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[bookmark: _Toc473914551][bookmark: _Toc474056073]Project Scope Description
After realizing the benefits of improving the financial systems, GenRays would like to see if the cost savings and profit gains can be repeated by improving the current Human Resources and Payroll systems. Currently the processes of recruiting, payroll, employee reviews, and training are disconnected and require manual data input. This project will be defined and scoped to analyze the current environment and implement a new Human Resources Information System that will reduce costs, improve inefficiencies, and hopefully increasing employee satisfaction while assisting in career growth. 
The proposed HRIS project is intended to provide the following specific benefits.
· Improved ability to recruit and identify qualified job candidates. 
· Improve general management of the employees of GenRays.
· Improve the process of performance review and career tracking of employees
· Reduction of data entry by providing a self-service application for employees.
· Increased reporting capabilities and employee analysis due to database consolidation.
[bookmark: _Toc473914553][bookmark: _Toc474056074]Statement of Work
[bookmark: _Toc473914552]The five project phases of the HRIS implementation, which consists of initiating, planning, execution, training, and closing, will be conducted with the approval of the Executive Committee.  It will be the task of the Project Manager to work within the prescribed boundaries, mitigate risks, and handle quickly any disruptions to the successful completion of the project. It will also be the Project Managers task to notify the Executive Committee of key milestones and completion of major project deliverables. 
The Project Team will perform both a vendor analysis as well as a make or buy analysis to determine which parts of the project, if any, will be outsourced or conducted in-house. The project will include appropriate selection of cloud technologies and configuration, software integration, and data migration. In addition, key performance indicators will be included into the new system as defined by the Executive Committee that will be used to evaluate future improvements. Finally, the project will include training for the appropriate staff and reference materials will be created for future support staff.


[bookmark: _Toc474056075]Customer Requirements
	Customer Requirements

	Requirements
	Ashley
	Brian
	Connie
	Crystal
	Darcy
	John
	Rory
	Rylee
	Tyler

	Recruiting Qualified Candidates
	
	
	
	
	
	
	X
	
	X

	Career Tracking
	
	
	
	
	
	
	X
	
	

	Central Employee Database
	X
	X
	X
	X
	
	
	
	
	

	Automated            E-Forms 
	
	
	X
	X
	
	
	
	
	

	Payroll Capabilities
	
	
	X
	
	
	
	
	
	

	Performance Review
	
	
	
	
	X
	
	
	
	

	Compensation Capabilities
	
	
	
	
	X
	
	
	
	

	Position Control
	
	
	
	
	
	
	
	X
	

	Employee Self-Service
	X
	
	X
	
	X
	
	
	
	

	Tracking of Training Taken
	X
	
	
	
	
	X
	
	
	

	Government Compliance
	X
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[bookmark: _Toc474056076]Project Deliverables
	Project Phases
	Deliverables
	Timeframe

	Project Initiation
	Project Charter, Needs Analysis Document, Kickoff Meeting
	February

	Project Planning
	Project Management Plan, Project Scope Document, Project Calendar, Project Role Plan, Team Management Plan, Communications Plan, Risk Management Plan, Quality Management Plan. 
	March - April

	Execution and Implementation
	New HRIS, Completed Cloud Configuration, Completed Software Implementation.
	May - August

	Training and Review
	Trained Staff, Final Acceptance Document
	September - October

	Closing
	Closed Invoices, Lessons Learned Document
	November



[bookmark: _Toc473914555]

[bookmark: _Toc474056077]Acceptance Criteria
	Major Components
	Key Stakeholders
	Acceptance Criteria Requirements

	
Recruiting Qualified Candidates
	
Rory Genhardt, Tyler Guerts
	Ability to locate the best qualified candidates applying for positions.

	
	
	Allow job candidates to monitor hiring process and progress.

	
	
	Ability to identify qualified interns to fill full time positions.

	
	
	Ability to search resumes from college campus visits.

	Career Tracking
	Rory Genhardt
	Ability of employees to manage career track and training progress.

