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Syllabus 
-  Syst 371 - SE Management - Spring 2005
GMU Fairfax   -    Section  001        CRN  11645

Subject to revision to correct errors and omissions and/or in the interest of fairness.    GMU policies and procedures take precedence should there be a discrepancy between any of them and this syllabus.

Students should read the syllabus and confirm the dates shown.  

Deliverables and processes will be discussed in class.  

Please notify the instructor of any errors, omissions, or contradictions. 

Instructor

William Adams, PE, PhD

wadams1@gmu.edu – 

Please do not send attachments.  

Please virus check your PC before sending emails or  submitting softcopies. 

Thanks. 

Other contact information will be given in class.

Office: TBD - best to see me before or after class

Textbook and Reference Materials 

Texts Required:

· Project Management in Practice – ISBn 0 471 37162 9 

–  Mantel,  Meridith,   Shafer,  &  Sutton 

· GOAL QPC Memory Joggers:

· Team – 1 879 36451 4 

· Project Management – 1 576 81001 1 

· Six Sigma II – 1 576 81044 5 

· Facilitation – 1 890 41605 3 

Some class specific references may be posted at:

http://www.netacc.net/~williamadams/Index.html
These will be announced in class.
Schedule of class meetings 

Tuesdays  &  Thursdays 

(but see the GMU schedule of classes for recess, holiday closings, one time exceptions,  etc.  )   Check the GMU phone number for late breaking snow cancellation information. 

Time:   13h30 – 14h45  J **

Bldg.- Room --  KH 253  
If we do not need all the class time then the teams  should use the rest of session to coordinate their work and continue working on their TR (Technical Report).   I will stay to answer questions and consult as needed. 

Communications

Most class communications will be by email per GMU policy, or by announcements made in class.  
You are required to have a functioning GMU email account that you check at least daily.   You may wish to bounce your GMU account emails to an account that has larger storage capabilities such as hotmail or yahoo. 
Students must provide their team members full contact information that is functional.   Students are responsible for all group/team communications  sent to the email(s) provided. 

Teams may choose to communicate amongst themselves by any method they prefer.  Many teams make heavy use of email, as well as  web based bulletin boards, wikis, etc., for asynchronous work, and cellphones for items that need to be done quickly.
Course Description

TITLE Systems Engineering Management  .   

Prerequisites:  Syst301  - and prerequisites to syst301 etc.
Corequisites:  Syst302 -  and all prerequiites to syst302 etc. 
This course prepares students for their senior year capstone project.  
For SE majors this is syst490/495.  
All students should gain  a sufficient understanding of the workings of a team project to be able to work effectively on their first job. 
This course uses a team oriented approach.  The  team’s  projects  are  a major component of the final grade.   The team will provide a written report and an oral briefing of their results. 

This course will use many of  the systems engineering and related skills normally developed through previous classes and as would be used in a business teamwork environment.  Soft skills as well as technical ones will be exercised.


Project Summary 

(See project details in the separate project description document).

The teams will be given a simulated real life situation for which they will provide a project plan including a WBS and schedule shown as a GANTT chart, along with a budget, and other supporting documents. 

The project will be typically be done by teams of 3-6 persons.   

Teams will be assigned by the instructor to balance success factors. 

Each person must have explicit responsibilities that they do on their own.  The team must verify that they did these assignments to the mutually agreed standards and time frame.
Participation is important.  All teams should review and  comment on other teams work during in-class reviews, as well as perform frequent peer reviews of their team’s work.  No one is to be allowed to slide.  Any persons’ inadequate, but fixable,  performance should be promptly brought to their attention.  Unacceptable and/or no work is to be brought to the team member’s attention and reported to management immediately.   Teams may fire any non performing member should the situation continue after management was notified. 
Slackers are not to be tolerated.  
Teams are to deal harshly with members trying to get a free ride by being  carried by the others.  
Expectations

Each student will succeed in helping their team achieve an acceptable report  by working diligently and cooperatively by using the SE skills and techniques from their previous courses. 

Course Requirements

Students will tailor and use a team process.   
Metrics will be captured and progress tracked versus the schedule based on the planned tasks.  

Interim status presentations will be made periodically as if to a corporate director. 

A final presentation will be presented as well as a final hard and soft copy of the report being turned in.   This would be comparable to one given to a corporate VP or at a technical conference.   Faculty and advisors will be invited to the final presentations. 

A project plan with sufficiently detailed list of syst 371 tasks, schedules, persons assigned, milestones, etc., to execute and control the project, will be turned in.   NOTE:  Do not confuse this with the plan being done for HPCC.
An earned value report for the team will be due weekly. 

Team and individual status reports will be due weekly.  

Each person will turn in an evaluation of themselves as well as all teammates contributions.  This will be used as a guide to adjust the team scores for each individual.   Teams should hold regular reviews of their work so that no one is surprised at the end of the semester.  

The key deliverable is the technical report and a formal presentation to the faculty.

There will be two easy exams.  One midterm and the final.  
There will be some individual writing assignments. 
Grading Criteria

Grades will be per GMU policy.  

Students will be required to turn in a self assessment as well as one for each member of their team, with specific reasons.  

Faculty will be invited to the final presentation. 
Their feedback will be given considerable weight. 

The final grade   will be determined by myself with consideration given to inputs from student and faculty evaluations.  

Grades will be based on the following items - with the noted relative weighting factors.

