My job as an Online Teaching Assistant is to help you to do your assignment and definitely not do them for you. In fact, if I did 'do' some or all of your assignment for you I could be in big trouble with BrainMass or even worse fired from BrainMass because it clearly states that we are NOT to do it. In fact BrainMass states "The student will quickly receive a detailed explanation from a qualified Online TA. Knowledge is valuable but only if it is untainted. The members of our community must have a common trait - they should all believe in fairness to the owners of original work and take the responsibility to do independent work. Online TAs help a great deal in limiting such morally-incorrect practices by informing students about plagiarism and how to cite and acknowledge others work correctly. The system is not intended to replace the many services already provided by professors and teaching assistants. It is intended to supplement the learning process by offering more timely and direct access to graduate-level assistance. The Online TA’s have all been through undergraduate studies and understand better than anyone else where, when and how students get stumped. The job of the OTA is NOT to write an essay for the student, but to provide ideas, definitions, research help, and instructions on how the student should approach the problem. ***I put this message on ALL of my responses so if this does not apply to you please do not take offense for the reminder for those who have forgotten or may not realize. ***

This look's like an interesting assignment, though, so let's see where I can be helpful
Question: Project: 
I want to create a high-tech website for my small business but have no experience in programming or graphic creation. 

Briefly describe the first five points of the Project Scope Checklist in relation to the above project: 

What are the project objectives? 
List the deliverables. 
Identify the milestones of the project. 
List the technical requirements. 
What are the limits and exclusions? 

Be sure to complete the following items: 

Identify the Project Priorities. 
Create a Work Breakdown Structure. 
Create a Responsibility Matrix. 

Pleases list any references.
Scope 

Defining the scope is dependent on a good understanding of the project purpose and the stakeholders whose objectives will be reflected in their requirements for the project. A context diagram as used in process modeling is a good tool for this step. The context diagram is a pictorial representation of the system in study, defining the organizations, people, entities that are outside the scope of study but have interaction with the system – either by sending data to the system or receiving data from it. These organizations, people, and entities are called external entities.  We are only interested in their interactions with the system and how the system responds to these interactions. 
Scope Statement - A documented description of the project as to its output, approach, and content. (What is being produced? How is it being produced? What is included?) 

***Usually scope management is initiated in the first step of the scope management processes. This is the initiating stage directly following the input stage.  

***The input process involves product description; strategic plan; project selection criteria; and historical information. 

***This will begin the next stage which is describing what methods are going to be used. This can involve some or all of the project selection methods and expert judgment from other units within the organization; consultants; and industry groups; or professional / technical associations. 

***Finally leading us to the output stage which includes scope statement; supporting detail, scope management plan, project charter, identified project manager, constraints, and assumptions. After this the individuals must commit the organization to begin the next phase of the project. The process of formally recognizing that a new project exists or that an existing project should continue to its next phase. The next phase will be scope planning. The scope statement is also in the out put stage. Directly following is scope definition. Scope verification and scope change control will be the last two stages within the scope management process. 

I have summed it up in fewer words and in outline form for you below. 

Initiation 

· Process Group: Initiating 

· Input includes: product description; strategic plan; project selection criteria; historical information 

· Methods used: project selection methods and expert judgment from other units within the organization; consultants; industry groups; or professional / technical associations. 

· Output includes: scope statement; supporting detail, scope management plan, project charter, identified project manager, constraints, and assumptions. 

· Committing the organization to begin the next phase of the project. 

· The process of formally recognizing that a new project exists or that an existing project should continue to its next phase. 
Scope Planning 

· Process Group: Planning 

· Input includes: the product description; project charter; constraints, and assumptions. 

· Methods used: product analysis; benefit / cost analysis; identifying alternatives, and expert judgment. 

· Output includes: scope statement; supporting detail, and scope management plan 

· The process of developing a written scope statement as the basis for future project decisions. 

· The scope statement forms the basis for an agreement between the project team and the project customer by identifying the project objectives and major project deliverables. 

Scope Definition 

· Process Group: Planning 

· Input includes: scope statement; constraints; assumptions; and historical information. 

· Methods used: work breakdown structure templates (or WBS from a previous project) and decomposition (subdivision). 

