Mini-Method Example Word Document – SPOCE Project Management Ltd


Management Summary

for the installation of an Ethernet network.

MINI-METHOD

Example Document

SPOCE Project Management Limited

01202-73 63 73

enquiries@spoce.com
www.spoce.com
MANAGEMENT SUMMARY FOR INSTALLATION OF AN ETHERNET NETWORK
REFERENCE:..PQ122A
AUTHOR:  Dave Jones

DATE:  4 November 2002

Introduction:
Herne Estate Agents need to install a network into a number of their offices in the Dorset and Hampshire areas.  This project will be the first of the installations and will be used to pilot the facility.  The company staff have a limited amount of IT knowledge and so have opted to bring in PASS (the technical division of CommTec IT Limited) to install the network.   If all goes as planned, PASS will install subsequent networks and provide ongoing technical support.

Project Authorities:

The Project Authority for the Customer is Mr D Adams, MD of Herne Estate Agents.  Mr Adams has Customer responsibility for the project and will identify the start and finish dates and authorise all work and payments.

The Project Authority for PASS is Don Bradley, MD of CommTec IT Ltd.

The Project Manager is Dave Jones, Technical Manager of the PASS Division of CommTec IT Ltd.

General Approach:
The installation will take place over two Sundays.  The first Sunday will be to install the cabling for the network; the second to install the hardware and software.  It is possible that the Christmas period will be utilised – the customer will advise on this.

PASS will utilise its own staff for the installation – sub-contractors will not be used but will be considered for subsequent offices.

Estimated Duration:
The network must be up and running to the Customer’s satisfaction by 10 January 2003.  This allows an adequate number of days to order the equipment, carry out pre-installation tests and install the network.

An early decision on the start date is needed from the Customer – not later than 29 November 2002.

Estimated Costs and Resource Requirements:
The estimated installation time required is 20 hours – it is expected that the workdays involved, including testing and fixes will be 3 working days over an elapsed 3 weeks.  As the main part of the work will be carried out on Sundays and/or during holiday periods, “long” days will be worked.  Some minor adjustments and tuning may be needed during normal office hours but this will be kept to the absolute minimum and avoided if at all possible.

The fixed price cost of the network installation into the Herne office is £11,775.  This sum has been agreed and a detailed schedule of pricing is available from the project manager if required.

Assumptions and Pre-requisites:
The Herne Office must be available on three consecutive Sundays or for 3 days over the Christmas period during the period 07.00 to 21.00.  A key-holder must be available (and present if possible) during the whole period of installation.  Furniture and filing cabinets/cupboards ets must be moved back from the wall at least 24” to facilitate installation of cabling.  All existing passwords must be made available to PASS and licensed software CDs/Diskettes provided for existing software installation.

Review and Controls Proposed:
· Semi-formal Stage reviews will be held between the Customer and Project Manager upon the completion of a major Product/Milestone/Deliverable; The first will be when all the equipment is delivered to the PASS Offices (3 days following confirmation of the start date by the Customer).  There will be a semi-formal reviews, at the Herne office when:

· The cabling is installed

· The PC’s are connected and technically tested

· The software is loaded and tested

· The back-up facility is working and a restore carried out.

· Cost Tolerance will be set at 0%, as this is a fixed price contract.  This means that any need for variation on price will be reported immediately to the Project Authorities. Any changes required by the Customer will be quoted for separately.

· Time Tolerance will be set at plus/minus 2 weeks from the agreed start date.

· Individual Quality Reviews of each major Product will be held.  This will include QR by the Project Manager of the Cabling and Wall Ports; QR of each PC; QR of the complete system; QR of the Back-up and Restore functions.

· Highlight Reports will be provided to the Customer at the end of each day’s work – this will be in the form of a verbal report (which will be formalised if required).

Main Benefits and Risks:
Benefits:  To computerise the office and enable smoother running of the business.  This will provide the ability to share information and print graphic property spec sheets.

To enable e-mail between offices and to provide a WWW presence.

It is expected that the staff time saved will generate additional productivity amounting to 5%.  In financial terms with a turnover of £1.25M pa and gross profit of £250K this amounts to 12.5K-pa additional gross profit. 

The WWW presence is expected to return a similar additional profit (£25K pa)

Risks:  This is a low risk project.  Branded equipment is being used throughout the installation and PASS is experienced at the work involved.  The configuration is straightforward and no existing equipment is being introduced to the new facility.  The main area of risk is that work will run behind schedule and spill over into normal workdays to achieve the stated completion date.  However, provided the office availability stated above is met there is little risk that this will happen.

Summary:
This project is important to the Customer not only in terms of additional productivity, improved communication and additional business generated, but to present a more modern image to customers.  This is seen as especially important in view of increasing competition from new businesses entering the market.
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