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Note from author: an agile project plan is a high level view on how the project will be managed and it should never contrevine the Agile Manifesto and principles. This document should remain lightweight and only use as guidelines to drive the project to deliver valuable working software in short iterations to the customers.
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[bookmark: _Toc361918678]Lift off planning
This document’s value is in the lift off session [5] where stakeholders, team members, product owners, scrum masters and project managers will create or consolidate the project chartering: purpose of the project, alignment of the team around the project and context of the project.
Initially, the Product Owner should draft the purpose of the product and the context. Project chartering will be an output of the lift off session.
[bookmark: _Toc361918679]Purpose
· What is the vision?  Value to Attain
· What is the mission? Result to Accomplish
· What are the mission tests? Criteria for Success
[bookmark: _Toc361918680]Alignment
· Values & Principles - Beliefs & Ideals about Work
· Working Agreements - Operational Guidelines
· Core Team - Cross-functional group with a common purpose
[bookmark: _Toc361918681]Context
· Committed Resources - Organization Support
· Boundaries & Interactions - Seeing the Systems
· Prospective Analysis - Initial Projections
[bookmark: _Toc361918682]Overall direction

For the first user story implemented, we will deploy this feature to live. “There is only value if features are delivered to the customers”.
Quality is not only for the code and test code, this is also about the quality of the user stories, acceptance criteria, meetings, etc
To align the design of the solution with the user stories, we will use domain driven design ideas and keep the design readable by the product owner of the product.

[bookmark: _Toc361918683]Timeline summary
 (
Potentially Shippable Increments at the end of each sprint as per DoD
) (
Final release
) (
MVP
(
M
inimum 
V
iable 
Pro
d
u
ct
)
) (
External Releases:
) (
TG3.2
) (
Internal milestones:
) (
TG5
) (
1st 
release 
) (
2nd release
) (
TG2
) (
TG3.1
) (
Speculate & Adapt
) (
TG4
) (
TG3
) (
TG1
) 

[bookmark: _Toc361918684]Milestones and milestone management
[bookmark: _Toc361918685]Project Milestones
	Milestones
	Gate
	Definition
	Phase
	Planned date
	Type

	Budget approved for Speculation phase
	
	Resource is assigned for Initiation phase to be completed
	Envision
	
	Tracking

	Initial product backlog complete
	
	Epics are defined including architecture and non-functional requirements at high level
	Envision
	
	Tracking

	Envision phase
Complete*
	TG1
	Stakeholders approve go-ahead to Initiation phase
	Envision
	
	Go/No Go

	T-shirt sizing done
	
	High level estimate is done (x4 for uncertainty) for budgeting purpose of the product backlog (at epics level)
	Speculate
	
	Tracking

	Budget approved for completion of the project
	
	Budget is estimated and agreed
	Speculate
	
	Tracking

	High Level Architecture agreed
	
	Including SW and HW architecture, using DDD [7]
	Speculate
	
	Tracking

	Non-functional requirements (KPIs) defined
	
	Performance, monitoring, load, reliability, stability, usability, Security, other “ilities”
	Speculate
	
	Tracking

	Test Strategy defined
	
	High level test strategy
	Speculate
	
	Tracking

	Resource plan agreed
	
	Resource plan agreed for the duration of the project
	Speculate
	
	Tracking

	Speculate phase complete*
	TG2
	Overall scope is defined and estimated, Resource available, team can start detailing the plans
	Speculate
	
	Go/No Go

	Lift Off session complete
	
	Team is aligned with a clear purpose and understand the context of the project. Team has defined their working “rules”. Project chartering is live
	Speculate
	
	Tracking*

	Definition of Done created by the team
	
	Quality standards are set
	Release Planning
	
	Tracking

	Product backlog is DEEP
	
	Product backlog has been estimated and prioritised
	Release Planning
	
	Tracking

	Release Planning complete*
	TG3
	There is a high level plan covering the next 3 sprints Team is ready to sprint starting with Sprint Planning for sprint 1
	Release Planning
	
	Go/No Go

	End of Sprint 1
	
	
	Explore & Adapt
	
	Tracking

	End of Sprint 3*
	TG3.1
	Review product progress to stakeholders
	Explore & Adapt
	
	Go/No Go

	End of Sprint 6*
	TG3.2
	Review product progress to stakeholders
	Explore & Adapt
	
	Go/No Go

	Stable velocity*
	
	When velocity is known and can be used for planning purposes
	Explore & Adapt
	
	Tracking

	First release to customers*
	
	First external release, not for commercial use: key features are: …
	Explore & Adapt
	
	Tracking

	Second release to customers*
	
	Second external release, not for commercial use: key features are: …
	Explore & Adapt
	
	Tracking

	MVP: Minimum Viable Product*
	
	Product that has enough features it can be deployed to end customers: key features are: …
	Explore & Adapt
	
	Tracking

	Final release to customers*
	
	Final release, product is ready to go into maintenance mode
	Explore & Adapt
	
	Go/No Go

	Speculate & Adapt phase complete*
	TG4
	Last sprint is complete; project can be close
	Explore & Adapt
	
	Go/No Go

	Closure phase complete*
	TG5
	Project can be close; all pending actions are close
	Close out
	
