Section 2.1 – Staff Planning

	Staff Management Plan Section 
	Streamlined
	Typical

	Section 321 – Staff Planning
	
	

	Section 2.1.1 – Staffing Estimates
	(
	(

	Section 2.1.2 – Staffing Assumptions and Constraints 
	(
	(

	Section 2.1.3 – Project Organization
	(
	(

	Section 2.1.4 – External Project Participants
	(
	(


Mandatory = (; Suggested= (; Not Required= <blank>

Section 2.1.1 – Staffing Estimates

Provide details of how the staffing estimates were created or derived. Cite specific source materials or methodologies/tools used to create the estimates. Indicate how the estimates were validated and who performed the validation (often this is performed and validated as part of or in conjunction with the development of the project budget). 

As the project moves through the SID life cycle phases, Tables 1 and 2 (of the plan) should be updated to show Development/Implementation actual values and estimates for M&O. For projects in M&O, the tables should reflect fiscal year estimates or two-year estimates.  

Or, provide a chart with the following details:

· Numbers of required staff and skill levels in each project phase

· Duration of personnel requirement

· Source of staff (e.g., existing state staff, new hire/transfer from another organization, consultant/contractor).   

The purpose is to indicate the staff requirements, and how you will obtain the necessary resources. Some of this information may be in the APD/BCP also. These depictions are point-in-time snapshots. Indicate where the current information is kept. 

For Figures 1 and 2 (of the plan), show data for the current life cycle phase (which may be two to three years long). Adjust the granularity of the time scale as appropriate. The sample charts are contained in iManage SIDdocs #3197 (note the data for the charts is fake).  Figures 1 and 2 are usually included in the Master Project Plan as well. 

Section 2.1.2 – Staffing Assumptions and Constraints

Discuss the assumptions and constraints associated with the staffing estimates described in the previous section.

Section 2.1.3 – Project Organization

Depict the organization of the project from both a chain-of-command/reporting structure perspective and a functional team perspective. These charts are point in time. If desired, they may be moved to an appendix.

Figure 3 - Reporting Structure focuses on organization affiliation and state manager assignments. Also include contractor companies. On large projects, it is sufficient to depict the organization and key managers (omit individual staff).  This org chart should focus on the project and HHSDC involvement. Other external representatives should be depicted only if they are formally assigned to the project. See the notes in the next section (2.1.4 – External Project Participants).

Figure 4 - Functional Teams focuses on staff roles/work assignments and functional teams. Include external participants only if they are formally assigned to the project. See notes in the next section (2.1.4 – External Project Participants). 

Section 2.1.4 – External Project Participants

Describe the organizations depicted in the functional teams chart (Figure 4). 

A full description of all external stakeholders should be in the Governance Plan or Communication Plan, so this section should only highlight those organizations that are lending staff or significant time to the project to support project activities, such as:

· Sponsor/county staff for business requirements validation (if they are formally assigned to the project)

· DGS representative that is formally assisting with the procurement (do not include if they are only reviewing documents offsite)

· Outside legal counsel providing business/domain expertise

The general test is: if the external resource is including in the staff planning estimates the project used in budgeting, they should be described here. If the resource is only providing review or response to questions, it is not necessary to describe the organization in this section.

Indicate the type of support the organization is providing and whether the resources are full or part-time and if they are on-site or off-site. Also describe whom the externals “report” to in the project and/or the type of relationship, peer, advisor/counsel, etc.  

Other typical externals to discuss include DGS (during the procurement), outside legal counsel, and the user organization (if assigned to the project). 

3.2.2 Section 2.2 – Staff Acquisition

	Staff Management Plan Section 
	Streamlined
	Typical

	Section 2.2 – Staff Acquisition
	
	

	Section 2.2.1 – State Staff Acquisition
	(
	(

	Section 2.2.2 – Consultant Acquisition
	(
	(

	Section 2.2.3 – Transition-In Approach
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Section 2.2.1. – State Staff Acquisition

Describe who is involved in interviews, who has final selection approval of staff. Describe how the position descriptions (PDs) and duty statements are created and what examples, criteria or historical information is used to establish the position classification and required qualifications. Refer to the state hiring process for more on advertising state positions, the interviewing/exam process, and selecting a candidate. 

