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[bookmark: _Toc536026463]Background
The management information system (MIS) is critical to the student services management. It is an important data resource for universities and an indispensable part of educational institutions. However, traditional management methods have not adapted to the requirements from upper management, Government agencies, and legislation. The following problems identify issues with the existing system [1]–[3]:
High error rate and low efficiency
A lot of work is done by traditional paper document management methods, which are filled in manually, causing this method to be less reliable. Information management is not standardised, and there is no system that currently manages this effectively. 
Data updates are not timely
Since the data was previously transmitted in the non-networked mode, and is manually entered, this increases the workload of management and can easily cause data loss and errors. 
Data sharing is difficult
Universities use a variety of independent application systems. Whilst improving efficiency, the independence of these systems sets obstacles for overall management. There are no interconnected information channels, and data is usually sealed in different university databases, such as on the host file server, and only a few users with access can see the data. In this way, a series of information islands are formed. 
Data sources are heterogeneous
The isolation of information sources constitutes a huge heterogeneous data environment with its difficult information and organisation procedures. With technological advances, the design and construction of a database infrastructure system with security features for information sharing and management, can be utilised to improve efficiency and reduce workload at managerial level.
[bookmark: _1fob9te][bookmark: _Toc536026464]Purpose
The purpose for the project is to produce a management information system for the University of Wales Trinity Saint David (UWTSD) Student Services for the Swansea campus. This system will secure staff records securely, such as background and government checks, professional memberships, staff training and accreditation, and notify the relevant members of staff when these are due to expire, so they can be renewed or sorted before problems arise [4]–[6].
[bookmark: _3znysh7][bookmark: _Toc536026465]Project Scope
The client is the Swansea Campus Student Services [7], and the primary stakeholder is Valerie Harding. The project remit only covers Swansea Student Services Staff requirements [8]–[10].
Secondary Stakeholders: 
Director of Student Services: Dai Rogers
Student Services Administrator (Swansea): Tania Dawson
Principal Officer (Student Services Swansea): Alun Thomas
Academic Support: Kimberley Jenkins and David Toft
Careers Service Coordinator (Swansea): Valerie Davidge
GO Wales Senior Project Officer (Swansea): Catherine Smith.
Counsellors: Jill Nicholls and Clive Richards-Yeates
Learning Support Staff
Student Finance Officer (Swansea): Sharon Alexander
International Services
Learning Support Coordinator (FACE Swansea): Valerie Harding
Learning Support Coordinator (Art and Design Swansea): Annette Ecuyere
Learning Support Coordinator (Education and Communities): Ruth Cook
Learning Support Coordinator (Swansea Business School): Dr Stephanie Jones
Disability Adviser (Swansea): Dominic Williams
Administrative Assistant: Louise Salmon
Mental Health Adviser: Roger Liggins
Mental Health Advisory Service
Study Skills Support
Support for Students from Care
Student Wellbeing
PASS (Peer Assisted Study Skills): Simon Downes
GetitrIT (Tendering company):
· Project Approval Board: Bev Holland and Sue Maw
· Project Managers: Jennifer Ada, Dongsheng Cao, Yan Zhang and Cerys Nickels
· Application Programmer: Cerys Nickels
[bookmark: _Toc536026466]Responsibilities
[bookmark: _Toc536026467]Software
The client is responsible for the operating systems to run the application software.
GetitrIT is responsible for developing the application software.
[bookmark: _Toc536026468]Hardware
The client is responsible for the following:
· Computers to run the application software.
· Network infrastructure where necessary to run the application software.
[bookmark: _batwa6ir2jvm][bookmark: _3rdcrjn][bookmark: _Toc536026469]Objectives/ Deliverables
The deliverables for the project are as follows [11]–[14]:
· To add, amend and delete staff records
· To add, amend and delete new checks/ qualifications/ certificates/ professional body memberships and to set the traffic light warnings
· To securely store staff records
· To add records of checks, qualifications, certificates, and professional body membership to staff records
· To add details of any staff training undertaken
· To alert Valerie Harding and staff members via email notifications of when checks/ qualifications/ certificates/ professional body memberships are due to expire
· To have an easy to use graphical user interface (GUI)
· To login to the system and have a user level/ role to limit access
· To securely upload and delete file records within the system
· To link file records to staff members, and easily retrieve that file
· To allow Valerie Harding to add appraisal notes for each member of staff, and that member of staff cannot see that information
· For Valerie Harding to view all staff records simultaneously in a table format, using a traffic light system to easily identify expiration dates
· For staff members to upload their own checks, training and certificates
· Monitor hours of external/fractional staff on a monthly basis
· User guide (for Valerie Harding and Staff members)
[bookmark: _26in1rg][bookmark: _Toc536026470]Constraints
The constraints for the project are as follows [15]–[17]:
Completion date is Easter holidays (Mid-April)
There is only one person able to work on the project
There is also a limited amount of time during the project start and end dates due to other commitments
There are limited resources available to the developer, including access to Valerie Harding
An increased scope during the project design and development will impact levels of priority over certain features to ensure delivery on time
Quality assurance must be put in place as to ensure users are comfortable with the security and functionality of the system.
[bookmark: _lnxbz9][bookmark: _Toc536026471]Exclusions
The following are additional features which would be desirable but fall out of the project scope:
· Welsh language translations of system text
· Disability interface features:
· Deafness
· Blindness
· Colour-blindness
· Cognitive impairment
[bookmark: _Toc536026472]Assumptions
The assumptions for the project are as follows [18]–[20]:
· The user already has the necessary hardware (desktops/ laptops) running Windows
· The user has limited computer knowledge
· The user will already have installed any required libraries upon delivery/ testing
· Feedback on designs will be provided within a reasonable timeframe, and before the end of the stage
[bookmark: _e5n12ughito][bookmark: _utdy6ost7he8][bookmark: _1ksv4uv][bookmark: _Toc536026473]Business Case
[bookmark: _44sinio][bookmark: _Toc536026474]Executive Summary