	Go/No Go



	TG
	Tollgate (formal milestone for decision making)

	Go / No Go
	Formal review meetings; dates will be tracked

	Tracking
	Milestones will be tracked only i.e. no decision required

	*
	Key milestones that will be tracked using milestone tracking tool
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“Milestone Slip chart” tool [2] will be used to track milestones marked with ‘*’ on a weekly or sprint based depending on the phase of the project (weekly for all except Explore and Adapt: at the end of each sprint)
[bookmark: _Toc361918687]Example

[bookmark: _Toc361918688]Risk and Issue management
Risks and Issues will be updated on a weekly basis and shared with all stakeholders
Risk and Issue tracking tool [3] will be used.
[bookmark: _Toc361918689]Example


[bookmark: _Toc361918690]Assumption management

The project team members must identify and document all of the assumptions being made during the project planning process, and then on a one by one basis, identify the risks that exist as a result of each assumption to the project based on the potential inaccuracies or inconsistencies that the assumption may exhibit.
Assumptions will be managed as Risks using Risk and Tracking tool [3]
[bookmark: _Toc361918691]Dependency management

Release planning sessions, sprint planning meetings and during sprints will reveal dependencies.
Release planning with other teams as well as scrum of scrums will help negotiate such dependencies (due date, type, urgency, etc)
Other dependencies will be managed in the table below:
	Description
	When by
	Comments/Risks

	Continuous Delivery Environment

	From sprint 1
	Lack of an effective Continuous Delivery environment will slow down development and prevent us from having stable velocity

	Stable platform

	From sprint 1
	Unstable platform will mean more time to identify issues and will slow down the team

	3rd party…
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	What
	Description
	When/Frequency
	Who to:

	Live demo of working software
	Demo of what has been delivered according to the definition of Done at the end of the sprint
	At the end of each sprint
	All

	Sprint reports
	Velocity
Release burn-down chart
Risks and issues
Test results
Unit test coverage
Number of defects (inflow and outflow)
Technical debt
	At the end of each sprint
	Stakeholders

	Toll Gates
	For each gate, a meeting will be hold including last sprint report (if applicable) and a review of the business case. 
Decision to continue (Go)  or cancel (No Go)  the project can be made at these meetings
	See TG dates and MVP date
	Stakeholders

	Risks and Issues
	Risks and Issues on the project
	Weekly
	Stakeholders

	Milestone Tracking
	Estimated milestone dates
	At the end of each sprint
	Stakeholders

	Scrum of scrums
	Rotating team members
	Twice a week
	Other team members from scrum teams



[bookmark: _Toc361918693]Minutes of meetings
For meetings with stakeholders, meeting minutes will be recorded using “Easy Minutes” [6]
[bookmark: _Toc361918694]Quality Plan

[bookmark: _Toc361918695]User Stories
User stories will:
· Follow the INVEST Model (Independent, Negotiable, Valuable, Estimable, Sized appropriately and Testable)
· Have personas
· Have conditions of satisfaction
· Have acceptance criteria using specification by example (Given/When/Then)
· Etc
This is not about matching the criteria above that makes a good user story, this is the quality and appropriate level of information. Hence we will also maintain a DEEP product backlog (Detailed Appropriately, Estimated, Emergent and Prioritised).
[bookmark: _Toc361918696]Definition of Done (DoD)
[bookmark: _Toc361918697]Creation of the DoD
Team creates their “Definition of Done” for:
· User stories
· Sprints
· Release (to production)
· The DoD is approved by the PO and display on the wall
[bookmark: _Toc361918698]Review of the DoD
The team will review their DoD at the end of each sprint
[bookmark: _Toc361918699]Example

[image: ]
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Design and testing are aligned with the user stories of the product backlog as per [7]

[bookmark: _Toc361918701]Test Strategy

[bookmark: _Toc361918702]The 4 quadrants 
For test planning, we will base our planning on Agile Testing Quadrants [9] and keeping in mind the success of the project relies on a very collaboration between all members of the team. Testing is the responsibility of the team, not only to test engineers working in the team.
[image: ]
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From UI Tests (hard to maintain, long to run) to Unit Tests (Easy to maintain, quick to run) [8].

 (
UI
 tests
) (
Functional
 tests
)

 (
Unit tests
)
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We will be using Scrum with (as a summary):
· Sprint Planning
· Daily stand-ups
· Sprint review
· Retrospectives

Sprints will be ? weeks long. Each sprint will finish on Wednesdays 10am.

[bookmark: _Toc361918705]Release Management

Sprint cycle and release cycle will be decoupled giving the team the opportunity to release software any time. In general, a release will be made at the end of each sprint where integration issues will be addressed.
[bookmark: _Toc361918706]Defect Management
Defects will be adding to the product backlog (if they are not fixed within the sprint). Defects will be estimated in story points and prioritised among other defects and user stories.
No points will be given for fixing defects. Points are only for estimation purpose and will not be added to the velocity.
[bookmark: _Toc361918707]Roles and Responsibilities

	RACI Matrix
	Functional Manager(s)
	Scrum Master
	Product Owner
	Scrum Team
	Project Manager