Team Factors (50%)
Team Project (50%):

· 25%   -  Final written Technical Report - teams self allocate distribution of  total awarded points. 

· 25%  -  Final oral Presentation - teams self allocate distribution of  total awarded by the faculty

Note:

·  Emphasis is on content, but presentation and mechanics will count 

· Allocation is based on a par of 100% of the team grade.   Awards may be smaller for those who do not contribute and may be larger for someone who carried the team by doing more than their share. 

Individual Factors (50%)
· 20%  Exams –  

· Midterm 10%

· Final  10%
· 15% -Class participation and assignments

·  Discussions, interim briefings, status reports, quizzes, ad hoc assignments, Myers-Briggs test, etc. 
· 15%  Individual Writing,assignments – 
· Writing Process 

· SE Process
· Initial writing Assessment – Letter to Broadside 
Late work 
Work is due at the start of class.  

If you are late, your work is late.  
Late work is not accepted, unless previously authorised due to verified and acceptable reason.  

If you anticipate  any religious holidays, employer mandated travel, health appointments, or critical personal issues (tax audits, court appearances, funerals, weddings, etc.),  that will require you to miss class or be late with work please notify the instructor as early as possible.   And coordinate with your team so they are not impacted .   Confirming documentation is  required. 

Even if you have an excused absence,  you must still meet all of  your team commitments!  

If your team does not consider your excuse acceptable they may lower their assessment of your contributions which will lower your final grade.

Grading Scale 

A+
98-100+
A
93-97
A-
90-92
B+
87-89
B
83-86
B-
80-82
C+       77-79

C         73-76
C-       70-72

D        60-69
F
( 59
Other grades are theoretically possible in accordance with GMU policy:

See GMU policies for details. 
Honor Code

Attention should be paid to the honor code provisions.

All work is open book, open notes, and done collaboratively, as would occur in an industrial team oriented project environment.   

For academic purposes though, acknowledgement must be made of all sources used.   This includes all team and classmates, colleagues at work, text books, web references, etc. 

Work is intended to be done collaboratively with their team, and/or the class.  Teams may help each other but acknowledgement is to be given to such help.  

Proper credit is to be given to any other information sources used by citing them in the TR. 

Class Policies and Approach

Teamwork is an integral factor of this course.  All students are expected to work in a collaborative and cooperative manner both on their project team and in the class as a whole.   Planning and coordination are expected to minimise duplication of efforts.

Communication is vital to success  and will be emphasised through in‑class briefings concerning the team projects and written status reports. 

Students are expected to 

· attend all sessions on time. 

·  synchronise your watches by telephone at 202 762 1401

· have reviewed the text and other course material

· participate actively

· be alert, having had adequate sleep and rest

· first attempt to do all the work by themselves including team participation

· ask for help when necessary

· plan their work and budget their time

· keep a log of all resources expended

Teamwork is an integral factor of project management.  All students are expected to work in a collaborative and cooperative manner both on their project team and in the class as a whole. 

Communication is vital to good management and will be emphasised through in class briefings concerning the team projects and written status reports as well as other writing assignments. 

All persons are expected to work in a collaborative and cooperative manner.  Planning and coordination are expected to minimise duplication of efforts. 

The course will cover the entire text and additional related topics as appropriate based on the time available.  Emphasis is on project management within a systems engineering context.  

Accommodations

Any student needing accommodation for a handicap will be given whatever course modifications they need as determined appropriate by the DRC staff.   The DRC form is required.

Project/Assignments

The main product is a technical report.   

A final oral presentation will also be given.  

Interim status reports and drafts will be due. 

Each student is to log all resources used by category for the entire course. 

This will be used to create the metrics turned in as part of the other course  deliverables. 

Frequently,  status reports will be presented by teams as well as being  turned in for evaluation.  

Additional items will be assigned in class.

For mats

Please provide hardcopy of all assignments.  

Softcopy is also required for the final report and presentation.






Please use a font that is 12-14 points, with 2-3 points of leading for text.  

Do not use times roman or similar fonts with small x-height or tight tracking.  
Preferred fonts are  American Typewriter aka Editor, or Dark Courier.  Other large x-height fonts with uniform stroke weight may be used such as Trebuchet; but, please confirm readability with the professor first.  Thanks!

Excel Spreadsheets, MS Project charts,  and similar items should use Arial Narrow 8-10 point.

Style and usage
Use the GPO or Chicago style manuals for citation format.

Use the Columbia guide for web based content citations. 

Harbrace College Handbook or Hacker are good guides for grammar usage.

Deliverables –  Summary 
(See detailed descriptions separately.  See schedule for due dates.)