The project concerns itself with the provision of a bespoke record management system for the student services department at Swansea UWTSD. It is anticipated that not only will the project reduce the amount of paper used in the office but that it will save time and ensure that qualifications and certifications are renewed in good time to continue staff employment undisrupted. Using a discounted cash flow of 7%, the project should see savings of £5331.73 over 5 years.
[bookmark: _qllukqh03c4p][bookmark: _Toc536026475]Reasons
The reasons for undertaking the project are located within the brief. This project will ensure that documents are renewed in a timely manner via digital reminders. This saves time and cuts down on the amount of paper in the office.
[bookmark: _2jxsxqh][bookmark: _Toc536026476]Options
The options are as follows:
[bookmark: _frxhwsa7pbeb]1. Do nothing: As the current system stands, staff certification is managed on paper.
[bookmark: _1h83459w6cbm]2. Do something: The system could comprise of a bespoke software application with user account administration. These user accounts would have different levels of privileges to allow staff to upload PDF’s of their own certification and qualification. Admin staff could read qualification information,  the HR department could read DBS information, staff could upload their own qualifications and set expiry dates with appropriate reminders, the line manager may need to view all qualification information, Val Harding will need to administer user accounts in addition to editing and uploading documents, recording appraisal notes on staff and hours worked for fractional staff. The reminders would work on a traffic light system e.g. Green is fine, amber is 1 month until renewal and red is 2 weeks until renewal.
[bookmark: _jnx9yqdv8blj]3. Do the minimum: Should the proposed system be deemed unsatisfactory, existing systems could be used. The system could be digitised so that all the documents are stored as a PDF with folders for each member of staff, this would also contain a database to store all the information. Microsoft Outlook could be used to set the reminders for each document nearing their renewal date.
[bookmark: _z337ya][bookmark: _z4u1lxc2tk29][bookmark: _Toc536026477]Timescale
The project will be handed over to client on 22/4/19. It is anticipated that benefits will be realised within a year of initiation of usage which will bring the end of the timescale to 1/5/20.
[bookmark: _md15h3mwwgq1][bookmark: _Toc536026478]Costs
In summary, the project costs are mostly concerned with time. Development of the project will last roughly 90 days. Development of the project initiation document will last roughly 90 days. It is expected that an additional three days will be lost due to system rollout and training. This gives a total summary cost of roughly half a year. In real terms, there are no hardware, software or team costs as infrastructure already exists and the PID and project are created by students.
[bookmark: _c3aef1dq77io][bookmark: _Toc536026479]Expected Benefits
The main benefit of the project will be to save time as the current system is perceived as being very time expensive. This should ideally reduce the amount of time necessary to administer documentation by 50% with tolerance for 10% either way. It is anticipated that in monetary respects this will save 4 hours of work per staff member a year at twice the living wage per hour.
The secondary, but no less important, benefit is that the system will ensure that documents are renewed in a timely manner. This will prevent staff from being without vital qualifications. This should ideally ensure that no staff is left without renewed qualifications, but affordances can be made for 5% of qualifications not being renewed in the first year to accommodate for change management. This has not been factored into savings.
In order to establish a safe and reliable Student Services management information system, the staff must have certain knowledge and skills. Therefore, we need to establish a system to record and monitor staff training and accreditation. This system has the following benefits [21], [22]:
· Saving the cost of the record management system and improve the efficiency of department management
· Securely store staff information and effectively protect staff members privacy
· Alert the relevant members of staff when qualifications are due to expire via email notifications so that they can ensure that documents are renewed promptly
· Provide the data support of the staff training and accreditation to prevent staff from being without essential qualifications
· Staff training and accreditation can be recorded in real time so that Valerie Harding/ staff can have a good understanding of the work progress of staff/ themselves
· The data for staff training and accreditation can be saved for a long time, and it can be retrieved in the future
· Provide flexible and convenient operation, and have an easy to use user interface, to ensure this system will be easy to use
· Keep track of when the staff qualifications/ checks run out and know when they are close to running out
· Staff management becomes less time consuming by providing a snapshot of the current situation at a glance
[bookmark: _lvz1ruitbp3v][bookmark: _Toc536026480]Expected Issues
The primary disbenefit of the proposed system is that it will take time for current staff to learn how to use the system. This may cause disruption to daily routines and cause an initial drop in productivity, therefore mitigating the goal of reduced time costs for administering qualification documents.
[bookmark: _7idwsiiebspp][bookmark: _gtl4uif9a844][bookmark: _3j2qqm3]It is expected that for at least one day 3 total hours will be necessary to learn and integrate the new system into current working practices. With approximately 25 employees this will result in a loss of roughly 75 hours (3 days) of productivity.
[bookmark: _jua2yy8xw56d][bookmark: _Toc536026481]Cost/ Benefit Analysis (CBA) & Discounted Cash Flow (DCF)
[bookmark: _7phxm8vypidf][bookmark: _Toc536026482]Investment Appraisal (DCF)
The discounted cash flow of the project uses time as a metric to later be converted into a money value using the National Living Wage as needed (£8.21). This will underestimate the value of time saved in most respects but supplies a baseline value as the project is not funded and being delivered by students. The PID is also being supplied by students and therefore these values are theoretical as they are effectively working for free for the University.
[bookmark: _uypa74266ic]Costs: 
PID, 4 students at 90 days: £2955.60
Project, 1 student at 90 days: £738.90
Staff training / acclimation, 25 staff at 3 hours: £615.75
Total cost: £4310.25
[bookmark: _bz84lkmgb9co]Savings:
Administering ~25 staff documents (4 hours each): £1642
Discount rate: 7%
Duration: 5 years
[bookmark: _7ufnyiwfalkw]Cash Flow:
Year 1: (£1642-£4310.25)/ (1+7%^1) = £-1227.66
Year 2: £1642/ (1+7%^2) = £1633.99
Year 3: £1642/ (1+7%^3) = £1641.43
Year 4: £1642/ (1+7%^4) = £1641.96
Year 5: £1642/ (1+7%^5) = $1642.00
Total DCF: Year 1+Year 2+Year 3+Year 4+Year 5=£5331.73
[bookmark: _kc4av0qjhrzu][bookmark: _Toc536026483]Estimation Using Decomposition
[bookmark: _gjdgxs]The following estimation is based on the number of days to complete the system build using decomposition techniques [23]–[25]:
	Task
	Optimistic
	Most Likely
	Pessimistic
	Expected Value