· Output includes: work breakdown structure 

· The process of subdividing the major project deliverables into smaller, more manageable components. 

Scope Verification 

· Process Group: Controlling 

· Input includes: work results (completed or partially completed deliverables, incurred or committed costs, etc.), and product documentation (plans, specifications, technical documentation, etc.) 

· Methods used: inspection (measuring, examining, reviewing and testing to determine if results conform to requirements) 

· Output includes: formal acceptance 

· The process of formally accepting the project scope by the stakeholders (sponsor, client, customer, etc.) 

Scope Change Control 

· Process Group: Controlling 

· Input includes: WBS, performance reports, change requests, and the scope management plan. 

· Methods used: a scope change control system; performance measurement techniques; and additional planning. 

· Output includes: scope changes; corrective action, and lessons learned. 

· The process of controlling changes to project scope. 

To sum it all up - Scope Management Plan 

· A subsidiary element of the overall project plan. 

· Describes how project scope will be managed. 

· Describes how scope changes will be integrated into the project. 

· Should also include an assessment of the expected stability of the project scope. 

· Should also include a clear description of how scope changes will be identified and classified. 

Experienced project managers save a great deal of time and effort down the road by spending time upfront to specify more clearly what the user expectations are. A scope statement goes a long way toward establishing this objective. It becomes a means of communication with all stakeholders particularly team members, users, and sponsors.
Research studies report that a successful project is more likely to have a clearly defined scope statement. It is also reported that a poorly defined project scope statement leads to inadequate project planning.  Vague and poorly described scope statements not only do not help project planning and execution but also become sources of confusion. The project scope statement is published and shared by the project manager and the customer and is a source for measuring progress and quality.

Special Note: It is important that the customer agrees and signs off on the scope statement. One practical way to achieve this is to get all stakeholders to sign or initial the scope statement and in that way confirm what is agreed by all.

Special Note: The scope statement must be short and to-the-point but cover important issues. The scope statement may vary depending on the size and the type of the project. In most cases, the scope statement is between one and three pages. Most companies use a document known as project charter to formally support the project and to authorize the project manager to start planning developmental activities. The project charter is often one page and includes:

· Title of the project 

· The sponsor or sponsors of the project

· Name of the project manager

· Project start date

· Project objectives

· Project cost and resources

· Due date that the entire project must be complete

Special Note: The project scope definition is an important activity in the system development life cycle. A well developed project scope will help several important objectives: project planning, communication, resource allocation, time and cost estimates, monitoring progress, controlling quality, and evaluating outcome. A good project scope defines project objectives, deliverables, milestones, and resources. The project scope becomes the base for the development of work breakdown structure. Work breakdown structure breaks the whole project into manageable pieces or work units to be assigned to individuals with specified cost and time allocation. The work breakdown structure represents a work map that guides project activities. It specifically describes what needs to be done, who will do it, how much it costs, and when it is due. 
Here is an EXCELLENT example for you to follow. http://www.tc.umn.edu/~wahl0124/scope.doc.summary6.doc
Also be sure to click on the link within this link. This web site will also help you in formulating your assignment by giving you examples, definitions, templates, and key tasks just to name a few. http://www.oit.state.pa.us/oaoit/cwp/view.asp?a=671&q=195002&oaoitNavDLTEST=|8433|8864|
Deliverables and Acceptance Criteria 
Example of an outline of Deliverables: 

· Initial project setup documentation
· Project charter, Phase-exit review checklist
· Project work breakdown structure
· Initial work-plan
· Resource availability & commitment profiles, Risk identification and control strategies, Cash-flow forecasts
· Approved final plan, Phase-exit review checklist
· Plan published to all stakeholders
· Set of progress reports, Set of exception reports, Metrics report, (Phase-Exit Review Checklist)
· Project evaluation report
· Change request forms, Updated plan
Example two outline of Deliverables
Deliverable: - The following deliverable will be result of the inception phase

Project Vision 1st Draft - In this document an introduction of the project will be given with mentioning general goals and risks that will surround the project development life cycle.

Project Software Requirement Specification 1st Draft - Software Requirement Specification document will define the project scope, purposes and the overall description. It will also contain an index for materials that can be helpful in understanding the software requirement.