1. Final oral presentation given to faculty. – 
a. 
2. 
3. Final written technical report – 
a. 
4. 
5. Class participation – Individual –  all sessions 
6. Team Charter
7.   - team – second  Tuesday
8. Myers Briggs psychological profile – individual – first Thursday 

a. Status reports – Individual – with team tasks allocated to team WBS tasks  – weekly on Tuesday 
b. 
1) 
2) 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
j. 
k. 
9. 
10. Status reports – Team tasks only,   with a  resulting Earned Value estimate – weekly on Thursday 
11. syst371 Project Plan – MS Project – Initial Approach – Team tasks shown on a 
12. WBS  sufficiently detailed to monitor and control the project

a. Tasks allocated to a team member

b. Gantt Version to show dependencies and time estimate 

13. Earned value report – team – weekly – with team status report 

14. Updated syst 371 Project Plan – Final  Actual – Team 

a. Show actual effort used by syst371 tasks
b. Reflects all  changes to original plan

15. 
16. 
17. Interim status briefings – Team – oral status report – at random 
a. Each team member must be prepared to give the report
1) Presenter will be selected at random 


















18. Team and self evaluations and grade allocation recommendations. 
19. Individual Writing assignments 
a. Letter to Broadside 
b. Myers Briggs Profile summary 
c. Writing Process

d. SE process 
20. Copy of final presentation to be given to faculty 
21. Midterm exam

22. Final Exam 
-------------------------------------------------
Notes
**   J = local time.  We change from EST to DST  in  April 
-------------------------------------------------
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NOTE:

The Schedule is Below in Landscape Orientation 
For printing on a Legal Size Sheet 
It is also available separately as an Excel File at 

http://www.netacc.net/~williamadams/Index.html
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	tues
	thurs 
	
	admin
	text 
	notes / other info   --  details & additional topics 

	class # 
	
	
	
	
	
	
	
	
	

	1
	25-Jan-05
	
	
	roster check  / class overview / set up teams
	
	
	
	class project / myers briggs / team / grading / overview wbs gantt evms /

	2
	
	27-Jan-05
	
	
	
	
	
	context /  enterprise / processes / etc. continued

	3
	1-Feb-05
	
	
	
	1 / jogger
	lecture 
	
	Terminology / concepts / life cycle / selection / 

	4
	
	3-Feb-05
	
	
	1
	
	discuss 
	
	

	5
	8-Feb-05
	
	
	
	2 / jogger
	lecture 
	
	Teams  /  management 

	6
	
	10-Feb-05
	
	
	2
	
	discuss 
	
	

	7
	15-Feb-05
	
	
	
	3
	lecture 
	
	plan / documents / WBS / SEMP / 

	8
	
	17-Feb-05
	
	
	3
	
	discuss 
	
	

	9
	22-Feb-05
	
	
	
	4
	lecture 
	
	Budget / Risk 

	10
	
	24-Feb-05
	
	
	4
	
	discuss 
	
	

	11
	1-Mar-05
	
	
	
	5
	lecture 
	
	Gantt 
	

	12
	
	3-Mar-05
	
	
	5
	
	discuss 
	
	

	13
	8-Mar-05
	
	
	
	6
	lecture 
	
	Allocate / Goldratt / TOC 

	14
	
	10-Mar-05
	
	
	6
	
	discuss 
	
	

	 
	15-Mar-05
	 
	 
	spring break
	 
	 
	 
	 
	 

	 
	 
	17-Mar-05
	 
	spring break
	 
	 
	 
	 
	 

	15
	22-Mar-05
	 
	 
	    mid term ?????????
	TBD
	 
	TBD 
	 

	16
	
	24-Mar-05
	
	    exam review &c
	
	
	
	

	17
	29-Mar-05
	
	
	
	7
	lecture 
	
	Monitor / Control / EVMS 

	18
	
	31-Mar-05
	
	
	7
	
	discuss 
	
	

	19
	5-Apr-05
	
	
	
	8
	lecture 
	
	Evaluate / Terminate 

	20
	
	7-Apr-05
	
	
	8
	
	discuss 
	
	

	21
	12-Apr-05
	p
	
	
	Joggers / other topics
	
	QFD
	triz

	22
	
	14-Apr-05
	
	
	"
	
	
	7MPT
	6sigma 

	23
	19-Apr-05
	
	
	
	"
	
	
	Teams 
	processes 

	24
	
	21-Apr-05
	
	
	"
	
	
	490 / 495 tips 

	25
	26-Apr-05
	
	
	
	Special Preview 490/495
	NOTE:  This may occur earlier - other classes will slide to next scheduled class

	26
	
	28-Apr-05
	
	
	
	
	
	Snow Ice Contingency day 

	27
	3-May-05
	
	
	
	
	
	
	Snow Ice Contingency day 

	28
	 
	5-May-05
	 
	PRESENTATIONS 
	 
	you must attend both sessions no matter which one your team presents at

	29
	10-May-05
	 
	 
	PRESENTATIONS 
	                   you must attend both sessions no matter which one your team presents at

	30
	 
	12-May-05
	 
	final exam  !!!
	 
	TBD  TBR  
	 
	 
	 

	
	17-May-05
	
	
	 = = = = = = = 
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Syst371 Project Spring 2005 

(with the HPCC Team Process & HPCC Resource Reporting Process)

Reminder – per the syllabus:

Final written report is due by START OF CLASS  28 April 2005.

The final briefing will be held on 5 & 10 May  2005.

You must attend both sessions.
Status reports  - including resources used – are due weekly:  

Individual  on  Thursdays - and 

Team on following Tuesdays  with estimated EVMS.

Status presentations due as announced in class. 

You also may be asked to provide your current  sitrep  at any time. 

Scenario
The class and project will simulate a real work environment to the extent possible.

You have an internship at HPCC (Highly Powered Consulting Company).   

As with all real world enterprises, it is necessary to gather metrics for management to use to  monitor and control this project as well as for future  planning and budgeting purposes;  consequently,   you are required to keep accurate records of your efforts and the time used by project task.   HPCC HR will provide you with a sample reporting form and valid charge codes to use.   As with real world situations, time cards may be audited and there are serious penalties for fraudulent reporting even if the time is not the basis for invoices submitted to the government for payment.   