	Ensure consistency of scrum practices across teams
	I
	C
	C
	I
	R/A

	Provide vision and goal for the product
	I
	I
	R/A
	I
	I

	Provide resource with right skills and mindset
	R/A
	I
	I
	C/I
	C

	Prioritize and manage the product backlog
	I
	F
	R/A
	C
	F

	Remove impediments
	R
	R
	R/A
	R
	R

	Manage the implementation of the project plan
	I
	I
	C
	C
	R/A

	Make sure scrum practices are used and improved within the team
	R
	R/A
	C
	R
	F

	Create, apply and continuously improve the Definition of Done
	C
	F
	R
	R/A
	F

	On time reporting to management
	I
	F
	R/A
	I
	F

	Define acceptance criteria
	I
	F
	R/A
	C
	F

	Write acceptance tests
	I
	F
	C
	R/A
	F

	Ensure quality of the product
	R
	R
	R/A
	R
	R

	Manage Risks
	C
	C
	R/A
	C
	R

	Approve user stories (user stories meet the acceptance criteria)
	I
	F
	R/A
	C
	F

	Decide on release date and goal

	I
	I
	R/A
	I
	I



Note:
1. The above RACI matrix doesn’t cover all the activities within the scrum framework; therefore always check the responsibilities for each role.
2. The RACI matrix may differ per project due to structural and/or organizational constraints.

Responsible = 
Those who do the work to achieve the task. There is typically one role with a participation type of responsible, although others can be delegated to assist in the work required 
Accountable =
The one ultimately answerable for the correct and thorough completion of the deliverable or task, and the one from whom responsible is delegated the work. In other words, an accountable must sign off (approve) on work that responsible provides. There must be only one accountable specified for each task or deliverable.
Consulted =
Those whose opinions are sought, typically subject matter experts; and with whom there is two-way communication.
Informed =
Those who are kept up-to-date on progress, often only on completion of the task or deliverable; and with whom there is just one-way communication.
Facilitator =
Helps teams and individuals to continuously improve and understand their roles within the Scrum framework. They help team members change their behaviour and act as a coach and a change agent.

[bookmark: _Toc361918708]Resource Management and Planning

% time allocated and phase
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Phase duration (weeks) * Total FTE / 4 weeks (per month): 146.5 man/weeks = 37 man/months
Cost per team member: 50k
Total cost = 50*37 = 1850k
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[bookmark: _Toc361918712]Hardware

Hardware System requirements will be captured under [1].
The cost will be provided:
[bookmark: _Toc361918713]Trainings

[bookmark: _Toc361918714]Travels

[bookmark: _Toc361918715]Miscellaneous

[bookmark: _Toc361918716]Summary
	Type
	Estimated Cost (£k)

	People
	1850

	Software
	

	Hardware
	

	Trainings
	

	Travels
	

	Miscellaneous
	

	Total
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[bookmark: _Toc361918718]Team Maturity
We will update the checklist [4] on a monthly basis.
[bookmark: _Toc361918719]Metrics
Velocity will be recorded on a sprint basis
[bookmark: _Toc361918720]Compliance constraints
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	Description
	ID
	Link/File

	Hardware System Requirements 

	[1]
	


	Milestone Slip Chart tool
	[2]
	


	Risk and Issue Management tool
	[3]
	


	Scrum Checklist
	[4]
	


	Lift-off: Launching Agile Teams & Projects
	[5]
	Link: here

	Easy Minutes tool
(check where to store Add-In templates with your version of Windows Microsoft)
	[6]
	


	Aligning user stories, design and testing
	[7]
	


	The forgotten layer of the test automation pyramid
	[8]
	the-forgotten-layer-of-the-test-automation-pyramid

	Agile Test Planning
	[9]
	Agile Testing Planning link
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Team “Done” List

..With a Story

* All Code (Test and
Mainline) Checked in
All Unit Tests Passing
All Acceptance Tests
ldentified, Written &
Passing

« Help File Auto
Generated

o Functional Tests Passing

..With a Sprint

All Story Criteria, Plus...

o Product Backup
Updated

* Performance Testing

* Package, Class &
Avchitecture Diagrams
Updated

o All Bugs Closed or
Postponed

* Code Coverage for all
Unit Tests at 80% +

..Release to INT
All Sprint Criteria, Plus...
* Installation Packages
Created
* MOM Packages Created
* Operations Guide
Updated.
* Troubleshooting Guides
Updated

* Disaster Recovery Plan
Updated
o All Test Suites Passing

..Release to Prod

All INT Criteria, Plus...

*  Stress Testing

o Performance Tuning

* Network Diagram
Updated

o Security Pass Validated

* Threat Modeling Pass
Validated

o Disaster Recovery Plan
Tested

Figure 1- Sample Done List
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Envision Speculate

Release 

Planning

Explore & Adapt Closure

Scrum Master 20% 100% 100%

Team member 1 20% 100% 100%

Team member 2 20% 100% 100%

Team member 3 20% 100% 100%

Team member 4 20% 100% 100%

Product Owner 100% 100% 100% 100% 100%

Project Manager 50% 50% 50% 50% 100%

Total FTE / phase 1.5 2.5 6.5 6.5 2

Phase duration 

(weeks) 2

2 1 20 1

Total FTE for the 

project 3 5 6.5 130 2 146.5


Microsoft_Excel_97-2003_Worksheet.xls
Sheet1

				Envision		Speculate		Release Planning		Explore & Adapt		Closure

		Scrum Master				20%		100%		100%

		Team member 1				20%		100%		100%

		Team member 2				20%		100%		100%

		Team member 3				20%		100%		100%

		Team member 4				20%		100%		100%

		Product Owner		100%		100%		100%		100%		100%

		Project Manager		50%		50%		50%		50%		100%

		Total FTE / phase		1.5		2.5		6.5		6.5		2

		Phase duration (weeks)		2		2		1		20		1

		Total FTE for the project		3		5		6.5		130		2		146.5
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This document intends to cover the overall system solution for the project it refers to. 