Project Plan 1st Draft - The project plan will detail the phases, iterations, and milestones that will comprise the project. Each deliverable will be included in the plan with estimated dates, sign-offs and evaluation criteria. PERT or Gantt charts are appropriate inclusions in this plan.
Quality Assurance Plan - This document describes the steps that will be taken to ensure that the plug-in will achieve a high level of quality. The required documentation is also defined.

Prototype - Simple prototype will be developed to show the basic functionality of the project and the different interfaces that the use will interact with.

Deliverable - The following deliverable will be result of the elaboration phase
Project Vision 2nd Draft - The project vision document will be updated from the first phase to clarify the project purpose and mention complete list of the project goals, risks and constraints.

 .

Project Software Requirement Specification 2nd Draft - Software Requirement Specification will update to completely define the project scope, purposes and the overall description. It will also contain a description of the functionality. 

Software Design Architecture - This document will contain the architecture design. It will be divided into three sections; the first part will describe, the second part will show how, and finally it will explain.

Software Test Plan - A system test plan should support the following objectives:

· Identify which features of the system will be tested and those that will not be tested.

· Specify the testing approaches that will be used during testing

· Define the pass/fail criteria for each item to be tested

· Define any suspension criteria and subsequent resumption techniques

· Identify the deliverables of the testing process

Formal Technical Specification - One part of the project will be formally specified using a published, formal methodology.

Formal Technical Inspection - A formal checklist to be used by the inspectors will be developed. 

Executable Prototype - An executable prototype will be built in one or more iterations. The prototype will address all critical requirements identified in the vision document and expose the top risks.
Deliverable The following deliverable will be result of the production phase

User Manual - A user manual will be provided. Sections will include (if appropriate) an overview and explanations of common usage, user commands, error messages, and data formats, etc. 

Component Design - The internal design of each component will be documented. The documentation required will be consistent with the complexity of the individual components. The use of model-based diagrams such as class diagrams, sequence/collaboration diagrams, and state chart/activity diagrams can be considered. 

Source Code - Well-documented source code will be submitted. This code will correspond directly to the architecture and component design. 

Assessment Evaluation - The documentation will include a document detailing the testing done on the project. Included will be descriptions of the testing, failures, and reliability estimates. Graphical methods will be used, e.g. error rate diagrams, etc. 

Project Evaluation - The process will be reviewed, including the usefulness of the methodologies used, the accuracy of the estimations, and the usefulness of the reviews. Similarly, the product will be reviewed and evaluated for whether it accomplishes the ideas presented in the initial overview and for the quality of the product. 

References - The annotated bibliography will include cited references for all notations used in the portfolio. 

Work Breakdown Structure
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Work Breakdown Structure

In project management, a Work Breakdown Structure (WBS) is an exhaustive, hierarchical (from general to specific) tree structure of deliverables and tasks that need to be performed to complete a project. The Work Breakdown Structure is a very common and critical project management tool. It is considered such a key part of project management that many United States government statements of work require a WBS. The purpose of a WBS is to document the scope of a project. Its hierarchical arrangement allows for easy identification of the terminal elements (the actual items to be done in a project). Being an exhaustive document of the project scope, the WBS serves as the basis (indeed, the backbone) for much of project planning. All the work to be done in a project must trace its origin from one or more WBS entries. WBS is simply an organized presentation of the work required to complete the project. There is any number of ways to organize the presentation of the work. For example, one could organize it according to life-cycle phases, showing each phase as a top-level breakdown. Another way to organize it is by functional responsibilities. A key thing to remember is that the WBS documents the scope of the project, and not the execution plan of the project. Thus, in the house painting example below, 'Prepare Materials' could appear after 'Paint the Room' and it is still a valid and correct WBS. For more details on the various approaches to building the WBS for a project (see e.g. How to Build a Work Breakdown Structure below). Whether the WBS should be activity-oriented or deliverable-oriented is a subject of much discussion. Even suggesting picking one style and then sticking to it can be a point of argument. 

In building a work breakdown structure for painting a room (activity-oriented) it is essential that you state the obvious.