NOTE:  Each team member and each team collectively is responsible for verifying that the claims of results included in the team status report was actually done by each team member claiming such for inclusion in the team report.  

[NOTE:  This data is to be recorded for the tasks of the project plan you are using to manage and control your efforts in syst371 – this is *NOT* the same as the plan you are creating for HPCC management].

[Nor is the one you are creating, documenting, and briefing the same as the one you are using.]  Do Not confuse the two.  Your in class status reports will be about the plan you are using to ensure that you finish the project on time, with high quality.  The final report and briefing is for the plan you created for HPCC.

Background

The Highly-Powered Consulting Co. (HPCC) is a small consulting company that wants to produce a video  on project management as a marketing tool and to further bolster their credentials as to their being experts in project management.    

This video will  be a companion to their highly successful book that they did in 2003.   The video is intended to be an introduction to project management and is anticipated to be approximately  one hour in length. 

Later on, HPCC may make a set of detailed videos for inclusion on  CDRom ( in VCD format)  or DVDs  to be packaged with their book.   This plan will help guide them in doing subsequent videos.   For this  marketing video,  the highest quality video resolution  on DVD has been chosen by HPCC’s executive management.   There is no need to use HD TV format unless you think that is the most desirable alternative.  As theatre distribution is not planned,  do not consider a 1.85 to 1 cine  format. 

As your first assignment, in this temporary position,  you have been tasked with providing a project plan to create this instructional & marketing video.   

The project plan must  include a list of all necessary tasks, with task inter‑dependencies and all resources needed.   Time is a key resource that must be shown in the form of a Gantt chart by task.  Other resources may be documented separately.   Additionally, an estimated budget must be provided.  The budget will be based on the amount of each specific resource needed.   Purchased goods and services should be considered as resources for budgeting purposes,   EG insurance policies or bulk DVD replication.    

Any other collateral documentation that is necessary or supports the plan should accompany the Gantt and budget documents.   The entire plan should be packaged as a Technical Report with appropriate explanatory text material.    Include a statement of the  problem description including the objective, terminology, and any necessary or useful reference material, etc.

You must document all assumptions and other bases for your estimates. 

You should include any analyses and computations that support your data items.   You should identify risks and indicate how they will be addressed.  

Although this is a preliminary plan, and will be likely be modified by executive management before the video is produced,  you should include as much detail as possible, and be as accurate and complete as possible.    There is always the possibility that management will tell you to create the video using your budget and schedule.  So you do not want to have overlooked any items that would result in your not being able to execute the plan as shown.   The plan should be as complete and accurate as is possible to accomplish within the deadline constraint you have been given. 

There are many sources of similar projects which can be used as a guide to estimating effort and costs, as well as to use as a checklist of tasks.  As with the SE process that you use,  you need to tailor them, not parrot them.  Use what fits your effort, discard the others, and fill in any gaps. 

Feel free to reuse any  existing artifacts as long as you document and give credit to the source.   Note that web sites, if used, must be documented with a time/date stamp.  Ideally, they should also be captured for future viewing too, as web pages change frequently and disappear with significant  probability.   All sources used should be provided in a bibliograpy attached to the report containing the plan. 

There is no need to do a script for the video, except perhaps for  a treatment or outline  which would  be used as a basis  for  your  estimating.     

IFF (if and only if) you believe that you have a complete and accurate project plan, then you may, for extra credit, provide a suggested outline and storyboards for the video content.   You need to have prior management authorisation for this additional work before beginning to work on this task or charging any time to it. 

While being achievable, it is not expected that any team will be able to take on this extra work. 

 Sitrep 

Of course, as a new employee,  you are eager and enthusiastic about this assignment as it will solidify your project skills for use in syst490/495  (or other department’s senior capstone project) as well as your real world career .  As additional motivation,  you know that you can recycle this plan in the future and that the data and checklists you create will also be useful.  Knowing that the time you invest now, will be paid back in the future many times over you are eager to do an excellent and thorough job.  

Your manager knows that you are doing your first plan, so has teamed you with some other interns.  The manager also says that  he will get back to you with more details later.  His assistant tells you that means this Thursday at 13h30J.

 [Talking to some of the old timers you discover that  he will also set up regular meetings to discuss your efforts {see lecture schedule}.   For now,  he wants you to think about this task and do some preliminary planning of how you will accomplish your assignment.   He will be available during regular status meetings to answer any questions you may have and help suggest solutions to problems.]  At other times, he may be available to answer questions submitted by email.

Because you are working  on a self-directed team with the other interns,  you need to establish your team and to document some basic items as detailed in HPCC’s SE Processes.   These are in HPCC’s PAL (Process Asset Library).  Note:  You should have been given this team process during the HR orientation.  [See attached].

[In the lunchroom you overhear comments that indicate that he is easy to deal with, will act as a mentor, and will not let you fail.   He also is absent minded and tends to lose things so you should document all conversations and provide hardcopy as a reminder (as well as keeping a copy for yourself).  He also has bad eyesight and insists that special fonts be used so that he  can avoid eyestrain.]  