This document will evolve along the development on the project to cover all the aspects of the system and will refer or include the final system implementation for the final acceptance testing.

This document will cover each phase of the project as follows:


Phase 1: Systems Bill of Quantity for Purchase Order


Objective: to list of hardware and software related equipment to support <company>’s network requirements to be ordered.


Deliverables: a complete list of all the equipment to be ordered to support <company>’s systems requirements and a description of the Key Performance Indicators the solution shall support. 

NB: This phase does not provide detailed information on the integration with the network.

Phase 2: System Solution and Integration Description


Objective: to provide the detailed configuration and integration of the solution in <company> network for implementation and an agreed list of KPIs.

Deliverables: a detailed logical and physical architecture including security architecture description of the solution in <company> network as the project should implement. A detailed Acceptance test document for ATP.

Phase 3: final implementation with successful acceptance testing

Objective: approve the implementation meets <company>’s agreed solution and integration description


Deliverables: an issued solution description, ATP report

This document will highlight for each requirement what phase it is for.


1 Introduction

Summarise the project scope and timeframe of the project

2 Architecture

   

This section shall describe the architecture proposed by the vendor and must be reflected in the Bill of Quantity .The integration with <company> network does not have to be specified in phase 1 but the BoQ shall take into account such integration.


Redundancy concept:


The solution shall include: 


· High availability, 

· Cluster configuration, 


· Redundant power supplies and controllers for all servers

· For databases, we recommend RAID1 for the booting device

· Load balancing (load sharing)

       

2.1 Stand-alone architecture

Phase 1

· Please provide a stand-alone logical diagram of the architecture


· Please provide a stand-alone diagram of the physical architecture with redundancy components including application servers, servers, databases, switches and racks etc

2.2 Integration in <company>’s network

Phase 2 & 3

· Please provide a logical diagram of the architecture in <company> network


· Please provide a diagram of the physical architecture with redundancy components including switches in <company> network


2.3 Security architecture


Phase 2 & 3


· Please provide a security diagram architecture (can be included in the above diagram) in <company> network. This diagram shall explicitly refer to <company> security zones.

· IP ranges and ports


3 Bill of Quantity


3.1 Production Environment

This section must include all hardware and software for the solution proposed to <company> in this entire document. This document shall not include options except if clearly stated as “Optional and not included in the BoQ.


· Please provide the complete list of all the servers as per the template below:


Example: 

		Producer

		Manufacturer name



		Model

		



		Quantity

		



		Hardware configuration and description




		· System processor


· CD-ROM/DVD-ROM description


· Hard disk description, technology and quantity


· Etc



		Software configuration and description

		· Operating System

· Database software


· Any other 3rd party Software



		Memory

		



		Power supply

		· How many

· Are they redundant?



		Others

		



		Non-redundant items

		· Please specify if there are any non-redundant components








3.2 Test Environment


Please provide the complete list of all the servers for the test environment.                                


4 Integration with IP network.

This section describes the IP network integration within <company> network.


Phase 2 onwards:                                  

Please provide both internal and external IP plans.

Please update the logical architecture with IP addresses

5 Software License

Please specify any 3rd party licenses including in the software deliverables described in section 2.2 and 2.3.

Please describe software license for proposed solution (this does not include the application software but must include all 3rd party software that supports the application software: Operating Systems, Database, etc).


6 Reliability, Redundancy, Availability

6.1 Availability

<company> requires that the platform to have an availability of 99.999%. Any products used to form part of the solution proposed by the vendor must not cause the overall service availability to be less than 99.999%. 

Please specify the end-of-life of each system (component by component)


		Availability %

		Downtime per year

		Downtime per month*

		Downtime per week



		90% ("one nine")

		36.5 days

		72 hours

		16.8 hours



		95%

		18.25 days

		36 hours

		8.4 hours



		97%

		10.96 days

		21.6 hours

		5.04 hours



		98%

		7.30 days

		14.4 hours

		3.36 hours



		99% ("two nines")

		3.65 days

		7.20 hours

		1.68 hours



		99.5%

		1.83 days

		3.60 hours

		50.4 minutes



		99.8%

		17.52 hours

		86.23 minutes

		20.16 minutes



		99.9% ("three nines")

		8.76 hours

		43.2 minutes

		10.1 minutes



		99.95%

		4.38 hours

		21.56 minutes

		5.04 minutes



		99.99% ("four nines")

		52.56 minutes

		4.32 minutes

		1.01 minutes



		99.999% ("five nines")

		5.26 minutes

		25.9 seconds

		6.05 seconds



		99.9999% ("six nines")

		31.5 seconds

		2.59 seconds

		0.605 seconds





* For monthly calculations, a 30-day month is used


6.2 Redundancy


<company> recommends the platform to be fully redundant and clustered (hard disks, processors, power supplies, fans, …). We also recommend that no interruption occurs when switching to the redundant node.