	System Analysis
	
	
	
	

	Use case diagrams/ specification
	1
	1
	2
	1.17

	Architecture diagram
	1
	1
	2
	1.17

	System sequence diagram
	1
	1
	2
	1.17

	Database design
	3
	4
	5
	4

	UI design
	3
	4
	5
	4

	Class diagrams
	1
	2
	2
	1.83

	
	
	
	
	

	System Development & Testing
	
	
	
	

	Code implementation & unit tests
	20
	25
	30
	25

	Database implementation
	2
	4
	5
	3.83

	UI implementation and testing
	2
	2
	3
	2.17

	
	
	
	
	

	Testing
	
	
	
	

	Integration testing
	4
	5
	5
	4.83

	Acceptance testing
	5
	6
	7
	6

	Code fixes
	3
	4
	5
	4

	
	
	
	
	

	Documentation & Handover
	
	
	
	

	Documentation
	3
	4
	5
	4

	Handover
	1
	1
	1
	1

	Total
	50
	64
	79
	64.17


[bookmark: _s1nxqb8h18r1][bookmark: _yl9wvp1uux53][bookmark: _Toc535848752]Table 1: Table Displaying Estimated Number of Days Per Task Using Decomposition Techniques
[bookmark: _Toc536026484]Risk Analysis
The primary risk the project will face is the delivery of a reduced scope or incomplete system by the delivery date. This is unlikely but will have the largest impact on the project. Depending on the degree of scope reduction or incompleteness this could result in a system which does not provide the necessary functionality needed to ensure qualification documents are renewed in a timely manner and that paper usage is reduced leading to unnecessary complications in the processes used at student services. It is proposed that features are built incrementally in rank of criticality to the proper functioning of the system.
[bookmark: _v87d1v3p14bj]An additional risk is that the email notification service does not function correctly and due to complacency and reliance on the system, qualifications or certification are not renewed in time. Over time malfunctioning of the system is likely to occur and if the system continues to function, dependence on it will grow. It is essential that procedures are enacted to review qualification due dates by staff on a reasonable basis. If this is not done, then staff may find themselves without the documents required to do their work leading to a massive loss of productivity.
[bookmark: _ywe1cwn81hiv][bookmark: _Toc536026485]Risk Management Procedure
The risk management procedure is based on the PRINCE2 system, consisting of the following steps with the addition of communication through escalation of unacceptable risk to stakeholders:
· Identify: Assess and record threats and opportunities in the risk register
· Estimate: Assess the probability, impact and proximity of each risk and update the risk register
· Evaluate: Aggregate all risks to ascertain their combined impact on the project by plotting them against the probability impact grid
· Plan: Identifying responses to threats and opportunities using the response category examples and adding them to the register
· Implement: Allocate responsibilities for the execution and monitoring of effectiveness of the responses and recording them in the register [26, Sec. 8.3.5, A24].
[bookmark: _8cxfco5btoal][bookmark: _Toc536026486]Tools & Techniques
Risk management will primarily consist of a Risk Register which is a table where risks that are identified by the project management team, and the developer of the project can be logged. Stakeholders from student services may send anticipated risks to the project management team on an ad-hoc basis via email and these will be logged by the team on the Register.
During assessment of the captured risk by initially the project management team and later by the developer, a probability impact grid will determine whether a risk renders the project necessary for escalation to notify the stakeholders [26, Sec. 8.3.5, A24].
[bookmark: _tyjcwt][bookmark: _Toc536026487]Records
The Risk Register is subdivided to reflect the steps detailed in the risk management procedure. This allows it to be used as a checklist to be followed to ensure the quality of the risk management process [26, Sec. 8.3.5, A24].
[bookmark: _3dy6vkm][bookmark: _Toc536026488]Reporting
Whereas the register stands as a record of all risks, a report will be written where the project has transcended an unacceptable level of risk. This will include the register and a written assessment which will then be handed to the stakeholders for advice on whether to proceed to the next milestone or for alternative action to be taken [26, Sec. 8.3.5, A24].
[bookmark: _1t3h5sf][bookmark: _Toc536026489]Timing of Risk Management Activities
[bookmark: _4d34og8]Risks are to be recorded into the register on an ad-hoc basis (when identified). Their severity will be assessed as part of the recording process. At the end of each week the risks will be evaluated, and the project escalated if necessary [26, Sec. 8.3.5, A24].
[bookmark: _Toc536026490][bookmark: _2s8eyo1]Scales - Probability Impact Grids
Below is an example of a probability impact grid, which indicates the level of risk to a project. Green indicates acceptable risk, and red indicates project threatening risks:
	Probability
	0.9
	Very high
71-90%
	0.045
	0.09
	0.18
	0.36
	0.72

	
	0.7
	High
51-70%
	0.035
	0.07
	0.14
	0.28
	0.56

	
	0.5
	Medium
31-50%
	0.025
	0.05
	0.10
	0.20
	0.40

	
	0.3
	Low
11-30%
	0.015
	0.03
	0.06
	0.12
	0.24

	
	0.1
	Very low
Up to 10%
	0.005
	0.01
	0.02
	0.04
	0.08

	Impact
	Very low
	Low
	Medium
	High
	Very high

	
	0.05
	0.1
	0.2
	0.4
	0.8


[bookmark: _Toc535848753]Table 2: Probability Impact Grid [26, Sec. A24]

[bookmark: _17dp8vu][bookmark: _Toc536026491]Proximity
Proximity can be divided into the following categories [26, Sec. A24]:
· Imminent: Within the next week
· Within the milestone: Within the next month
· Within the project: Within the lifetime of the project
· Beyond the project: Post-project
[bookmark: _nf6f5jxljnlz][bookmark: _3ucalk705wmx][bookmark: _Toc536026492]Risk Categories
Risk categories are broken down into threats or opportunities with differing responses available to each. These are also paired with either human, legal, scheduling or resource to further clarify what part of the project the risk has an impact on [26, Sec. A24].
[bookmark: _uxlc9lihc9so][bookmark: _Toc536026493]Risk Response Categories
	Threat responses
	Opportunity responses

	Avoid
	Exploit

	Reduce
(probability and/or impact)
Fall back
(reduces impact only)
Transfer
(reduces impact only, and often only the financial impact)
	Enhance

	
	

	
	