You have also been told by his assistant that individual status reports are due every Thursday at 13h30; and team status reports summarising these are due the following Tuesday at 13h30.   He wants to know what progress has been made, problems encountered, approach being used to prevail, and a running summary of resources used.  These are to be factual and to emphasise completed tasks.   The team summary report is to also include an EVMS (Earned Value Management System] estimatet.   [He has budget responsibility and needs this data to do his job.  Also, the data is fed into the PAL (Process Asset Library) to guide future estimations and planning.] [ For non IRAD projects, this data is used to bill clients and is subject to severe legal sanctions if not correct].

The schedule for starting the video project  is not later than September 2005.  There is an absolute deadline of May 2006 for copies of the video to be available to kick off a PR campaign.    

[Any similarity to a senior project or real life is purely intentional.]  Your plan for this 371 project is due  28  April to allow time for budget approvals, staff planning, and other preparations for a kick off in Sept 2005.   The plan should include a major review at about the halfway point [December 2005] so that corrective action may be taken to improve the product and or insure the schedule is met.  Any other checkpoints/gates and reviews are for you to recommend.  [NOTE:  syst490 typically delivers their checkpoint status to the entire faculty in December].

The deadline for your final syst371 project  has been set at 28 April 2005 { for  your system 371 project}.   {Consequently failure to meet this l deadline will negatively impact the grade given.} Presentations to  the Senior Management [SEOR faculty] are scheduled for 5 & 10 May.  

Any delay in having an approved plan will seriously impact the HPCC video project instantiation and concomitant business plans.   Consequently, all problems need to be noted and overcome promptly.  Your mentor will help guide you but you must make an attempt and provide some alternatives or suggestions for him to consider.

Start thinking immediately about what needs to be done and how you will do it. 

[Your team needs to meet and document, at a minimum,  all of the items in the HPCC team process  for submittal next Tuesday].

Some things to think about to discuss the first  Thur.

&  must  be documented by the team - due  2nd Tues.

[See the HPCC process for a complete list]

What is your objective? 

How will your team meet and coordinate?  

How will it communicate?

How will it control its work products?

How will it verify that the claims in the team status were actually done by the individuals reporting it?

How will it make decisions?  

How will you stick to your time budget without allowing delays?   

What is acceptable behaviour and performance?

How will you review it and assess it?

What will you do with team members who are not doing their fair share?

What do you do with team members whose quality or timeliness is poor?

How much slack will you allow for missing meetings or deadlines due to so called “emergencies” or other priorities?

---

You will also need to determine:

What is your Myers-Briggs type?  

What are your teammates types?  

How will this affect how you interact with each other?  

---

Start thinking about the following – discuss within team as time allows:

What are your initial thoughts on the tasks that your team has to do?  

What effort do you estimate that this will take?   

===

Give as much thought to this new assignment as necessary to ensure success and be ready to discuss it with your manager on first Thursday.   NOTE:  The written team process is due the 2nd Tuesday.   Your team plan and assignments will be due soon after that. 

NOTE:  Teams grade themselves.  You must explicitly cover in your team charter how you will assess each others contributions and assign a grade based on what you determined was earned by meeting pre-defined acceptable levels of effort, quality, timeliness, cooperation, and other factors affecting your team’s achievements. 

NOTE!:  You are allowed to read ahead in the textbook,  if you need guidance in areas not yet covered in class!

NOTE!:  Not everything you need to know is covered in syst371, or even any formal class.  Some necessary SE tools and processes eg requirements, CORE, decisions, lifecycles, etc., are covered in other classes;  some things you have to learn on your own.   EG:  You will have to learn MS Project on your own;  and, while giving many presentations in various classes,  that skill is  not explicitly taught,  although report writing is allegedly taught in Engl302.  Some items such as teamwork are covered incompletely so you will need to fill in any gaps necessary to make your team work well.  

===============================================
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HPCC Team Process:

Create a Team Charter  with the ground rules and tailored processes for your team covering the following at a minimum:

NOTE:  Address all solid bullets.  Consider the sub-bullets as appropriate. 

Situation

· State the objective 

· Define criteria for success

· Establish firm commitment of amount of work each member will do 

· Use this when budgeting your team’s efforts 

· Realistically it will take about ten hours per person average 

· More if you waste time or are inefficient or ineffective 

· Much more at the end if you procrastinate 

· It can take less for well prepared students 

The team itself

· Team self management approach

· How will it monitor and control its efforts and personnel 

· How will it ensure that each member meets its commitments

· How will it plan to do the syst371 project

· How will it track progress and make corrections

· How will it handle problems either technical or with individual members

· Roles and task assignments

· How will tasks be allocated

· How will equity in amount of work and difficulty be determined

· How will it be measured to fairly recommend final grades

· Criteria for acceptability of team member’s work products 

· Quality 

· Timeliness

· Penalties for being late or providing unaccaptable assignments

· Cooperation

· Initiative

· Congeniality

· Punctuality

· Etc.  

· Accommodation of genuine personal problems

· Do not schedule recurring meetings at the same time that someone works

· Or has Religious commitments

· Provable illness, court appearances, accidents, etc. 

· How to handle slackers  and problem makers or non cooperation 

· Assessment of work

· How will the final grade be assigned to each team member by the others

Supporting processes – how the team operates 

· Communications process

· Method, frequency, delay,  etc. 