Please describe the redundancy concept.


Please specify any non-redundant nodes.


Please specify the fail-over process and specify whether there is any interruption.

6.3 Reliability


Please specify MTTF (mean time to failure) and MTTR (mean time to repair)

Please specify downtime per year, per day (see table section 6.1)

Please specify how the system and configuration databases are restored and can be recovered.



Please specify your response-time in case of disaster recovery procedures.

7 Scalability


· The architecture shall be easily adaptable to the expansion of the service (increase of number of subscribers or increase of BHCA [busy hour call attempt])


· Please specify how the solution is scalable.


· Please provide dimensioning factors and rules (sizing rules) and formulas.


· Please specify platform scalability in terms of functionality and performance


8 Upgrade and Update Procedure


Please specify the upgrade procedure accompanied with down time required for both software and hardware upgrade.  The vendor should ensure on line upgrade in both cases. 


9 Alarms


Alarm indication shall be raised for any condition that could cause operational disturbance or requires manual intervention, or whenever the performance of a function or entity falls outside pre-determined operating limits. The platform should be capable of indicating such error conditions in the form of an alarm. The vendor is to define the alarm facility provided by their product. 

A web interface alarm tool shall be provided with the platform to configure alarms.

Company’s network monitoring system is based on SNMP. Please describe the MIB capabilities and sketch the SNMP agent deployment for your solution.


Please list of alarm categories your solution support.

1: Server Hardware – VMWare
1.1 I/O Overrun alert 
1.2 Low disk Space alert 


2: Network Devices 
2.1 Device Down alert 
2.2 Network utilization alert 


3: Databases
3.1 Backup failure 


4: Storage Devices 
4.1 Capacity over-run 


5: Security Devices 
5.1 Intrution Alert 
5.2 Login alert 


6. Application / OS 
6.1 Service Hung alert 
6.2 Service stopped alert 
6.3 Installation alert

10 Logs

The product should have a system log that contains information about all events that occur in the system classified according to importance of the event (for example information about when the system started or which modules that have been loaded).


Please specify what logs are recorded.


Please specify: 


· how long you will keep the logs for


· what parameters are configurable


11 Statistics & Traffic Measurement                      


This section must describe tool(s) used to provide statistics and traffic measurement for the solution.

Please describe statistics and traffic measurement you will provide.

Please specify which tool(s) you provide.

The output of statistics and traffic measurements shall be configurable to allow <company> to modify information and also the frequency of output. 


Please specify what configuration can be made.

12 Key Performance Indicators

Phase 1


Please specify KPIs your solution is based on


Phase 2


Please specify KPIs the solution you will implement will be based on.

Phase 1 onwards

Based on the proposed solution, please specify:


· Maximum of number of users supported


· Maximum of Number of requests per second supported (throughput)


· Limitations

13 Test and Diagnostic Functionality

The platform shall be provided with extensive test and diagnosis facilities to allow faults to be detected and localized. The vendor shall provide details of the facilities and functions offered.


14 Backup 


14.1 Local backup


The Vendor should provide the Local  backup and recovery procedures of all nodes with process time in each case. The vendor should also ensure that the backup process doesn’t require down time. 

Please describe the local backup solution


Please describe any limitation


14.2 Centralised Backup solution


<company> has not yet defined a centralised backup solution.


The vendor should agree to work with <company> during implementing a network base backup solution (centralized backup) so as to integrate the product with other network nodes.


Please confirm your compliance to this requirement and provide the information requested.


15 Mechanical Dimensions 


Please provide comprehensive details relating to the equipment physical dimensions:

· Physical dimensions of racks and sub-racks of the proposed solution system indicating the footprint/floor plan of the cabinets and equipment.


· The footprint requirements for the maximum configuration.


· The maximum weight of each rack and sub-rack and floor loading.


· The equipment and cable access requirements - front/rear & under floor / overhead.


16 Power Supply Requirements 


Vendor shall state the power supply source requirements in terms of:-


· DC voltage source variations requirements 


· Detailed AC voltage source parameters requirements.


· Power consumption figures for the elements of the solution.


· Any specific requirements regarding power supply breaker ratings.


· The product should support connection to two different Power Sources.


      


Please provide more details as appropriate.

17 Documentation


Phase 3


In both electronic and paper format, <company> requires


· Installation and integration


· Maintenance, Operation and Administration


· System Solution Description


· System Technical Description


· All Product documentation


·  Run book automation


NB: Runbook is a routine compilation of the procedures and operations which the administrator or operator of the system carries out. Typically, a runbook will contain the procedures to begin, stop, and supervise the system. It can also contain descriptions for the handling of special requests and of contingencies. An effective runbook will allow other operators, with prerequisite expertise, to effectively manage and troubleshoot a system. Through runbook automation, these processes can be carried out using software tools in a predetermined manner.


18 Facilities

Phase 2:


Please confirm the physical location and whether there is any planning to move the solution to another site.