If some of the positions are limited term or training and development, indicate the rationale and limitations associated with the designation. Indicate what will happen when the assignment expires.  Do not duplicate the state hiring process; indicate only the project responsibilities as it relates to the process.  Refer to any applicable checklists or resources. 

Section 2.2.2 – Consultant Acquisition

Indicate the type of services being provided by consultants. Describe the types of contract vehicles used to obtain consultants (e.g., CMAS, MSA, competitive bid). 

Describe who creates the Statement of Work and RFO/RFP. Describe who makes the final selection of the winning bidder and who participates in the bid evaluations and interviews.  Describe the criteria, historical information, or reference materials used to establish minimum qualifications for consultants and companies. Describe where the acquisition information is stored (e.g., Cannery, project’s library in confidential files, etc.). Refer to any applicable checklists or resources (such as the Acquisition Services Program and its Consulting Services Checklist). 

Section 2.2.3 – Transition-In Approach

Describes the plan for how many staff transition in at what times, for what purposes (e.g., start up team, RFP development team, proposal evaluation team, etc.). Depending on length of project, show chart depicting by month the levels of staff as the project ramps up/down for the current life cycle phase or the whole project. Don’t duplicate info from prior charts, if the project is short-term.

3.2.3 Section 2.3 – Project Staff Orientation and Training

	Staff Management Plan Section 
	Streamlined
	Typical

	Section 2.3 – Project Staff Orientation and Training
	
	

	Section 2.3.1 – Project Orientation
	(
	(

	Section 2.3.2 – Ongoing Training for Staff
	
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Section 2.3.1 – Project Orientation

Describe the project’s orientation approach, or refer to the Project Office Training Plan. Discuss the specific forms which staff must sign, such as the Confidentiality and Conflict of Interest form, and Network Access Policy. 

Section 2.3.2 – Ongoing Training for Staff

Describe how training is provided, or refer to the project’s Training Plan. The emphasis in this section should be on ensuring staff have the appropriate skills to perform their job duties.  Career development and personal growth training should be discussed in staff’s IDP or in the project Training Plan.  

Streamlined projects may reference a separate Project Office Training Plan, or may summarize the information here instead. 

3.2.4 Section 2.4 – Staff Tracking and Management

	Staff Management Plan Section 
	Streamlined
	Typical

	Section 2.4 – Staff Tracking and Management
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Describe or reference the appropriate procedures used to manage staff on the project. Do not duplicate information in other documents or already available in HHSDC’s Administrative Manual or another state web site. Focus on staff/human resources management types of information that is specific to the project. 

Discuss mentoring, cross-training, primary/backup role assignments, and training and development assignments. Consider performance evaluations, performance recognitions and in-place promotions, as well as disciplinary actions and demotions. 

This may also be a good place to reference staff policies and HHSDC’s policies on sexual harassment, non-discrimination, etc. 

3.2.5 Section 2.5 – Staff Transition and Departure

	Staff Management Plan Section 
	Streamlined
	Typical

	Section 2.5 – Staff Transition and Departure
	
	

	Section 2.5.1 – Transition-Out Approach
	(
	(

	Section 2.5.2 – Transition to Other Projects/Organizations
	(
	(

	Section 2.5.3 – Replacement of Staff
	(
	(

	Section 2.5.4 – Transition at Project Completion
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Refer to appropriate state and HHSDC administrative procedures, as appropriate. 

Section 2.5.1 – Transition-Out Approach

This section is applicable to those projects approaching a downsizing of more than 15% or more than five persons. Otherwise this section may be marked as not applicable. 

Describe the specific plan for how many staff transition out at what times, where they go, and how much help the project provides in placing staff (if the project is terminated).  Indicate the cause of the downsizing and specific provisions for any remaining work and responsibilities which must be transferred to remaining staff. 

Section 2.5.2 – Transition to Other Projects/Organizations

Section 2.5.2 should address loss of staff due to transfers, retirements, etc. where a replacement may not be immediately available.

Describe specific activities performed to ensure a smooth transition of duties as staff depart, whether the staff is state or consultant. Discuss how the vacancy is handled and what happens if it appears the position will not be filled for a while. Also discuss what will happen if the vacancy cannot be addressed by a single person (given current skill sets available). 

Discuss exit procedures including return of equipment, change of door codes, return of parking passes, transfer of files and working papers, removal of user IDs and e-mail accounts, debriefing, etc. 