· Impact on final grade for failure to communicate per team agreement

· How to communicate between meetings

· How to share artifacts being worked on

· Meeting process

· Should include capturing decisions and recording assignments

· How to minimise time used 

· Avoid unnecessary travel time 

· Decision process

· How to resolve differences of opinion of direction to take 

· Conflict resolution process 

· How to handle non-cooperating/participating team members

· How to avert hostilities  

· Writing process 

· Outline of steps to be taken

· Consider both report and briefing 

· Risk Management

· What will the team do when problems arise

· Peer Review

· Team status report for completeness and correctness

· Artifacts for use in the report and briefing

· Do not let anyone slide – give notice promptly of unacceptable work

· CM/DM or version control process 

· How to amend and update this  charter 

· Status reports 

· How will it be generated from the individual stati?

· How to V&V for accuracy and truthfulness

· Note all problems and actions taken promptly 

· Others as  appropriate 

Project Closeout 

· Final team grade recommendations

· Criteria

· Method 

============================
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HPCC Resource Reporting Process:

Use the exact format given.  Do Not change it.  

Insert the appropriate data.  Use the codes on the HPCC valid codes reference chart. 

You must get management approval before using any additional codes within the format shown  as they must be created and entered into the HPCC database first. 

You should  use either  MS Excel to print weekly reports and/or submit the final totals at project close out.   Using excel will simplify summarising the individual reports into the team report.  Note:  The TEAM report does NOT use any of the CLASS data. 

Use the format below:HPCC Resource Reporting Process:

Use the exact format given.  Do Not change it.  

Insert the appropriate data.  Use the codes on the HPCC valid codes reference chart. 

You must get management approval before using any additional codes within the format shown  as they must be created and entered into the HPCC database first. 

You should  use either  MS Excel to print weekly reports and/or submit the final totals at project close out.   Using excel will simplify summarising the individual reports into the team report.  Note:  The TEAM report does NOT use any of the CLASS data. 

Use the format below:

------------------------------------------------------------------------------------------------------------------------------------------

Individual Status Report Format – Resources used 

Date DUE:_________________________________  Team #: ___________________________________

Date actually submitted: ___________________NAME: ______________________________________

Resources Used:

	Code 
	Enter codes under category per the HPCC valid codes chart 
	Time used this reporting period 

Hours.decimal
	Previous Total as of last report

HH.dec 
	NEW Cumulative Total time after this report 

HHH.d

	
	
	
	
	

	Class 
	(Non Project )
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Subtotal 
	
	
	

	
	
	
	
	

	
	
	
	
	

	Project 
	
	
	
	

	
	Overhead 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Subtotal overhead 
	
	
	

	
	
	
	
	

	
	Productive 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Subtotal productive 
	
	
	

	
	
	
	
	

	
	TOTAL project 
	
	
	

	
	
	
	
	

	
	Total this  WEEK 
	
	
	

	
	
	
	TOTAL TOTAL 
	


-----------------------------------------------------------------------------------------------------------------------------------------------

Individual Status Report Format – Results Achieved  

Date DUE: __________________________________________

Date Actually Submitted: ___________________________

Team Nr._____________________________________________

Name: ______________________________________________

Include your teams related task numbers for each item listed 

Hard Results finished and  provided  to the team for review 
Soft Results finished and confirmed by the team 

Unfinished work still in process – estimate finish date 

Planned work for the next week

Problems encountered and proposed solutions

================================================================================================

TEAM  Status Report Format – Resources used 

Date DUE:_________________________________  Team #: ___________________________________

Date actually submitted: ___________________NAME: ______________________________________

Resources Used:

	Code 
	Enter codes under category per the HPCC valid codes chart 
	Time used this reporting period 

Hours.decimal
	Previous Total as of last report

HH.dec 
	NEW Cumulative Total time after this report 

HHH.d

	
	
	
	
	

	Project 
	
	
	
	

	
	Overhead 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Subtotal overhead 
	
	
	

	
	
	
	
	

	
	Productive 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Subtotal productive 
	
	
	

	
	
	
	
	

	
	TOTAL project 
	
	
	

	
	
	
	
	

	
	Total this  WEEK 
	
	
	

	
	
	
	TOTAL TOTAL 
	


---------------------------------------------------------------------------------------------------------------------------------------------

TEAM  Status Report Format – Results Achieved  

Date DUE: __________________________________________

Date Actually Submitted: ___________________________

Team Nr._____________________________________________

Include your teams related task numbers for each item listed 

Hard Results finished and  provided  to the team for review 
Soft Results finished and confirmed by the team 

Unfinished work still in process – estimate finish date 

Planned work for the next week

Problems encountered and proposed solutions

----------------------------------------------------------------------
=======================================================
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Status Report Valid Codes – Note:   replace “N” with your actual team nr. 

	TEAM #
	TASK CODE


	                               AREA/SPECIFIC TASKS 

	 
	
	
	
	
	
	
	

	N
	0
	CLASS 
	
	
	
	
	

	N
	0.1
	
	
	Travel
	
	
	

	N
	0.2
	
	
	Classroom 
	
	
	

	N
	0.3
	
	
	Study
	
	
	

	N
	0.4
	
	
	Assignments
	
	
	

	N
	0.5
	
	
	Conference
	
	
	

	N
	0.X
	
	
	Other TBD 
	needs management authorisation 
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	1
	PROJECT 
	
	
	
	
	

	
	
	
	
	OVERHEAD
	                                    NON RECOVERABLE  CHARGES 

	N
	1.1
	
	
	
	Travel 
	
	

	N
	1,6
	
	
	
	Reporting / Metrics
	
	