Please confirm physical location of the testbed

Specify the plan for establishing and maintaining the development environment (hardware, operating system, network and software), and the policies, procedures, standards, and facilities required to conduct the project.

19 SLA & Warranty

 


19.1 SLA

Please specify Service Level Agreement for Software and Hardware


Please provide complete details as appropriate.


19.2 Warranty


Please specify warranty periods for software and hardware


· Software warranty period shall start from Acceptance Date.


· Hardware warranty period shall start from Acceptance Date. 


Please provide complete details as appropriate.


20 Document Change Control


		Revision Number

		Date of Issue

		Author(s)

		Brief Description of Change



		0.2

		08 Nov 2012

		Christophe Le Coënt

		Standard template





Project Name



Systems Plan







Author(s) Name: Christophe Le Coënt



Date: 08 November 2012
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Test

		My Milestone Tracker Project

		Date of Estimation		Envision phase
complete (TG1)		Speculate phase complete (TG2)		Release Planning complete (TG3)		Stable velocity		Initial performance testing		First release to external customers		Second release to customers		Minimum Viable Product		TG3.1: Go/No Go (sprint 3)		TG3.2: Go/No go (sprint 6)		TG3.3: Go/No go (sprint 9)		Final release to customers		Speculate & Adapt phase complete (TG4)		Closure phase complete (TG5)				Delay this week		Av. Delay (days)		Pressure

		3-Jun-07		21-Jun-07		28-Jun-07		1-Jul-07		25-Jun-07		1-Jul-07		10-Jul-07		15-Jul-07		29-Jul-07		12-Aug-07		25-Aug-07				12-Aug-07		25-Aug-07		1-Sep-07

		10-Jun-07		21-Jun-07		28-Jun-07		1-Jul-07		25-Jun-07		1-Jul-07		10-Jul-07		15-Jul-07		29-Jul-07		12-Aug-07		2-Sep-07				12-Aug-07		2-Sep-07						1		1		-16%

		17-Jun-07		8-Jul-07		22-Jul-07		31-Jul-07		5-Jul-07		22-Jul-07		29-Jul-07		15-Aug-07		31-Aug-07		26-Aug-07		2-Sep-07				26-Aug-07		2-Sep-07						15		15		35%

		24-Jun-07		8-Jul-07		22-Jul-07		31-Jul-07		22-Jul-07		23-Jul-07		1-Aug-07		15-Aug-07		31-Aug-07		26-Aug-07		2-Sep-07				26-Aug-07		2-Sep-07						5		20		-21%

		1-Jul-07		1-Jul-07		22-Jul-07		31-Jul-07		22-Jul-07		23-Jul-07		1-Aug-07		15-Aug-07		31-Aug-07		26-Aug-07		13-Sep-07				26-Aug-07		13-Sep-07						1		21		-35%

		8-Jul-07				15-Jul-07		31-Jul-07		29-Jul-07		31-Jul-07		8-Aug-07		31-Aug-07		31-Aug-07		26-Aug-07		13-Sep-07				26-Aug-07		13-Sep-07						2		23		9%

		15-Jul-07				15-Jul-07		6-Aug-07		29-Jul-07		31-Jul-07		8-Aug-07		22-Aug-07		22-Aug-07		26-Aug-07		30-Sep-07				26-Aug-07		30-Sep-07						-2		21		7%

		22-Jul-07

		29-Jul-07

		5-Aug-07

		12-Aug-07

		19-Aug-07

		26-Aug-07

		2-Sep-07

		9-Sep-07

		16-Sep-07

		23-Sep-07

		30-Sep-07

		Note: a baseline has a red font color. You can change the fill color (background color) but do not change the font color.

		Powered By LBRP Consulting



Weekly delay in days for all the milestones. This is the delay compared to the previous week.

Christophe.Lecoent:
Important:
First, make sure the last milestone is the end date of your project.  

Pressure:
The pressure is how far all your milestones are away from the last milestones compared to the initial dates.  The closest they come to the last milestone, the more pressure there is on your project. 

Example: the end date of your project is not moving but all the other milestones are slipping, it is likely that the end date will slip too. If not, it is likely there will be less quality or less feature in what you were initially expecting.

Christophe.Lecoent:
Average delay in days for all the milestones since the start of the project This is the average delays until this week from the latest baselines.
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Example - Risks-Issues log.xlsm
R&I for Project

																						Black = Risks/Issues continuously Red for  3 weeks.

																						ISSUE						RISK

																						
Owner: 
Raised: 08/11/2012		AMBER				
Owner: 
Raised: 08/11/2012		BLACK

																						
Owner: 
Raised: 08/11/2012		BLACK

																						
Owner: 
Raised: 08/11/2012		RED

																						
Owner: 
Raised: 08/11/2012		RED



RISK ANALYSIS

10/10/11	24/10/11	07/11/11	14/11/11	21/11/11	28/11/11	05/12/11	12/12/11	19/12/11	09/01/12	0	0	0	0	0	0	0	0	0	0	0	0	0	2	2	0	0	0	0	0	0	0	1	1	1	2	1	0	0	0	1	1	0	1	1	1	2	2	1	0	0	0	0	0	0	1	0	1	1	1	ISSUE ANALYSIS