Section 2.5.3 – Replacement of Staff

Section 2.5.3 (Replacement of Staff) should discuss the case where a replacement is available prior to (or shortly after) a staff departure.
Describe specific activities performed to ensure a smooth transition between departing and remaining or replacement staff. Discuss review of qualifications to ensure the replacement will be able to assume the work, addressing differences or discrepancies in skill sets, and updating of contact lists and HHSDC access lists, as appropriate. 

Section 2.5.4 – Transition at Project Completion

Describe the process for transitioning state staff once the project is completed. Describe if the project or department will help to place staff, or if staff are encouraged to find their own positions. 

Indicate how consultant/contractor staff are released (generally in accordance with the terms of their SOW or contract). Include a reference to the Contract Management Plan for other procedures.

Depending on length of project, show a chart depicting by month the levels of staff as the project reaches completion. Don’t duplicate info from prior charts, if the project is short-term.
Indicate what provisions are being made to ensure an orderly transition and departure of staff. Describe any contingency plans to address the loss of key skill sets prior to the close of the project. Indicate who the key staff are that must remain to the end of the project. 

If appropriate, reference a separate Staff Transition Plan that provides the detailed plans for departure. 

3.2.6 Appendix A – Roles and Responsibilities

	Staff Management Plan Section 
	Streamlined
	Typical

	Appendix A – Roles and Responsibilities
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Describe the specific roles and responsibilities as they have been tailored for the project. These are not meant to be job descriptions, but rather a summary of the responsibilities for each role.  

The responsibilities are tailored based on life cycle phase and actual project staffing. For instance, the SID model organization calls for a Human Resources Officer and a Business Services Officer.  In some cases, these roles may be assigned to a single position. The description in Appendix A would list the responsibilities for both functions as begin assigned to a single position. 

The samples provided below show a position description and state classification as well. The reference to state classification is optional, but if removed, the description of the role should clearly indicate if a position is a manager position (in charge of staff) or not. 

For the standard roles and responsibilities, refer to the BPweb side “Roles-Phase” matrix. 

Project Manager: < classification >
· Lead and oversee the efforts of the procurement team which will result in the release of an RFP and subsequent award of an M&O contract to a vendor.

· Coordinate the state and federal control agencies’ review of approval documents, budget documents, and other requests and responses. 

· Manage and monitor the efforts of the consultants in the completion of their assigned tasks per the Statement of Work. Review and approve deliverables and invoices.

Administrative/Financial Analyst: < classification >
· Perform budget development and analysis, and write approval documents and budget documents. 

· Perform expenditure tracking and analysis. 

· Work with HHSDC’s Acquisition Services Program (ASP) to conduct procurements for services and products.

· Manage contracts, including coordination of deliverable reviews and approvals, and tracking of invoices and expenditures.

· Coordinate personnel transactions and maintain appropriate human resources paperwork.

· Serve as the project librarian to ensure all project-related documents are stored, tracked and approved in accordance with project requirements. Maintain document version control and documentation standards and templates. 

· Manage the bidders library during the Procurement phase which provides bidders with access to background and reference materials referenced by the RFP. 

· Monitor and coordinate project issue tracking efforts, including monitoring of issue resolution due dates and the documenting of issue resolutions in a formal tool. 

Systems Engineering and Operations Manager: < classification >
This position reports to the Project Director; however, the Assistant Project Manager will consult and guide the Systems Engineering and Operations Manager in appropriate matters. Major one-time responsibilities of this position include:

· Review and approve all vendor deliverables. 

· Monitor and evaluate the pilot operations and participate in the state’s system certification process. 

· Manage the Acceptance Testing processes between vendor, the state and county eligibility interfaces. 

· Oversee identification of modifications needed in the current eligibility and county financial systems and assess any impacts they may have on the design of the project interfaces. 

· Review and approve the Acceptance Test plans and scripts for the testing of standard Project interface and eligibility system interfaces. 

· Review vendor’s interface design deliverables to determine any impact on the business requirements for interfacing the state and local systems and vendor’s systems. 

· Provide direct supervision of the System Engineering and Operations team comprising <xx> state and consultant staff. 