	N
	1.2
	
	
	
	HPCC management meetings 
	
	

	N
	1.3
	
	
	
	Training & “Research”
	
	

	N
	1.7
	
	
	
	Instantiation / Charter & tailor processes 
	
	

	N
	1.X
	
	
	Other TBD 
	needs management authorisation 
	

	
	
	
	
	
	
	
	

	N
	2
	
	
	PRODUCTIVE
	   DIRECT CHARGES

	
	2.1
	
	
	
	MANAGE-

MENT
	
	

	N
	2.1.1
	
	
	
	
	Planning
	

	N
	2.1.2
	
	
	
	
	Monitor & Control 
	

	N
	2.1.3
	
	
	
	
	HPCC project meetings 
	

	N
	2.1.4
	
	
	
	
	Requirements
	

	N
	2.1.5
	
	
	
	
	Alternatives / Architecture
	

	N
	2.1.6
	
	
	
	
	Risk mgmt
	

	N
	2.1.7
	
	
	
	
	CM/DM
	

	N
	2.1.8
	
	
	
	
	QA 
	

	N
	2.1.9
	
	
	
	
	
	Peer Review

	N
	2.1.10
	
	
	
	
	
	V & V 

	
	
	
	
	
	
	SCM
	

	
	
	
	
	
	
	DECISIONS / ANALYSIS 
	

	
	
	
	
	
	
	
	

	N
	3
	
	
	
	TEAM SPECIFIC TASKS
	NOTE:

you may subidivide predefinedtasks ` by adding new tasks and numbering with a decimal extension 

you may ask management to put any new tasks you need into the database and assign a number to them. 


	N
	3.1
	
	
	
	
	REPORT 
	

	N
	3.1.1
	
	
	
	
	
	Define 

	N
	3.1.2
	
	
	
	
	
	Acquire 

	N
	3.1.3
	
	
	
	
	
	ORGANIZE

	N
	3.1.4
	
	
	
	
	
	DRAFTS

	N
	3.1.5
	
	
	
	
	
	EDIT

	N
	3.1.6
	
	
	
	
	
	REVIEW 

	N
	3.2
	
	
	
	
	BRIEFING 
	

	N
	3.2.1
	
	
	
	
	
	Define 

	N
	3.2.2
	
	
	
	
	
	Acquire 

	N
	3.2.3
	
	
	
	
	
	ORGANIZE

	N
	3.2.4
	
	
	
	
	
	DRAFTS

	N
	3.2.5
	
	
	
	
	
	EDIT

	N
	3.2.6
	
	
	
	
	
	REVIEW 

	N
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


TopReturn
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Deliverables – Detailed Description 

1 Final oral presentation given to faculty. – 

a. Provide a  15 minute TBV/TBR presentation to the HPCC senior management [SEOR faculty].  There will be 5 minutes for questions and answers.   Provide a powerpoint file on cdrom or flashmemory for use with a pc and LCD projector.  

b. This should, to the extent the time allows,  provide a complete summary of the most important points in   your plan for doing the video. 

2 Final written technical report – 
a. Provide a complete hardcopy report for management to read.  This will include the WBS, GANTT chart showing times and dependencies,  estimated budget, and any other materials that support the plan.   Include a statement of the  problem description including the objective, terminology, and any necessary or useful reference material, etc   .It should be packaged with a cover page, table of contents, executive summary, reference appendices, resources needed, etc. 

b. Include a summary of the effort expended on the report as your syst 371 task list and  total hours used per task, in an appendix.   Discuss why your estimates for the video would be any better than those for your syst371 plan. 

c. You must document all assumptions and other bases for your estimates, including sources you used. 

d. You should include any analyses and computations that support your data items.   You should identify risks and indicate how they will be addressed.  

3 Class participation – Individual –  all sessions 

a. Be prepared to discuss the material at the end of the chapters in the textbook, topics covered in lectures, your project, etc.

b. There may be random quizzes.

c. Read the book, review your notes, look for additional tutorial and reference material on the web.  This is all open book, open notes. 

4 Team Charter  - team – second  Tuesday

a. The team is to immediately  meet and decide for themselves how they will organise and operate their team.  

b. Introduce yourselves and state your MB profile type.   Everyone should write down  their preferences for doing things before the meeting, and then  the team should read each one in turn after the introductions. 

c. Address all the topics noted in the HPCC Team Process document.   

d. Turn this in as a short written document.   It can be semi-formal eg using bullets as long as it is complete and the entire team has agreed to it.  

e. Give special attention to how you will make decisions, communicate,  meet and control and document meetings,  and especially how you will evaluate each other’s performance.   You should decide what behaviours are acceptable and what allowance you will make, if any, for “emergencies”, and what corrective actions the team will take in case a slacker fails to do their fair share.   Determine what level of quality and timeliness are acceptable and how that will be determined.  

f. This one can take some time depending on how well the team’s initial fit is.   Do not procrastinate – get it done so you do not pull an all-nighter.    It will take a lot longer to get to know each other and agree than it will to document. 

5 Myers Briggs psychological profile – individual – first Thursday 

a. Take a Myers-Briggs test (FREE on the web – small charge at GMU) and document your preferred style according to MB as a four letter code eg ENFP 

b. Document the related preferences related to that code.  Document how you could best work with someone who has a profile orthogonal to yours  eg ISTJ vs ENFP (This is part of deliverable 13).