	Share

	Accept
	Reject


[bookmark: _35nkun2][bookmark: _Toc535848754]Table 3: Threat & Opportunity Response Table [26, Sec. A24]
[bookmark: _7han23qayl0v][bookmark: _Toc536026494]Risk Response Category Explanations
The following explanations are taken from Managing Successful Projects with Prince2 [26, Sec. A24]:
[bookmark: _ai4p9uvxti45][bookmark: _Toc536026495]Avoid (Threat)
A meeting with stakeholders to acquire refined requirements in person is cancelled due to illness, a questionnaire is sent instead of interviewing the stakeholder.
[bookmark: _z3pos52u1idz][bookmark: _Toc536026496]Reduce (Threat)
To reduce the chance of sceptical users not engaging with the system, the frequency with which they are allowed an opportunity to give feedback on prototypes is increased in the schedule.
[bookmark: _r69mwxb49fqu][bookmark: _Toc536026497]Fall back (Threat)
There is the possibility that critical email notifications may be unreliable such as if the smtp server fails, SMS messages are sent if the smtp server fails to send an email when polled to do so. 
[bookmark: _5zlf0kji5jfb][bookmark: _Toc536026498]Transfer (Threat)
Should the project fail to meet three consecutive milestones it is handed to another more experienced team to complete.
[bookmark: _1n3ne42bw7v7][bookmark: _Toc536026499]Accept (Threat)
There is a possibility that staff may use Welsh as a primary language, but no member of staff currently has these characteristics. Welsh is not implemented as an interface language, but the possibility of localisation is discussed in briefs.
[bookmark: _4i7ojhp][bookmark: _Toc536026500]Share (Threat or Opportunity)
There is a possibility that the project will not be completed by the final milestone due to increased academic workload. One stakeholder is given part of the development of the project to undertake.
[bookmark: _2xcytpi][bookmark: _Toc536026501]Exploit (Opportunity)
Taken verbatim from Managing Successful Projects with Prince2: “There is a risk that the project will be delayed. If it is delayed, a later version of software could be implemented instead which would reduce ongoing maintenance. The Project Board agree to change the project timescale and scope, enabling the later version of the software to be bought and implemented.”
[bookmark: _1ci93xb][bookmark: _3whwml4][bookmark: _Toc536026502]Enhance (Opportunity)
Taken verbatim from Managing Successful Projects with Prince2: “It is possible that the product completes user acceptance testing in a single test cycle, rather than the scheduled two, enabling it to be delivered early and prior to a competitor’s rival product. The Project Board decide to hold a test rehearsal to increase the likelihood the product will pass its first user acceptance tests and prepare for the option of an earlier launch date.”
[bookmark: _2bn6wsx][bookmark: _Toc536026503]Reject (Opportunity)
Taken verbatim from Managing Successful Projects with Prince2: “It is possible that the product completes user acceptance testing in a single test cycle, rather than the scheduled two, enabling it to be delivered early and prior to a competitor’s rival product. The Project Board decide not to take advantage of an early release and stick with the planned launch date.”
[bookmark: _qsh70q][bookmark: _Toc536026504]Early Warning Indicators 
Early warning indicators for the risks of the project deviate from PRINCE2 specific metrics and focus on scheduling. They consist of pre-emptive escalation if the risk is too considerable and the monitoring of status of risks every week to ensure that chosen responses have been implemented. If a month has passed without implementation, the risk is escalated to stakeholders [26, Sec. A.24].
[bookmark: _3as4poj][bookmark: _Toc536026505]Risk Tolerance & Budget
The project has a set deadline for when it is due to be implemented. In terms of opportunity, the scope cannot be expanded and so the tolerance for opportunity risk is low. Thus, the threat tolerance is low. The lack of a budget to allocate to mitigating risk necessitates a low tolerance to risk [26, Sec. A.24].
[bookmark: _1pxezwc][bookmark: _49x2ik5][bookmark: _Toc536026506]Risk Register
The following risk register format is taken from [26, Sec. A.25]:
[bookmark: _Toc536026507]Risk 1
	Identifier
	1

	Identify

	Founder
	Jennifer Ada

	Date registered
	3/12/2018

	Category (Threat or Opportunity) and (Human, Legal, Scheduling or Resource)
	Threat, Human

	Description (Cause of risk, consequent event and effect the event will have on the project)
	Cause: Email notification service does not function correctly.
Event: Qualifications or certification are not renewed in time. 
Effect: Staff cannot do their job. Loss of productivity.

	Assess

	Probability
	<10%

	Impact 
	Very High

	Proximity
	Beyond the project.

	Plan

	Response categories
	Fall back

	Response
	Ensure alternative notification infrastructure or procedures are put in place.

	Implement

	Status
	Unimplemented.

	Owner
	Cerys Nickels


[bookmark: _Toc535848755]Table 4: Risk Register Table For Risk 1
[bookmark: _2p2csry][bookmark: _Toc536026508]Risk 2
	Identifier
	2

	Identify

	Founder
	Jennifer Ada

	Date registered
	3/12/2018

	Category (Threat or Opportunity) and (Human, Legal, Scheduling or Resource)
	Threat, Scheduling

	Description (Cause of risk, consequent event and effect the event will have on the project)
	Cause: Project not scheduled properly to fit scope.
Event: Project does not meet milestones. 
Effect:  Delivery of a reduced scope or incomplete system by the delivery date. A system which does not provide the necessary functionality needed to ensure qualification documents are renewed in a timely manner and that paper usage is reduced leading to unnecessary complications in the processes used at student services.

	Assess

	Probability
	25%

	Impact 
	Very High

	Proximity
	Within the project

	Plan

	Response categories
	Reduce

	Response
	Features are built incrementally in rank of criticality to the proper functioning of the system.

	Implement

	Status
	Unimplemented.

