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Purpose

The <Insert Workgroup Name>Workgroup is tasked with items relating to <high level description of functional processes in scope> during <Project Name> System Decommissioning (SD).
Scope Statement
<Include here a description of what is and what is not in the scope of the workgroup’s area of responsibility for activities associated with System Decommission>

Example:
The ‘System Maintenance Prioritization Plan’ will assist the <Project Name>in determining which requests for changes to the application will be accepted and which will be rejected during system decommissioning.  The plan will include work efforts such as change requests, legislative mandated changes, prior defects (minor) and cosmetic fixes. The plan will govern <Project Name> <Application Name(s)> applications.  The plan will include additional activities such as: software upgrades, existing support end dates, communication outputs and exception criteria.

Organization

· Chair:

· <NAME>, <Title>, <Project Name> Project

· Roles and responsibilities

· Facilitate meetings

· Delegate tasks

· Monitor completion of tasks

· Track Action Items via minutes

· Report back to the Management Committee
· Co-Chair:

· <NAME>, <Title>, <Project Name> Project

· Roles and responsibilities

· Participate in tasks assigned to the Workgroup including identifying risks

· Disseminate information beyond the Workgroup and bring information back into the Workgroup (i.e. inform others via unit/team meetings of Workgroup activities and bring information shared during those meetings back to the Workgroup)

· Act as a backup to the scribe/minute taker if the assigned individual is not available.
· Scribe/minutes taker will be assigned on a rotational basis in alphabetic order by the first initial of the first name as listed in the membership list below.  The workgroup chair and co-chair are exempt from this rotation.
· Forward minutes with Action Items to members on and place in WorkSite repository as required to support the project.  
· Membership

	NAME
	ROLE
	Email / Phone number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


· Support

· System decommissioning (SD) Project Management Team

· SD Project Director – <NAME>
· Overall SD Project Responsibility

· SD Project Manager – <NAME>
· Provide support via decision papers, procedures, and other work products

· Provide management direction to Workgroup and Workgroup Chairs

· Coordinate responsibilities and timeframes to monitor the status of the SD
· SD Project Lead – <NAME>
· Provide support via decision papers, procedures, and other work products

· Provide daily direction and support to the overall SD Team
· Monitors activities and ongoing progress of the SD Project
· SD Workplan Manager – <NAME>
· Manages the SD Master Workplan

· Manages the SD Status Report process

· Facilitates Workgroup task plan generation and incorporation into workgroup activities

Workgroup Responsibilities

· General description of the Workgroup functions
· Demonstrate a commitment to participate in the Workgroup

· Hold meetings on a regular basis

· Prepare Agendas for every meeting

· Previous meeting minutes and next meeting agenda should be prepared and distributed to the workgroup by <Day> at <Time>am/pm.  This will enable SMEs to determine participation.  All members should participate in all session until the workplan has been completed.

· Discuss tasks and activities charged with based on the Workgroup Work Plan

· Determine procedures for tracking work plan tasks and activities

· Prioritize tasks and assignments

· Delegate tasks and assignments (by Chair and Co-Chair)

· Prepare recommendations

· Review completed work

· Identify and document issues in the SD Meeting Minutes Issues Log
· Identify and document decisions made including in the System Decommissioning Meeting Minutes Decision Log

· Decision-making process (i.e. clearance, review, and approval process)

· Chain of Command

· Within Workgroup

· Participate in the decision-making process

· Determine the work to be done

· Complete the work

· OSI Executive Briefing Committee

· Monitor, oversee, and educate 

· Brief Executive staff in respective departments

· Joint Executive Briefing Committee

· Make executive level decisions

· Provide overall direction

· Status Reporting

· Each Workgroup is responsible for:

· Distributing meeting minutes and status reports to the SD Project Manager and SD Project Workplan Manager.  The workgroup is scheduled to meet every <Day>.  As such, the workgroup minutes, agenda and workplan updates should be forwarded by <Day> at <Time> am/pm.  All meeting minutes and agendas should be placed into WorkSite repository and named appropriately.
· Developing mechanisms for tracking tasks

· Making changes to the Workgroup’s Work Plan
� EMBED MSPhotoEd.3  ���








	
	


1
OSIAdmin #____

2

[image: image2.png]o Y

‘ Integration
‘ "SERVING CALIFORNIA"




_1182151892.bin