System Engineer: Information Technology Specialist I 

The System Engineer has the following one-time and continuing responsibilities:

· Oversee the design, development, testing and maintenance of the system and standard project interfaces by vendor. 

· Assist vendor in the development of Acceptance Test samples and scripts for testing the system and project standard eligibility and financial systems interfaces. 

· Provide pilot county technical support and interact directly with vendor technical staff during pilot conversion to ensure correct operations of the system and project interfaces. Monitor and evaluate the pilot county. 

· Assure county technical input and feedback are evaluated and addressed by vendor in the design, development and maintenance of the system and standard interfaces. 

· Monitor and review all system deliverables. 

· Monitor and review all subsequent system change activities during maintenance and operations. 

Systems Engineering/Customer Liaison: < classification >
· Serve as the customer liaison to the program sponsor, including the gathering and validation of business rules, requirements, and policy decisions. 

· Perform policy analysis from the perspective of impacts to the procurement project and system. 

· Serve as the risk manager for the project to ensure project risks are being monitored and mitigated, as appropriate.

· Coordinate the participation, training, and performance of county and sponsor staff in procurement activities, including proposal evaluations and procurement meetings. 

· Review RFP technical requirements to ensure the requirements accurately reflect the customer’s needs. 

· Coordinate the analysis and resolution of project and procurement issues, as assigned. 

· Assist the Project Manager with communications to the sponsor, stakeholders and users. Coordinate feedback and responses to project products and on project performance from the sponsor, stakeholders, and users. 

· Assists with the development of proposal evaluation criteria to ensure the needs of the sponsor and users are reflected in the review of the bidder proposals. 

Test Manager: < classification >
Major responsibilities of the one-time Test Manager position include:

· Assure vendor successfully completes all project unit testing, Acceptance Testing and interface certification testing required by the project contract. 

· Review and approve vendor’s unit testing and Acceptance Testing plans and schedules and assist vendor with development of Acceptance Test samples and scripts for testing the system and project standard interfaces. 

· Assist the Systems Engineering and Operations Manager with review and approval of Acceptance Test samples and scripts.)

· Oversee Vendor’s unit testing and Acceptance Testing of the system and project standard interfaces, and coordinate state, consortia and county involvement in Acceptance Tests and interface certification tests. 

· Monitor the process used by vendor to identify, report and resolve problems during testing of the system and project standard interfaces. 

· Assist with review and approval of Acceptance Test results for the system, the project standard interfaces and the consortia/county eligibility system interfaces. 

· Review and approve consortia/county unit testing and certification testing plans and schedules and coordinate the scheduling of vendor’s test system for consortia/county use. 

· Oversee consortia/county unit testing and certification testing of eligibility system interfaces and county financial system interfaces. 

· Review and approve the Acceptance Test and certification test results for county financial system interfaces. 

· Coordinate ongoing testing needs of vendor and county after all initial testing has been complete. (16 hours per month)

Change Manager: < classification >
The Change Manager consultant will be responsible for the establishment and management of the CCB, which will be comprised of state, county and vendor staff, and will provide a forum to review system change requests, determine priorities and monitor progress of changes through all project phases. One-time and continuing duties of this position include:

· Maintain close coordination of change processes with the project technical staff (e.g., System Engineer, Test Manager). 

· Track system changes through all project phases. 

· Prepare change analysis document. 

· Prioritize system changes. 

· Provide oversight to vendor on system maintenance and enhancements. 

· Monitor county system changes that have an impact on the system throughout implementation and maintenance. 

Coordinate county requests for changes during all project phases. 


3.2.7 Appendix B – Responsibility Assignment Matrix (RAM)

	Staff Management Plan Section 
	Streamlined
	Typical

	Appendix AB– Responsibility Assignment Matrix
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

The RAM should be completed to reflect the responsibilities by WBS for each staff member. The RAM should depict which position or team has the primary responsibility for the various work products defined by the WBS. For large organizations, this may need to be a separate 11x17 chart or an MS Excel worksheet. 

For a standard RAM by life cycle phase, refer to the BPweb site “Roles-Phase” matrix.

4 Tailoring By Life Cycle Phase

4.1 Initiation 

There is no Staff Management Plan created during this phase because a formal project has not yet been established. Staffing estimates are high-level and some assumptions are documented which are used to develop the APD/FSR and BCP. 