	Owner
	Cerys Nickels


[bookmark: _Toc535848756][bookmark: _hszoqd22zvbm]Table 5: Risk Register Table for Risk 2
[bookmark: _q5ojdl3rs0rx][bookmark: _qjr2yb9izl22][bookmark: _Toc536026509]Project Organisation
This section was aided by [27], [28].
[bookmark: _Toc536026510]Team Roles and Responsibilities
The main roles of the project will be fulfilled by Cerys Nickels, and include:
Systems Analyst: This role involves requirements gathering and solicitation. This can involve interviews with members of student services and Valerie Harding (Head of Student Services Department), research into programming languages, tools and techniques and creating a list of requirements, success criteria and methods to ensure a quality end product for the department.
System Designer: This role involves taking the requirements and designing the system for the developer to implement. This will include use of UML diagrams (use case diagrams and specification, class and sequence diagrams etc.) and any supplementary notes. This may also involve creating a test plan for the unit testing to occur.
System Developer: This role involves the implementation of the designs, by using the diagrams and notes, and any research from the analysis to create the end product. This will include unit testing, fixing any bugs along the way. Any major issues that need design will be passed to the designer to resolve.
System Tester: This role includes integration testing, passing any failures to the system developer/ designer accordingly. Acceptance testing will then occur, where the end user will use the system for a short period of time, and issues will be passed to the system developer/ designer accordingly to resolve. This may include missed or additional requirements that are needed.
Documentation Creator: This role includes creating any documents the user requires (such as user and technical guides), in addition to other documents that may be required.
[bookmark: _z36m9cv94e5y][bookmark: _Toc536026511]Organisational Chart & Milestones
The milestones are found at the end of each section, where the progress is reviewed, and the section is reviewed. This can include a code or a design review, where the system is evaluated before the system progresses. This aims to reduce the chance for errors at a later stage of the development process. The timeline can be seen below:
[image: ]
[bookmark: _Toc535848743]Figure 1: System Development Gantt Chart for the Project Development
[bookmark: _5h9y4frtv8nn][bookmark: _Toc536026512]Project Sponsor
As this document will be used as the basis for an MComp project, there is no financial sponsor, but if this was a contracted project, the Student Services Department would have this role. The main sponsor is Valerie Harding (Head of Student Services Department), with the development guided by the system analyst/designer/developer Cerys Nickels.
[bookmark: _7beq3x918p6z][bookmark: _Toc536026513]Project Team
The project team consists of Cerys Nickels, who is a student on the MComp Software Engineering level 7 stream. Cerys will self-manage the project to design and develop the system and required documentation for the student services department.
[bookmark: _Toc536026514]Project Support
Support for the system development will be provided by the following:
· Student Services will provide the requirements, examples of dummy data for testing purposes, types and names of checks, qualifications, professional body memberships etc.
· Lecturers and team members for technical support
[bookmark: _kuchyuot2a92][bookmark: _uck6y4sf7pu0][bookmark: _Toc536026515]Project Control
[bookmark: kix.p48mv9qn9ujd][bookmark: kix.xyb5oex0ahwm]Project control is the application of processes to measure project performance against the project plan, to enable variances to be identified and corrected, so that project objectives are achieved. In details, it refers to the process in which the project moves towards the final goal according to the plan made in advance. Due to the uncertainty of the preliminary work and the interference of various factors in the implementation process, the implementation progress of the project will inevitably deviate from the expected track. To the end, the project manager should be based on the information provided by the project tracking, compares the original plan or the established goal, finds out the deviation, analyses the causes, studies the corrective measures, and implements the corrective measures in the whole process.
Project control exists to answer three vital questions:
1. How much the project will cost?
2. How long the project will take?
3. What value or quality will the project deliver?
In practical project management terms, these translate into controlling project scope, meeting quality requirements, keeping projects to schedule and budget, managing risks, identifying issues, and ensuring projects benefit the company. Most of this involves collecting and managing data, finding trends, forecasting outcomes, reporting on progress and actively putting learnings into practice. Without controlling for these, projects quickly become wildly ineffective and expensive. Thus, control is the key to its success.
In a word, project control ensures those processes head in the right direction to be classed as a success, ensuring projects are chosen and conducted correctly. Therefore, the project control process is a specific, selective and dynamic process. In order to effectively control the project, there are some criterions:
· The implementation of the project must be based on the project plan from beginning to end
· Regular and timely measurement of actual progress
· Monitoring and adjusting project plans from time to time
· Adequate and timely information communication
· Record project progress and changes in detail and accuracy [29]–[33]
[bookmark: _Toc536026516]Project Control Process
Project control fits into project management in the following phases:
The planning phase: The first stage of project management is planning and outlining the fundamental issues that need to be solved, the people that need to be involved, and the actual work needed. This includes the need to identify stakeholders and define project objectives that set the boundaries for project success.
The development phase: The build-up or development phase of project management is all about developing the system. This is where the team assembles, stakeholders meet, and assignments are planned. And once again, project control is key to success. Cost estimates become budgets and time estimates become schedules, and project control is responsible for four important aspects:
· Planning/ scheduling: the beginning of a project plan and schedule, the accurate monitoring and reporting of scheduled work, and the rapid detection and correction of any “deviations” to bring schedule back on-course.
· Cost control: monitoring expenses and performance, monitoring budget spend, and acting to hit minimum costs.
· Cost estimation: the foundation of cost control and cost management, predicting the quantities and prices for the resources required.
· Cost and schedule risk analysis: an assessment of risk on the project’s schedule and cost. Analysis considers the predicted delivery date, the likelihood of meeting deadlines, and the recognition of risks to the project’s cost.
The implementation phase: This phase puts the plan into action. Whilst rewarding, it comes with a lot of frustrations. The manager must ensure the team is focused with clear agendas to ensure no one gets side-tracked. This depends on the ability to accurately diagnose team progress and activity. It is necessary to identify and correct problems, making appropriate changes to the plan to further achieve the project goals.
The closeout phase: Must be able to review the performance of the team, understanding the trends and processes that led to its success, so the team can repeat them within future projects.