	

Central Employee Database
	
Ashley Burrici, Brian Jenkins, Connie Barnett, Crystal Marshall
	Ability to manage data and create reports from one location.

	
	
	Reduction of databases to maintain by consolidating databases.

	
	
	Ability to store HR and Payroll data on same system.

	
	
	Ability to search for employee data in a central location.

	Automated E-Forms
	Connie Barnett, Crystal Marshall
	Ability of e-forms to be self-populated from the database

	
	
	Only allow employees to enter time information for payroll

	Payroll Capabilities
	Connie Barnett
	Reduction of duplicate entries of data.

	Performance Review
	Darcy Martin
	Ability to quickly search performance reviews of employees.

	Compensation Capabilities
	Darcy Martin
	Ability to perform analysis of compensation changes in relations to performance score of employee.

	Position Control
	Rylee Anderson
	Ability to search for employees based of salary grade and job title.

	Employee Self-Service
	Ashley Burrici, Connie Marshall, Darcy Martin
	Ability of employees to enter time and attendance.


	Tracking of Training Taken
	Ashley Burrici
	Ability to track employee certifications and education.

	Government Compliance
	Ashley Burrici
	Ability to send government compliance emails to employees.




[bookmark: _Toc473914556][bookmark: _Toc474056078]Work Breakdown Structure
	WBS Item
	Description
	Responsible
	Deliverables

	
	GenRays HRIS Project
	
	