4.2 Planning

During the Planning phase, the Staff Management Plan is created for the first time. Refer to Section 3 of this document for instructions on creating the initial plan. 

A summary of the staffing estimates from the Initiation phase is included in the Master Project Plan (MPP). 

The Staff Management Plan focuses on how the project will acquire and manage staffing to ensure the project work is accomplished.  

Section 2.1.2 – Staffing Assumptions and Constraints

The following are typical assumptions and constraints during the Planning phase.  

· All project staff will be located on-site at the project. 

· State staff are assumed to be full-time. Consultants are assumed to be full-time unless otherwise stated. 

· There are staff within state service who possess the desired and required skill sets for the vacant positions.

· The federal stakeholder and DGS will approve the current procurement approach described in the PAPD <(dated dd Month yyyy)>.

Section 2.1.3 – Project Organization

Typically the organization is comprised of seven to fifteen persons at this time, including specialized consultants. Refer to Section 5.2 for more information on typical staffing for this phase. Refer to the Model Organization Charts and associated tailoring guidance on the BPweb site for more information on combining roles and associating roles to positions. 

Section 2.1.4 – External Project Participants

At this stage, the external participants are typically limited to HHSDC Cannery staff and sponsor staff. In some cases, legal staff are also formally assigned. 

Section 2.2.3 – Transition-In Approach

This section should describe the approach to transitioning in the initial project staff. If this plan is written after the staff have completed transitioning into the project, summarize the approach that was used.

If another wave of staff will be brought in to assist the Procurement phase, discuss how that transition will be handled. 

Section 2.5 – Staff Transition and Departure

Sections 2.5.1 (Transition-Out Approach) and 2.5.4 (Transition at Project Completion) may be marked as not applicable. 

4.3 Procurement

During the Procurement phase, the Staff Management Plan is reviewed and updated only if additional staffing is needed. As the procurement progresses and vendor proposals are received, the staffing estimates are reviewed and validated to ensure they are sufficient to manage the prime contractor.  

As the Procurement phase draws to a close, the Staff Management Plan should be reviewed and updated to reflect the needs of the System Development phase. Because the transition to System Development is a large-scale transition in most cases, it is best to get an early start on the updates to this plan. 

The following describes considerations and guidance for updating specific sections of the Staff Management Plan. 

Section 2.1.2 – Staffing Assumptions and Constraints

Update this section, if necessary, to reflect current staff assumptions. Typical assumptions related to staffing for the Procurement phase include:

· The RFP will be released approximately < Month 20xx >. 

· The prime contract will be awarded approximately < Month 20xx >.

· Subject matter experts from the sponsor and users will be available to assist with requirements development, validation and RFP development.

Section 2.1.3 – Project Organization

Typically the organization is comprised of seven to fifteen persons at this time, including specialized consultants. Refer to Section 5.3 for more information on typical staffing for this phase. Refer to the Model Organization Charts and associated tailoring guidance on the BPweb site for more information on combining roles and associating roles to positions.

Additional subject matter experts from the sponsor and user organizations may be assigned, as well as a DGS Analyst and additional Legal support.

Section 2.1.4 – External Project Participants

Update this section to include any dedicated resources from the sponsor, user or DGS who are assigned to assist with the procurement. 

Section 2.3 – Project Staff Orientation and Training

Update this section to reflect any additional orientation or training materials that have been developed.  

4.4 System Development

The primary focus is to describe the staffing plan for the System Development and System Implementation phases. Additional staff normally are required to assist with the oversight of the prime contractor and to assist with implementation. 

A summary of the staffing estimates is included in the Master Project Plan and serves as the staffing baseline. 

The following describes considerations and guidance for updating specific sections of the Staff Management Plan. 

Section 2.1.1 – Staffing Estimates

Update the tables and figures to represent the staffing estimates for the System Development and System Implementation phases, as well as the projected estimates for the M&O phase. 

Section 2.1.2 – Staffing Assumptions and Constraints

Update this section, if necessary, to reflect current staff assumptions

Section 2.1.3 – Project Organization

Update this section and the figures to reflect the addition of new staff and indicate how the staff relate to the prime contractor’s organization.

Refer to Section 5.4 for more information on typical staffing for this phase. Refer to the Model Organization Charts and associated tailoring guidance on the BPweb site for more information on combining roles and associating roles to positions.