6 Status reports – Individual – with team tasks allocated to team WBS tasks  – weekly on Thursday  

a. Log your usage data as you spend time on class or the project.  

b. Use the status form format provided  and enter the data showing the amount of effort you along with the related codes as authorised on the HPCC reporting codes chart.  

c. SHOW Don’t TELL your work to your team and 

d. Give a copy of your status to each of your teammates for their verification against your actual results.  
e. The team must summarise the team portion of the work and turn in a team status.  See item 7.  Each team member must verify that all the claims of accomplishments were actually done by the person claiming them. 

7 Status reports – Team tasks only,   with a  resulting Earned Value estimate – weekly on Tuesday 

a. Using the individual status reports from Thursday  (see item 6) the team is to extract the team related efforts and turn in a combined team status report on the following Tuesday.  Each member should verify that the work claimed by the other team members was actually performed by examining the related work products submitted to the team. 

8 (syst371) Project Plan – MS Project – Initial Approach Planned – Team 

a. WBS  sufficiently detailed to monitor and control the project - Due 3rd Tuesday

b. Tasks allocated to a team member

c. Gantt Version to show dependencies and time estimate 

d. Each team is to make a list of the tasks they need to do to complete the project.  Then estimate the amount of time necessary to do each task.   Note any dependencies between tasks, and create a GANTT chart for use in managing your efforts.   Each task should be assigned to a specific person who is responsible for instantiating it.  Larger tasks may be split into smaller tasks, each of which would have a person responsible for doing them.   This should  be repeated until the tasks are sufficiently small that they can be done by one person,  in a relatively short time.   

e. This plan  may be updated as necessary as more is learned about the project. 

f. Initially the first steps should be done in sufficient detail that the team is not delayed.   Later steps may be filled in with more detail in the following week or two.  

9 Earned value report – team – weekly – with team status report 

a. Using the estimated time for each task,  total them to create  a total time budget that is projected to occur.   As tasks are 100% completed, and verified, but not before, add the amounts of time for those tasks and divide by the total estimated to get an estimate of the percent of the project that is completed.  

b. Divide the  time elapsed so far  by the total elapsed time to see how much of the project should have been completed if it were linearly correlated with time.  

c. Take the number of tasks that  are 100% completed, and verified, but not before,  and divide by the total number of tasks identified.   

d. As tasks are completed, compare the actual total  effort used to the amount estimated to achieve those tasks.    Revise the actual plan and estimates if the team consistently under or over-estimated.  

10 
Updated syst 371 Project Plan – Final  Actual – Team 

a. Show actual effort used by syst371 tasks

b. Reflects all  changes to original plan

c. At the end of the year, update the syst 371 plan to reflect what actually occurred.   This should reflect the actual total times used for each task, including  all tasks added during the semester.   Redraw the GANTT chart to reflect the actual times.  

11 
Interim status briefings – Team – oral status report – at random 

a. Each team member must be prepared to give the report

b. Presenter will be selected at random 

c. From time to time, team members will be asked to give a brief summary of their efforts and results.   This will be at random.  Each team member is responsible for knowing the status of their team at all times.  

12 
Team and self evaluations and grade allocation recommendations. 

a. At the end of the semester, each person is to evaluate their own performance and those of their teammates.   This must be objective and fair, and supported with actual statements of what the other did or did not do, how well, and their timeliness.  Discuss any other personal factors that helped or hindered the team.    The criteria should be applied as agreed on by the entire team in their charter.  

b. The typical evaluation should be a par value of 100% of the team’s grade.   Slackers should be severely downgraded.  Some less effective team members  may be only lowered slightly for minor shortcomings  as long as they gave an honest effort.   A team leader may be nominated for slightly more as could anyone who did extra amounts of work, solved problems, etc. 

c. The team should try to adjust the attitude of anyone who is not pulling their share of the load immediately upon discovering it.   Do not surprise team members at the end of the year.    Teams must mutually agree to all conditions.   Do not schedule meetings for the same time and day when someone has  a reasonable conflict.   Social events are not a reasonable excuse.  

13 
Individual Writing assignments 

a. Letter to Broadside 

b. Writing Process

c. SE process 

d. Myers Briggs summary (with deliverable 5)

e. Write a 600 word letter to Broadside on any topic of interest.  EG parking  problems at GMU,  Food service,  etc.    Provide a hard copy in class. 

f. Document a writing process that includes all the steps needed to write a technical report.   This should be as long and as detailed as necessary to serve as a roadmap for someone who has not done it.  Assume grammar and basics are known already and can be used without training.   

g. Document an SE process that describes all the things that need to be done during an SDLC.   Include all  supporting processes.   This should be as long a document as necessary to fully describe all the steps that would need to be done for a senior year capstone project.   You should  tailor the process down so as to be appropriate for a senior capstone.   You should also note the areas that  may need to be expanded for a real project in a commercial environment which were minimised or deleted.   This should be usable by any capstone team to guide them to quickly and correctly finishing their first semester’s effort.  

14 
Copy of final presentation to be given to faculty 
a. Provide a copy of the slides that will be used when briefing the faculty.  Refer to item 1.

15 
There will be a midterm exam.

a. Read the book, review your notes, look for additional tutorial and reference material on the web.  This is all open book, open notes. 

16 
There will be a final exam.  

a. Read the book, review your notes, look for additional tutorial and reference material on the web.  This is all open book, open notes. 
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