10/10/11	24/10/11	07/11/11	14/11/11	21/11/11	28/11/11	05/12/11	12/12/11	19/12/11	09/01/12	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	0	1	1	0	0	0	1	1	0	0	0	0	0	1	2	1	1	2	0	0	0	0	0	0	0	1	1	1	

Project

		Risk and Issue Log



		Description		Area		Impact/Severity		Actions		Mitigation Plans		Additional comments		10-Oct-11		24-Oct-11		7-Nov-11		14-Nov-11		21-Nov-11		28-Nov-11		5-Dec-11		12-Dec-11		19-Dec-11		9-Jan-12

		
Owner: 
Raised: 08/11/2012												RED RISK		RED RISK		AMBER RISK		AMBER ISSUE		AMBER ISSUE		RED ISSUE		RED ISSUE		RED ISSUE		AMBER ISSUE		AMBER ISSUE

		
Owner: 
Raised: 08/11/2012																		RED RISK		RED RISK		RED RISK		RED ISSUE		RED ISSUE		RED ISSUE		RED ISSUE

		
Owner: 
Raised: 08/11/2012																		AMBER RISK		AMBER RISK		RED RISK		RED RISK		RED RISK		RED ISSUE		RED ISSUE

		
Owner: 
Raised: 08/11/2012																		GREEN RISK		GREEN RISK		AMBER RISK		RED RISK		RED RISK		RED RISK		RED RISK

		
Owner: 
Raised: 08/11/2012																		GREEN RISK		GREEN RISK		AMBER RISK		AMBER RISK		RED RISK		RED RISK		RED ISSUE







								RISK		ISSUE

						GREEN		<Low impact, Low probability> or <Low impact, High probability> on the sprints & end date of the project		Delivery dates are not impacted

						AMBER		<High probability, Low impact> on end date of the project, may impact interim milestones only		The end of the project is not delayed but current sprint is affected and not all key user stories will not be delivered as planned

						RED		<High probability and High impact> to the end date of the project		The end date of the project is delayed because of this issue. Additional sprints will be required.



		* You can delete R&I for Project Name if you have any problem. This is automatically generated



Copyright © 2007 Guji Consulting Limited. All rights reservedFull license to: Demo Version	
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Checklist

		The bottom line		Score				Core Scrum 		Score				Recommended but not always necessary		Score				Positive indicators 		Score				Scaling		Score

		If you achieve these you can ignore the rest of the checklist. Your process is fine.		0.3333333333				These are central to Scrum. Without these you probably shouldn’t call it Scrum.		0.0465116279				Most of these will usually be needed, but not always all of them. Experiment!		0.0344827586				Leading indicators of a good Scrum implementation.		0				These are pretty fundamental to any Scrum scaling effort.		0



		Delivering working, tested software every 4 weeks or less		Yes				Clearly defined product owner (PO)		Yes				Team has all skills needed to bring backlog items to Done						Having fun! 						You have a Chief Product Owner (if many POs)

		Delivering what the business needs most		No				PO is empowered to prioritize						Team members not locked into specific roles						High energy level.						Dependent teams do Scrum of Scrums

		Process is continuously improving						PO has knowledge to prioritize		Yes				Iterations that are doomed to fail are terminated early						Overtime work is rare and happens voluntarily						Dependent teams integrate within each sprint

								PO has direct contact with team												Discussing, criticizing, and experimenting with the process

								PO has direct contact with stakeholders						PO has product vision that is in sync with PBL

								PO speaks with one voice (in case PO is a team)						PBL and product vision is highly visible



								Team has a sprint backlog						Everyone on the team participates in estimating

								Highly visible						PO available when team is estimating 

								Updated daily						Estimate relative size (story points) rather than time

								Owned exclusively by the team



								Daily Scrum happens						Whole team knows top 1-3 impediments

								Whole team participates						SM has strategy for how to fix top impediment

								Problems & impediments are surfaced						SM focusing on removing impediments		Yes

														Escalated to management when team can’t solve

								Demo happens after every sprint

								Shows working, tested software						Team has a Scrum Master (SM)

								Feedback received from stakeholders & PO						SM is dedicated to his role only

														SM sits with the team



								Have Definition of Done (DoD)						PBL items are broken into tasks within a sprint

								DoD achievable within each iteration						Sprint tasks are estimated

								Team respects DoD						Estimates for ongoing tasks are updated daily



								Retrospective happens after every sprint

								Results in concrete improvement proposals						Velocity is measured

								Some proposals actually get implemented						All items in sprint plan have an estimate

								Whole team + PO participates						Velocity only includes items that are Done

														PO uses velocity for release planning

								PO has a product backlog (PBL)

								Top items are prioritized by business value						Team has a sprint burndown chart 

								Top items are estimated 						Highly visible

								Estimates written by the team						Updated daily

								Top items in PBL small enough to fit in a sprint

								PO understands purpose of fall backlog items						Daily Scrum is every day, same time & place

														PO participates at least a few times per week

								Have sprint planning meetings						Max 15 minutes

								PO participates						Each team member knows what the others are doing

								PO brings up-to-date PBL

								Whole team participates

								Results in a sprint plan

								Whole team believes plan is achievable

								PO satisfied with priorities



								Timeboxed iterations

								Iteration length 4 weeks or less

								Always end on time

								Team not disrupted or controlled by outsiders

								Team usually delivers what they committed to



								Team members sit together

								Max 9 people per team





Author

		Scrum Checklist!

		http://www.crisp.se/scrum/checklist | Version 2.2 (2010-10-04)

		the unofficial!