[bookmark: _Toc535848744]Figure 2: Project Control Phases
[bookmark: _k3f5n0iltiqs][bookmark: _Toc536026517][bookmark: _9v6hwxvntplh]Quality Assurance
[bookmark: _Toc536026518]Quality Management Principles Introduction
Quality is defined by Oxford Dictionaries as: “the standard of something as measured against other things of a similar kind; the degree of excellence of something” and “A distinctive attribute or characteristic possessed by someone or something” [34]. This is expressed as a set of quality management principles, which are extremely important when producing a product or service. They ensure the product or service is the best it can be, meeting the brief and its requirements, and insuring that the end product meets, or exceeds, customer expectations and use during its lifecycle. The ISO 9000:2015 principles of quality management are [35]–[37]:
1. Customer focus – A product or service must have a customer focus, whether you know them, or their current or future needs or wants. For example, custom made software often includes meeting and corresponding with the customers to gain their objectives, needs, wants and expectations for the system. For generic software, a sample is selected as a representative of the potential customer base.
2. Leadership – This establishes a vision and direction to set the goals for the organisation, product or service. This can model the expected values to establish trust, equipping and empowering the team to achieve the best from them.
3. Engagement of people – This includes utilising people as a resource, and they are both valued and are accountable for their actions, both good and bad. This often includes analysing their performance and providing options for learning and knowledge sharing via participating in open discussions.
4. Process approach – This manages activities as processes, measuring their capabilities to allow for effective resource allocation. This often includes identifying links between the processes, and prioritising these based upon the requirements. 
5. Improvement – Improvement, which is often continuous, improves the performance, alignment and capabilities of organisational or system activities. Improvements must be notified and celebrated to empower people to make these changes.
6. Evidence-based decision making – This ensures that decisions made are based upon analysis of accurate and reliable data, balanced by data analysis with practical experience.
7. Relationship management – This includes establishing short and long term relationships to manage costs and optimise resources with its suppliers. With partners, this may include expertise, resources, information, and plans for improvement and development activities.
[bookmark: _Toc536026519]Quality Management Plan
To ensure quality of this project, the following will be achieved to ensure standards are adhered to:
1. The project document elements, including the initiation document, have been peer-reviewed by another group member, and are overseen by the peer-review coordinator. This ensures that at least half of the group members have reviewed the work undertaken. Comments are noted during peer reviews, and changes are taken under review by the section owner. Final documents are reviewed, and enhancements made.
1. The project has regular meetings with an agenda set to update all members of the progress made, and minutes are taken as a record of what has transpired. This ensures that all members have a written record of their tasks and responsibilities.
1. There is also a group chat to allow for communications between all group members. This can allow for issues to be raised as soon as they occur, and solutions to be found. This also allows for changes to meeting details to be passed on quicker due to conflicting or changing schedules.
1. The system will be designed with both validation and verification measures in place to reduce the risk of failure and for system integrity. This will be designed and incorporated into the testing plan.
1. The code will be reviewed and have taken a code review by the developer to ensure best practices have been adhered to. Coding will have regular unit and integration testing, and any modifications needed will be redesigned or refactored to improve the system.
1. A testing plan will be designed alongside the system design to minimise potential tests are missed if it is designed after its development. Tests will be conducted, and failures can ensure the code is redesigned or refactored until it is passed, if it is possible to do so.
1. There is a shared folder structure in place, so everyone has access to all the group members files, including comments from peer reviews, agendas and minutes and important files and links and access to resources found during research. Code will be developed using the Git versioning control system, using either GitHub or Bitbucket as an online source. This allows all group members to access and edit the code simultaneously and versions made as part of the quality management process.
[bookmark: _w4bppejt2wzv][bookmark: _Toc536026520]Human Implementation Issues
Project management involves monitoring of the whole project systematically by using various tools and latest technology. Project management was simple a few years before but now it has become highly technical. This has decreased the chances of failure of projects, but have you ever thought why some projects get failed although they use all tools, strategies and technologies? It is because the project managers are unable to manage human issues. There are two main types of problems that may rise in project management. The first one is related to the process or technology and the second one is caused due to human issues. Project management is a team work and when large number of people remain with each other for days or even months then it may lead to any issue that not only disturbs the environment but the complete project.
When it comes to human issues in project management then it does not mean that your team is not good, or it lacks communication skills and patience as these issues may rise at every place where people work in the form of groups. Now it depends on the team leaders that how they manage them. According to a research, a team named as Apollo team consisting of all talented individuals cannot perform well within a group or team environment due to the strong ego of all individuals. There are many more examples in which people that were considered best individuals got failed when worked in team environment so if you are a project manager then it is your responsibility to take care of all human issues and to resolve any issue before it becomes serious as you are the leader of your team.
A new system usually brings a range of associated changes. Therefore, people need to identify the type of project to identify suitable skills and need a variety of skills [38]–[43].
[bookmark: _Toc536026521]Human Related
Human resource management issues: Sometimes, the project manager becomes unable to manage the team effectively. As a result of this, team members may start doing whatever they want, including the formation of different groups and causing conflict or bad behaviour. This can be easily resolved with effective leadership and management practices.
Competence: Competence is a mixture of knowledge and experience concerning a particular activity and embraces the individual’s knowledge, education, training, experience, and intellectual ability, as well as their ability to apply these skills to a task.
Motivation: This prompts an individual to action and directs the nature of the action over time.
Diversity: Diversity leads to large numbers of human resource issues these days. When you have people belonging to different cultures, gender, races etc in your team then you must be extra careful as there is a difference in the point if views and behaviour of all the team members in this case. A thing which is considered legal or good for one team member can be disliked by the other member.
Communication: Lack of effective communication may also raise a feeling of dissatisfaction among the team members. Leaders should interact with their team members on a regular basis, as it is crucial for the transfer of knowledge and the development of a shared understanding of goals and objectives. Effective communication can enhance productivity and the integrity of the product. This is enhanced with distance (physical and organisational) and with cultural and contextual differences.
Task related: Task related factors are those that have an indirect effect on the engineer's motivation and ability to apply his/her knowledge and experience, such as complexity, familiarity, variability.
[bookmark: _Toc536026522]Environment Related
Physical workspace: Certain aspects of the working environment will have an adverse effect on performance - not to say mental and physical health - if they do not meet specific requirements.
Methods and tools: There are two primary issues to be considered when choosing methods and tools: ease of learning and ease of use and the availability of training and support.
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[bookmark: _n11v98esq4mq][bookmark: _Toc536026524]Appendix A: Project Initiation Document Creation
[bookmark: _Toc536026525]A.1 Group Roles & Responsibilities
Each week, each of the team members was assigned one of four roles within the team meetings: project manager, meeting chairperson, peer review coordinator or document integrator. The following chart explains the responsibilities for each role:
[image: ]
[bookmark: _Toc535848745]Figure 3: Group Roles & Responsibilities for Creating the Project Initiation Document



[bookmark: _Toc536026526]A.2 Gantt Chart
Here are the Gantt charts for the creation of the PID:
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[bookmark: _Toc535848746]Figure 4: PID Creation Gantt Chart - Sprints 1 & 2
[image: ]
[bookmark: _Toc535848747]Figure 5: PID Creation Gantt Chart - Sprints 3, 4 & 5
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[bookmark: _Toc535848748]Figure 6: PID Creation Gantt Chart - Sprints 6 & 7, Breaks & Interviews
[bookmark: _Toc536026527]A.3 File Organisation
The team shared folder is located on Google Drive, and is shared with the group using a shared link to the members. Each of the folders have subfolders to separate documents per week or section, and files are moved between folders to display their progress, as each task is done on a separate document for ease of peer review, and are integrated into the main document by the document integrator.
[image: ]
[bookmark: _Toc535848749]Figure 7: Shared Folder Structure - Root Folder
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[bookmark: _Toc535848750]Figure 8: Shared Folder Structure - Agenda & Minutes Folder
[bookmark: _3oia0c7q76f3]