Section 2.1.4 – External Project Participants

Update this section to reflect the current participants assigned to the project. 

Section 2.2.3 – Transition-In Approach

Describe the approach to acquiring new staff and the rate at which new staff will join the project. Discuss coordination and timing of staff additions.

Section 2.3 – Project Staff Orientation and Training

Describe any additional orientation or training materials that have been developed.  

Section 2.5 – Staff Transition and Departure

Complete or update this section to reflect the approach and process for handling staff departures. Include the anticipated transition of staff out of the project at the end of the Development and Implementation phases. 

Appendix A– Roles and Responsibilities

Update this section to reflect the new staff and changes to assignments. 

Appendix B – Responsibility Assignment Matrix (RAM)

Update this section to reflect the new staff and changes to assignments. 

4.5 System Implementation

The focus in this phase is the continued implementation in the various user sites. This may be a short or a long phase depending on the number of sites. Generally the primary change to staffing is the departure of implementation staff as they complete their assigned duties. 

The following describes considerations and guidance for updating specific sections of the Staff Management Plan. 

Section 2.1.1 – Staffing Estimates

Update the tables and figures to represent the staffing estimates for the System Implementation phase, as well as the projected estimates for the M&O phase. 

Section 2.1.2 – Staffing Assumptions and Constraints

Update this section, if necessary, to reflect current staff assumptions

Section 2.1.3 – Project Organization

Update this section and the figures to reflect the departure of development/oversight staff.

Refer to Section 5.5 for more information on typical staffing for this phase. Refer to the Model Organization Charts and associated tailoring guidance on the BPweb site for more information on combining roles and associating roles to positions.

Section 2.5 – Staff Transition and Departure

Update this section to reflect the approach and process for handling staff departures at the end of the Implementation phase. 

4.6 Maintenance and Operations

The primary focus is to adjust the staffing profile, roles and responsibilities. Greater emphasis should be placed on identifying backups for key roles and in cross-training. Periodic refresher training should be discussed or referenced to the Project Training Plan. 

A summary of the staffing estimates is included in the Master Project Plan/M&O Plan and serves as the staffing baseline. 

The following describes considerations and guidance for updating specific sections of the Staff Management Plan. 

Section 2.1.1 – Staffing Estimates

Update the tables and figures to represent the staffing estimates for M&O in the current year and next year or two.  

Section 2.1.2 – Staffing Assumptions and Constraints

Update this section, if necessary, to reflect current staff assumptions

Section 2.1.3 – Project Organization

Update this section and the figures to reflect the M&O organization. 

Refer to Section 5.6 for more information on typical staffing for this phase. Refer to the Model Organization Charts and associated tailoring guidance on the BPweb site for more information on combining roles and associating roles to positions.

Section 2.1.4 – External Project Participants

Update this section to reflect the current participants assigned to the project. 

Section 2.2.3 – Transition-In Approach

Describe the approach to acquiring new staff and the rate at which new staff will join the project. Discuss coordination and timing of staff additions.

Section 2.3 – Project Staff Orientation and Training

Describe any additional orientation or training materials that have been developed specifically for M&O.

Section 2.5 – Staff Transition and Departure

Complete or update this section to reflect the approach and process for handling staff departures. Section 2.5.1 may be marked as not applicable, since this material will be covered in Section 2.5.4. A greater emphasis should be placed on Sections 2.5.2 and 2.5.3 as these are normal occurrences during M&O.  

Appendix A– Roles and Responsibilities

Update this section to reflect the M&O staff and changes to assignments. 

Appendix B – Responsibility Assignment Matrix (RAM)

Update this section to reflect the M&O staff and changes to assignments. 

4.7 Closeout

The focus is to manage the shutdown of the project and departure of staff to other assignments. This plan may be updated primarily to expand Section 2.5.4, or this plan may be replaced by a separate Staff Transition Plan which focuses solely on placing and releasing staff to other assignments. 

5 Typical Project Staffing By Life Cycle Phase

The following items indicate by phase the typical roles which are required for the project. Remember that these are roles and not necessarily positions. 

5.1 Initiation

During Initiation, the project is still conceptual and has not been formally approved. Thus, staff are usually borrowed from other projects to assist with the analysis and preparatory work required to establish the project.  The Project Manager may be assigned in either this phase or during the Planning phase. The SID Assistant Director is also actively involved during this phase. 