		Henrik Kniberg

		PO = Product owner SM = Scrum Master PBL = Product Backlog DoD = Definition of Done





Summary

		Review date:

Christophe Le Coent: 
Don’t forget to keep history!
		The bottom line		Core Scrum 		Recommended but not always necessary		Positive indicators 		Scaling

		Jun-12		0.33		0.05		0.03		0.00		0.00

		May-12		0.21		.0.2		0.01



Scrum Checklist

Jun-12	The bottom line	Core Scrum 	Recommended but not always necessary	0.33333333333333331	4.6511627906976744E-2	3.4482758620689655E-2	May-12	The bottom line	Core Scrum 	Recommended but not always necessary	0.21	0	0.01	
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EasyMinutesAdd-In v6.1.dot
Easy Minutes - 


christophe_le_coent@yahoo.com

Copyright christophe_le_coent@yahoo.com, UK, 2010

This page contains the tables that are copied and pasted in your minutes


/* The 3 tables below are inserted in the minutes */


/* UK Version */ 


Table ID = 1 ‘ Add an Action


		Owner

		<New_Action>

		Raised

		Due



		

		

		

		





Table ID = 2 ‘ Add an Issue


		Owner

		<New_Issue>

		Raised

		Due



		

		Issue: 


Impact:  


Severity: Red Amber Green

Action(s):

		

		





Table ID = 3 ‘ Add a Risk


		Owner

		<New_Risk>

		Raised

		Due



		

		Risk: 


Impact:  


Severity: Red Amber Green

Action(s):

		

		





/* To insert in your templates - these 2 tables below are used with the “populate” command so all actions, risks and issues can be inserted in the tables */


Table ID = 4 ‘ Add summary action list


		Owner

		Actions – Log  ACTION_LOG_TABLE_TAG_234

		Raised

		Due





Table ID =5 ‘ Add summary risks and issues list


		Owner

		Risks & Issues – Log RI_LOG_TABLE_TAG_234

		Raised

		Due 



		

		DO NOT REMOVE THIS ROW

		

		





		By:

		Decisions Taken – Log RI_LOG_TABLE_TAG_234

		Taken:

		



		

		DO NOT REMOVE THIS ROW

		

		





French Version:


Table ID = 6 ‘ Add an Action


		Responsable

		<Nouvelle_Action>

		Date:

		Due:



		

		

		

		





Table ID = 7 ‘ Add an Issue


		Responsable

		<Nouveau_Problème>

		Date:

		Due:



		

		Problème: 


Impact: 


Sévérité : Red Orange Vert

Action(s): 

		

		





Table ID = 8 ‘ Add a Risk


		Responsable

		<Nouveau_Risque>

		Date:

		Sévérité



		

		Risque: 

Impact: 


Sévérité : Red Orange Vert

Action(s): 

		

		





/* To insert  in your templates - these 2 tables below are used with the “populate” command so all actions, risks and issues can be inserted in the tables */


Table ID = 9 ‘ Add summary action list


		Responsable

		Actions en cours

		Date:

		Due:



		_END_ACN_

		DO NOT REMOVE THIS ROW

		

		





Table ID =10 ‘ Add summary risks and issues list


		Responsable

		Risques et Problèmes en cours

		Date:

		Due:



		_END_R&I_

		DO NOT REMOVE THIS ROW

		

		





/* you can modify the template table width and colors but do not change column numbers and column attributes */


Minutes_Template_EXAMPLE


		Meeting Date:

		

		Time / Duration:

		



		Author:

		

		Chair:

		



		Location / Teleconference Details:

		



		Objective:

		



		Agenda:

		





Distribution and attendee list


 (P indicates that the member was present; T indicates present via teleconference; A indicates absent; L indicates limited attendance; D indicates distribution only)


		P

		

		

		



		P

		

		

		



		P

		

		

		



		

		

		

		





<***Delete this text - Prior to start of the meeting, review all actions risks and issues


		Controls

		Actions



		Ctrl+Shift+U

		To update actions



		Ctrl+Shift+P

		To populate new items in the Actions Log or Risks and Issues log





***>


Action Log


.It is highly recommended (and in some organizations mandated) that projects store these logs centrally and include them in the agenda to be reviewed.


		Owner

		Action item

		Raised

		Due



		_END_ACN_

		DO NOT REMOVE THIS ROW

		

		





Risks and Issues Log


		Owner

		Risks & Issues - Log

		Raised

		Due 



		_END_R&I_

		DO NOT REMOVE THIS ROW

		

		





Minutes


<***Delete this text: Enter Minutes of the meeting here:


		Controls

		Actions



		Ctrl+Shift+A

		Add an action



		Ctrl+Shift+R

		Add a risk



		Ctrl+Shift+I

		Add an issue





***>


…


End of Minutes


Next Meeting


		Meeting Date:

		

		Time / Duration:

		



		Author:

		

		Chair:

		



		Objective:

		



		Agenda:

		





End_Of_Minutes_Template_EXAMPLE
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