[bookmark: _Toc536026528]Appendix B: Peer Review Notes
[bookmark: _Toc536026529]B.1 The System
The system is based on a cycle, where each team member is assigned to a person to review. This is changed every week to allow each member to review everyone. Formal notes were made from week 3 onwards, after consideration by the team members. The peer review system can be explained by the following chart:
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[bookmark: _Toc535848751]Figure 9: Peer Review System Chart
[bookmark: _Toc536026530]B.2 Week 3 Notes
[bookmark: _Toc536026531]Options, Benefits, Timescale, Costs, Risks
· Reviewer: Yan
· Owner of task: Jenny
· Sprint number: 4
· Review date: 27/11/2018
· Review length: 12 minutes
· Objective of task: Options, Benefits, Timescale, Costs, Risk
· Work submitted: Business case
· Issues with work submitted: No issues
· Action before next sprint: It contains all objectives of task and calculated the investment. Good work!!!
[bookmark: _Toc536026532]Project Benefits
· Reviewer: Cerys
· Owner of task: Yan and Cao
· Sprint number: 4
· Review date: 27/11/2018
· Review length: 10 minutes
· Objective of task: Project benefits
· Issues with work submitted: Minor language corrections
· Action before next sprint: None
[bookmark: _Toc536026533]Deliverables, Constraints & Assumptions
· Reviewer: Dongsheng Cao
· Owner of task: Cerys
· Sprint number: 4
· Review date: 27/11/2018
· Review length: 12 minutes
· Objective of task: Deliverables, Constraints & Assumptions
· Issues with work submitted: None
· Action before next sprint: None
[bookmark: _Toc536026534]B.3 Week 4 Notes
[bookmark: _Toc536026535]Risk Analysis
· Reviewer: DC
· Owner of task: Yan and JA
· Sprint number: 5
· Review date: 4/12/2018
· Review length: 12 minutes
· Objective of task: Risk Analysis
· Issues with work submitted: No issues
· Comment: With the detailed content and the references, this risk analysis document is undoubtedly a good work
[bookmark: _Toc536026536]Human Issues
· Reviewer: JA
· Owner of task: Yan and DC
· Sprint number: 5
· Review date: 4/12/2018
· Review length: 20 minutes
· Work submitted: Human Issues Report
· Issues with work submitted:
Directly addressing the reader may be inappropriate here:
“but have you ever thought why some projects get failed although they use all tools, strategies and technologies?”
It may be better to phrase it without directly addressing the reader, something like:
“When a project uses good tools, strategies and technologies it may be hard to imagine a project failing.”
Action before next sprint:
Have a look at third person, past-tense. It isn’t strictly necessary to write everything this way and directly addressing the reader can make the writing more interesting to read but it is useful to know how to write in third person, past-tense when writing technical reports.
[bookmark: _Toc536026537]System Analysis, Development, Testing, Documentation & Handover
Reviewer: Yan
Owner of task: CN
Sprint number: 5
Review date: 4/12/2018
Review length: 10 minutes
Objective of task: System Analysis, System Development, Testing, Documentation & Handover
Issues with work submitted: No issues
Action before next sprint: None
[bookmark: _Toc536026538]B.4 Week 5 & 6 Notes
[bookmark: _Toc536026539]Project Control
Reviewer: Yan
Owner of task: DC
Sprint number: 6
Review date: 13/12/2018
Review length: 10 minutes.
Objective of task: Project Control
Work submitted: Project Control
Issues with work submitted: No issues
Action before next sprint: None
[bookmark: _Toc536026540]Quality Management Plan
Reviewer: Jenny
Owner of task: Cerys
Sprint number: 6
Review date: 28/12/2018
Review length: 10 minutes
Objective of task: Quality Management Plan
Work submitted: Quality Management Plan
Issues with work submitted: Everything looks fine
Action before next sprint: None
[bookmark: _Toc536026541]Project Control
Reviewer: Yan
Owner of task: DC
Sprint number: 6
Review date: 13/12/2018
Review length: 10 minutes
Objective of task: Project Control
Work submitted: Project Control
Issues with work submitted: No issues
Action before next sprint: Nothing