· Project Manager 

· Project Librarian/Scribe (part-time)

· Financial Analyst

· Consultant Contract Manager

· Legal Support (part-time)

5.2 Planning

During this phase, the project staff are formally assigned. The following are the typical roles for the phase.  

	New Staff
	New Staff

	Project Manager
	Project Librarian

	Assistant Project Manager
	Chief Financial Officer

	Executive Assistant
	Consultant Contract Manager

	Legal Counsel
	IT Manager

	System Architect
	Systems Engineering Manager

	Chief Administrative Officer
	Requirements Manager

	Project Planner/Scheduler
	Quality Assurance

	Business Services
	Implementation Manager

	Human Resources Support
	Operations Manager

	Procurement Manager
	Deliverable Monitor

	Project Toolset Developer
	Webmaster


5.3 Procurement

The staff are generally the same as for the Planning phase. The following are the additional staff which may be needed, depending on the circumstances of the project. 


	New Staff
	New Staff

	Interface Manager
	Business Process Coordinator

	Subject Matter Experts
	Conversion Manager

	Metrics Manager
	Infrastructure Manager

	Test Manager
	Training Manager


5.4 System Development

Additional staff generally are needed to assist with oversight of the prime contractor and the beginning of implementation. The following are the typical staff needs.  

	Continuing Staff
	New Staff

	Project Manager
	Configuration Manager

	Assistant Project Manager
	Financial Analyst(s)

	Executive Assistant
	Help Desk Staff

	Legal Counsel
	Network Administrator

	System Architect
	Receptionist

	Chief Administrative Officer
	Office Technician(s)

	Project Planner/Scheduler
	Process Improvement Manager

	Business Services
	Verification Systems Engineer(s)

	Human Resources Support
	Test Engineer(s)

	Procurement/Prime Contract Manager
	User Oversight Managers

	Project Librarian
	

	Chief Financial Officer
	

	Consultant Contract Manager
	

	IT Manager
	

	Systems Engineering Manager
	

	Requirements Manager
	

	Quality Assurance
	

	Implementation Manager
	

	Operations Manager
	

	Deliverable Monitor
	

	Interface Manager
	

	Subject Matter Experts
	

	Metrics Manager
	

	Test Manager
	

	Business Process Coordinator
	

	Conversion Manager
	

	Infrastructure Manager
	

	Training Manager
	


5.5 System Implementation

The staff are generally the same as for the Development phase. 

5.6 Maintenance & Operations (M&O)

The staffing profile for M&O will vary depending on the system type and who is providing M&O services for the project. The following are the typical staff needs.  

	Continuing Staff
	Continuing Staff
	New Staff

	Project Manager
	Configuration Manager
	Customer Services Manager

	Assistant Project Manager
	Financial Analyst(s)
	Customer Communications

	Executive Assistant
	Help Desk Staff
	User Training Manager

	Legal Counsel
	Network Administrator
	Customer Support Manager

	System Architect
	Receptionist
	Application Support Manager

	Chief Administrative Officer
	Office Technician(s)
	Software Engineer

	Project Planner/Scheduler
	Process Improvement Manager
	Hardware Engineer

	Business Services
	Verification Systems Engineer(s)
	Database Engineer

	Human Resources Support
	Test Engineer(s)
	Network Engineer

	Procurement/Prime Contract Manager
	User Oversight Managers
	Production Control Manager

	Project Librarian
	Test Manager
	System Administrator

	Chief Financial Officer
	Business Process Coordinator
	Security Administrator

	Consultant Contract Manager
	Conversion Manager
	Change Manager

	IT Manager
	Infrastructure Manager
	Data Technician(s)

	Systems Engineering Manager
	Training Manager
	Technical Support Manager

	Requirements Manager
	Deliverable Monitor
	

	Quality Assurance
	Interface Manager
	

	Implementation Manager
	Subject Matter Experts
	

	Operations Manager
	Metrics Manager
	


5.7 Closeout

As the project draws to a close, the staff will begin to transition off of the project as their duties complete. The following are the key staff which generally are required until the very end of the project.

· Chief Administrative Officer

· Project Librarian

· Configuration Manager

· Consultant Contract Manager

· IT Manager
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