For example: 

Prepare materials 

Buy paint

Buy a ladder 

Buy brushes/rollers 

Buy wallpaper remover 

Prepare room 

Remove old wallpaper 

Remove detachable decorations 

Cover floor with old newspapers 

Cover electrical outlets/switches with tape 

Cover furniture with sheets 

Paint the room 

Clean up the room 

Dispose or store left over paint 

Clean brushes/rollers 

Dispose of old newspapers 

Remove covers 

There is no set depth or breadth specification for a WBS. The context determines if your WBS is too general, or too detailed. Project management is not about performing the work, but rather more concerned about monitoring the work, so a good maxim to follow in preparing the WBS is to go to just enough detail to allow a piece of work to be assigned to a resource, and the status monitored. Of course, there is nothing to stop that resource from developing a WBS for the work assigned to them. The size of the WBS should generally not exceed 100-200 terminal elements (if more terminal elements seem to be required, use subprojects). The WBS should be up to 3-4 levels deep. Each level should be 5-9 elements broad. 

Resources 

Carl L. Pritchard. Nuts and Bolts Series 1: How to Build a Work Breakdown Structure http://catalog.loc.gov/cgi-bin/Pwebrecon.cgi?DB=local&CNT=25+records+per+page&CMD=isbn+1890367125

Project Management Institute. Project Management Institute Practice Standard for Work Breakdown Structures http://catalog.loc.gov/cgi-bin/Pwebrecon.cgi?DB=local&CNT=25+records+per+page&CMD=isbn+1880410818

Gregory T. Haugan. Effective Work Breakdown Structures (The Project Management Essential Library Series). http://catalog.loc.gov/cgi-bin/Pwebrecon.cgi?DB=local&CNT=25+records+per+page&CMD=isbn+1567261353
Tasks 
These are a hierarchical structure of work that needs to be done to produce project deliverables including phases, milestones, tasks, and dependencies among tasks. I would include the deliverables and tasks together as well as a good guesstimate on the time frame when these tasks are to be completed. 
Example one of tasks – 

	Deliverable
	Tasks
	Completion Criteria
	Time

2005

	Project Webpage
	Creating time log for the Project over the web
	Time Log is available in the web
	Jan 14th 

	Project Vision Document 1st Draft.
	Writing a project vision document
	Advisor Approval
	Jan 16th  – Jan 18th 

	1st Draft
	Writing the project requirement
	Advisor Approval
	Jan 19th  – Jan 27th 

	WBS Draft
	Cost Estimates & Arch. Elaboration.
	Advisor Approval
	Jan 28th  – Feb. 11th  

	Prototype 
	Constructing The first prototype
	Advisor Approval
	Feb 18th  – Feb 25th 

	Action Items
	First Presentation Action Items are Identified
	Advisor Approval
	May 1st 

	Project Tool Proposal
	Project to and technology used is identified.
	Advisor Approval
	August 16th – Sep. 8th

	Early Design Architecture. 
	Early class , package , sequence models
	Advisor Approval
	Sep. 9th   – Sep. 18th  

	Coding the Plug-in Actions package.
	Action Package
	Advisor Approval
	Sep. 19th    


Responsibility assignment matrix (RAM) is typically used to link activities to resources to ensure that the scope's components are each assigned to an individual or team (Source: "Project Management Institute"). One type of RAM is based on the RACI format (Responsible, Accountable, Consult and Inform). This type of RAM is called a RACI chart, because it assigns the role that the resource is to play for each given activity. These charts can be constructed at a high level (general areas) or at a detailed level (low level tasks). A table is drawn, usually with Activities on the vertical edge (Work Breakdown Structure or WBS) and Resources on the horizontal edge (Organization Breakdown Structure). Not every resource will have an entry for every activity. As an illustration, please consider this simple chart. 

Visit this site http://www.pmi.org/info/default.asp for more information.

A responsibility matrix can also be known as a linear responsibility chart and can be used to show who is responsible and at what level. For example each row could represent a task and each column a person, the boxes could then be completed with the letters P (Prime support), S (Support) and N (notify). See an example here http://en.wikipedia.org/wiki/RACI_diagram
Who Does What…. http://articles.techrepublic.com.com/5100-10878-6041420.html
Good Luck and if you have any questions or concerns don’t hesitate to ask me. That’s what I am here for. OTA #105280
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