	1.0
	Phase 1: Project Initiation
	
	Project Charter

	 1.1
	Create Project Charter Document
	John Deardurff
	Project Charter

	 1.2
	Perform a Needs Analysis
	John Deardurff
	Need Analysis Document

	1.2.1
	Interview key stakeholders 
	John Deardurff
	

	 1.3
	Conduct a Kickoff Meeting
	John Deardurff
	Kickoff Meeting

	2.0
	Phase 2: Project Planning
	
	Project Management Plan

	   2.1
	Create Project Scope Document
	John
	Project Scope Document

	2.1.1
	Identify stakeholder requirements
	John
	

	2.1.2
	Define project milestones and deliverables
	John
	

	2.1.3
	Define acceptance criteria
	John, Rory, Connie, Crystal, Darcy, Ashley
	

	2.2
	Create Schedule Management Document
	John & Devon
	Project Calendar

	2.2.1
	Identify tasks and available resources
	John
	

	2.2.2
	Create project calendar
	John
	

	2.3
	Create Role Management Document
	John
	Project Role Plan

	2.4
	Create Team Management Plan
	John
	Team Management Plan

	2.4.1
	Identify project team and assign tasks
	John
	

	2.5
	Create Communications Plan
	John
	Communications Plan

	2.5.1
	Identify and establish communication methods for entire team.
	John
	

	2.6
	Create Risk Management Plan
	John
	Risk Management Plan

	2.6.1
	Identify risks and establish methods to reduce or avoid.
	John
	

	2.7
	Create Cost Management Plan
	John, Drew, & Morgan
	Cost Management Plan

	2.7.1
	Estimate costs and define budget
	John
	

	2.7.2
	Conduct Vendor bidding process
	Drew & Morgan
	

	2.7.3
	Perform a make or buy analysis
	John, Drew, Morgan, & Ashton
	

	2.8
	Create Quality Management Plan
	John
	Quality Management Plan

	2.8.1
	Review acceptance criteria
	John, Rory, Connie, Crystal, Darcy, Ashley
	

	2.8.2
	Identify Quality assurance measures
	Ashton, Drew, & Morgan
	

	2.9
	Review Project Plan for Approval
	John, Rory, Connie, Crystal, Darcy, Ashley
	Project Management Plan

	3.0
	Phase 3: Execution & Implementation
	
	New HRIS

	   3.1
	 Assemble Project Team
	John
	

	3.1.1
	Assign tasks to team members
	John
	

	3.1.2
	Review project calendar
	John
	

	   3.2
	Obtain Microsoft Azure Subscription
	Kendall & Dakota
	

	3.2.1
	Azure Cloud configuration
	Kendall & Dakota
	

	3.2.2
	Create Virtual Machines in Azure
	Kendall & Dakota
	Completed Cloud Configuration

	   3.3
	Software Installation
	Kendall & Dakota
	

	3.3.1
	Install SQL Server in Azure VM
	Kendall & Dakota
	

	3.3.2
	Database Consolidation
	Kendall & Dakota
	

	3.3.3
	Install HRIS Software
	Kendall & Dakota
	Completed Software Implementation

	4.0
	Phase 4: Training & Review
	
	Trained Staff

	   4.1
	Training staff on new HRIS System
	Alex
	Trained Staff

	   4.1.1
	Develop continued training plan
	Alex
	

	  4.2
	Conduct Final Review
	
	

	4.2.1
	Perform final quality testing
	[bookmark: _GoBack]Morgan, Jaime, Ashton
	

	4.2.2
	Obtain final approval signatures
	John, Rory, Connie, Crystal, Darcy, Ashley
	Final Acceptance of Project

	5.0
	Phase 5. Project Close
	
	Lessons Learned Doc

	  5.1
	Ensure payment of all vendors
	Drew
	Closed Invoices

	  5.2
	Complete lessons learned document
	John
	Lessons Learned Document



[bookmark: _Toc473914557][bookmark: _Toc474056079]Project Boundaries
Budgetary Boundaries – The Vice- President of Finance, Connie Barnett, has allocated $103,000 of funds that were made available by the successful implementation of the finance system. An interview with the Information Director of IT, Brian Jenkins, has indicated that an amount of $1,200 is budgeted per employee. Portions of this IT budget could also be used towards the project as the HRIS project will be used to improve employee satisfaction and efficiency. Due diligence will be used to ensure that the budgeted funds will be used in the most effective manner.  
Time Boundaries – The project cannot begin until after W-2s are sent out to employees, which is January 31st. In addition, the project is to be completed before the last day of the year.
Labor Restrictions – Staff for the project is limited to eight hours per day and only five days a week. In addition, some of the staff have time restrictions due to other assignments. Finally, some staff members are advised from working together due to incompatibility issues.
[bookmark: _Toc473914558][bookmark: _Toc474056080]Project Assumptions
All project related activities will conform and be conducted based on GenRays operational factors and industry best practices.  Vendor and Make/Buy analysis will be conducted during the planning phase of the project and determine the most cost effective solution. Finally, all costs of resources including facilities, personnel, software licenses or subscriptions will be all-inclusive.
[bookmark: _Toc473914559]

[bookmark: _Toc474056081]Initial Defined Risks and Constraints
	Risk
	Impact
	Likelihood of Occurrence (L, M, H)
	Degree of Impact
(L, M, H)
	Action Trigger
	Responsibility
	Response Plan

	Time Slippage
	Delay in project completion
	
M
	
H
	Time keeps on slipping into the future.
	All project members
	Have other backup team members who can assist on project in case of slippage.

	Budget Slippage
	Project will be over budget
	
L
	
H
	Costs exceeds budget
	Project Manager
	Identify features that can be scoped to future projects.

	Resource Conflict
	Delay in project completion
	
M
	
M
	Everybody was Kung Fu fighting
	Team Managers
	Conduct a conflict resolution meeting with functional managers.

	Scope Creep
	Delay in project completion
	
L
	
M
	Executive team requests additional features
	Project Manager
	Have meeting with Executive team to review Acceptable Criteria.

	Natural Disaster
	Delay in project completion
	
L
	
H
	Extended downtime due to mother nature
	All project members
	Implement cloud based data and solution backups. Incorporate fault tolerance into project.


Key: L = low, M = medium, H = high

[bookmark: _Toc473914560][bookmark: _Toc474056082]Project Approval
Approved by the Project Sponsor:

		Date:	
Rory Genhardt              CEO of GenRays
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