[bookmark: _r3o19sm31jjy][bookmark: _wrrp38c6rrow][bookmark: _Toc536026542]Appendix C: Agendas & Minutes
[bookmark: _Toc536026543]C.1 Week 1
[bookmark: _Toc536026544]Meeting Details
· Location: Offsite
· Date: 10/11/2018
· Start Time: 13:00
· End Time: 16:00
[bookmark: _Toc536026545]Role Assignment
· Meeting Chairperson: Jenny Ada
· Project Manager: Cerys Nickels
· Peer Review Coordinator: Dongsheng Cao
· Document Integrator: Yan Zhang
[bookmark: _Toc536026546]Task Assignment
Everyone:
Install MS Project, ask Kim to teach MS Project.
Questionnaire questions (Ongoing)
Send timetables to Cerys
Danson & Yan:
Title: Student Services Management Information System
Introduction / Background Information section in Project Initiation Document Checklist (Deadline 13th)
Why do we need to create this database?
Purpose (Deadline 13th)
Jenny:
Project Initiation Document template. Send to Yan (12th)
Project Scope section (Deadline 13th)
Cerys:
Update Gantt Chart
Update project manager roles
Objectives section (Deadline 13th)
Scan documents
[bookmark: _Toc536026547]Peer Review Assignment
· JA reviews YZ
· YZ reviews DC
· DC reviews CN
· CN reviews JA
[bookmark: _Toc536026548]Project Manager Questions
None at end of meeting
[bookmark: _Toc536026549]C.2 Week 2
[bookmark: _Toc536026550]Meeting Details
· Location: Library
· Date: 15/11/2018
· Start Time: 11:00
· End Time: 1:00
[bookmark: _Toc536026551]Task Review
Everyone:
· Install MS Project: Done
· Questionnaire Questions: Not Done
· Send timetables to Cerys: Done
DC & YZ:
· Ask Kim to teach MS Project: Done - assistance required for Yan when PM
· Reviewed by JA or YZ: Done
· Introduction/ Background Information: Done
· Reviewed by JA or YZ: Done
· Purpose: Done
· Reviewed by JA or YZ: Done
JA:
· Project Initiation Document Template: Done
· Reviewed by CA: Done
· Project Scope: Done
· Reviewed by CA: Done
CN:
· Update Gantt Chart: Done
· Reviewed by DC: Done
· Update Project Manager Roles: Done
· Reviewed by DC: Done
· Objectives: Done
· Reviewed by DC: Done
· Scan Documents: Done
· Reviewed by DC: Done
[bookmark: _Toc536026552]Outstanding Tasks
1. Questions - YZ and DC (Some are located in Meeting 1 Minutes)
[bookmark: _Toc536026553]Week Review
1. Facebook communication worked well last week (and will be used for remote meetings during Christmas break as it facilitates translation).
2. Peers and the set deadlines (time for reviewing documents and integration) worked well.
3. PID needs to be improved and refined next week, adding in Risk Analysis and missing information from assignment brief
[bookmark: _Toc536026554]Role Assignment
· Meeting Chairperson: CN
· Project Manager: JA
· Peer Review Coordinator: YZ
· Document Integrator: DC
[bookmark: _Toc536026555]Task Assignment
Identify deliverables such as sub documents to be created:
· Deliverables deadline: Tuesday 20th November
· Primary task for JA: Research PID, update Gantt Chart.
· Secondary task: Revise what we have created from the previous week
· Primary task for CN: Research PID, update Gantt Chart.
· Secondary task: Revise what we have created from the previous week
· Primary task for YZ: Questionnaire
· Secondary task: Revise what we have created from the previous week
· Primary task for DC: Questionnaire
· Secondary task: Revise what we have created from the previous week
[bookmark: _Toc536026556]Peer Review Assignment
· CN reviews YZ
· JA reviews DC
· YZ reviews CN
· DC reviews JA
[bookmark: _Toc536026557]Project Manager Questions
Q1: Are the students using the system?
A1: No (Diagram was drawn on a whiteboard to show that the students do not interact with the system)
[bookmark: _Toc536026558]C.3 Week 3
[bookmark: _Toc536026559]Meeting Details
· Location: Library
· Date: 22/11/18
· Start Time: 11:00
· End Time: 12:00
[bookmark: _Toc536026560]Task Review
· Questionnaire: Yes, pending group review today (22/11/18)
· PID research: Yes
· Updated Gantt chart: Yes
· Any other tasks: Yes
· If so: What are they? Project organisation section
[bookmark: _Toc536026561]Outstanding Tasks
None: All tasks were completed and reviewed.
[bookmark: _Toc536026562]Week Review
[bookmark: _Toc536026563]Role Assignment
· Project Manager: YZ
· Meeting Chairperson: DC
· Peer review Coordinator: CN
· Document Integrator: JA
[bookmark: _Toc536026564]Task Assignment
Everyone:
Question refinement
Jenny: 
· Main: Schedule Interview Val
· Secondary: Business Case
Cerys: 
Main: Schedule Interview Beth
Secondary: Deliverables, Constraints and Assumptions
Yan:
Main: Schedule Interview Kim
Secondary: Project Benefits
DC:
Main: Schedule Interview Kim
Secondary: Project Benefits
[bookmark: _Toc536026565]Peer Review Assignment
Jenny reviews Yan work.
Yan reviews Jenny work.
Danson reviews Cerys work.
Cerys reviews Danson work.
[bookmark: _Toc536026566]Project Manager Questions
None
[bookmark: _Toc536026567]C.4 Week 4
[bookmark: _Toc536026568]Meeting Details
Location: Library
· Date: 29/11/18
· Start Time: 11:00
· End Time: 13:00
[bookmark: _Toc536026569]Task Review
Everyone: 
Question Refinement: Done
DC:
Schedule Interview Kim: Not done - Kim said next week
Project benefits: Done
Reviewed by CN: Done
ZY:
Schedule Interview Kim: Not done - Kim said next week
Project benefits: Done
Reviewed by JA: Done
JA:
Schedule Interview Val: Done
Reviewed by ZY: Done
Business Case: Done
Reviewed by ZY: Done
CN:
Schedule Interview Beth: Not done - will send as a questionnaire instead
Deliverables, Constraints and Assumptions: Done
Reviewed by DC: Done
[bookmark: _Toc536026570]Outstanding Tasks
1. Send interview questions as a questionnaire to Beth - Cerys
[bookmark: _Toc536026571]Week Review
1. Risk analysis and its peer review needs to be completed
Project scheduling work needs to be completed
Time management must be improved. There was delays with sending work for peer review. Was communicated with group at the time. 
[bookmark: _Toc536026572]Role Assignment
Meeting Chairperson: YZ
Project Manager: DC
Peer Review Coordinator: JA
Document Integrator: CN
[bookmark: _Toc536026573]Task Assignment
JA: Risk Analysis
CN: Estimating
YZ & DC: Human Issues
[bookmark: _Toc536026574]Peer Review Assignment
CN reviews YZ
JA reviews DC
YZ reviews CN
DC reviews JA
[bookmark: _Toc536026575]Project Manager Questions
Q1: Personal Report word count?
A1: Maybe 750? Check with Bev
[bookmark: _Toc536026576]C.5 Week 5
[bookmark: _Toc536026577]Meeting Details
Location: Library
· Date: 6/12/18
· Start Time: 10:45
· End Time: 13:00
[bookmark: _Toc536026578]Task Review
DC:
Interview Kim and David: Done 
Human Issues: Done
Reviewed by JA: Done
ZY:
Interview Kim and David: Done 
Human Issues: Done
Reviewed by CN: Done
JA:
Risk Analysis: Done
Reviewed by DC: Done
CN:
Interview Kim and David
Send questionnaire to Beth: Done
Estimating: Done
Reviewed by YZ: Done
[bookmark: _Toc536026579]Outstanding Tasks
None
[bookmark: _Toc536026580]Week Review
1. Everyone worked extremely hard and finished on time.
2. Excellent team communication
[bookmark: _Toc536026581]Role Assignment
Meeting Chairperson: JA
Project Manager: CN
Peer Review Coordinator: DC
Document Integrator: YZ
[bookmark: _Toc536026582]Task Assignment
JA:  Cost-Benefit Analysis
CN: Quality Plan
YZ: Project Control
DC: Project Control
[bookmark: _Toc536026583]Peer Review Assignment
JA reviews CN
CN reviews JA
DC reviews YZ
YZ reviews DC
[bookmark: _Toc536026584]Project Manager Questions
None
[bookmark: _Toc536026585]C.6 Week 6
[bookmark: _Toc536026586]Meeting Details
Location: Online
· Date: 13/12/18
· Start Time: 20:00
· End Time: 20:30
[bookmark: _Toc536026587]Task Review
DC:
Project Control: Done
Reviewed by YZ: Done
ZY:
Project Control: Done
Reviewed by DC: Done
JA:
Cost-benefit Analysis: Done
Reviewed by CN: Done
CN:
Quality Plan: Done
Reviewed by JA: Done
[bookmark: _Toc536026588]Outstanding Tasks
None
[bookmark: _Toc536026589]Week Review
1. Everyone worked extremely hard and finished on time.
2. Excellent team communication
[bookmark: _Toc536026590]Role Assignment
No roles assigned.
[bookmark: _Toc536026591]Task Assignment
JA: Presentation, Rehearsal
CN: Final Draft, Rehearsal
YZ: Presentation, Rehearsal 
DC: Final Draft, Rehearsal  
[bookmark: _Toc536026592]Peer Review Assignment
Everyone reviews project initiation document and presentation.
[bookmark: _Toc536026593]Project Manager Questions
None
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