Enterprise GIS Committee Project Tracking Form


	Project Information
	

	Date / Version
	12/11/2013 – version 3.2

	Responsible Subcommittee
	

	Project Title
	Allocate DWR’s Esri Conference Passes




	Project Scope
	

	Deliverables
	A transparent and fair procedure to distribute the passes to the Esri International Conference

	What is included in the scope of the project
	Assess interest in attending the UC, coordinate registrations and cost-sharing if more than 20 wish to attend

	What is not included in the scope of the project
	Coordinate approvals for travel; make travel arrangements




	Project Milestones 
	Planned Date
	Actual Date

	Starting Date (Send announcement, take sign-ups on portal)
	2/3/2014
	

	Meeting to coordinate payments/registration
	3/10/2014
	


[bookmark: _GoBack]Review/revise as needed					ongoing		

	Approval by Enterprise GIS Committee 

	Approval Date
	

	Approved By
	






History of Project Changes

	Date
	Issue
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Notes on the Enterprise GIS Committee Project Tracking Form

The Committee chairperson is responsible for completing the Project Tracking form, and keeping the information up-to-date.  

The Committee chairperson should fill out the first page and present this to the Enterprise GIS Committee for approval (last section on the first page). 


Date / Version. 	
The date and version should be updated every time there is a change made.

Deliverable
What will the project produce? 	The deliverables are an itemized list of tangible products.  List the delieverables in this cell, with each deleiverable in a new paragraph.

You can use sections for In Scope and Out of Scope to help define and describe the project.

In Scope
In scope describes what is included in the scope of the project.  It may be useful to describe what functions, features or business areas the project will address.  Use this section as necessary.

Out of Scope
Out of scope describes what is not included in the project.  It may be useful to limit expectations, and here is where you would do so.  Use this section as necessary.

Milestones
Identify high-level milestones of the project.  The project should have at least starting and ending dates.  There may be other milestones, depending on the project.  If so, then add rows for as many milestones as are reasonable.  Don’t force a project to have milestones if it does not.

Approval
Approval by the Enterprise GIS Committee.

History of Project Changes
The Committee chairperson will use this section to track changes of the project.  When there is a change, identify the date and issue.  The issue will be reflected in the Enterprise GIS Committee Project Tracking Form under the scope and/or schedule flags.


