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API		Application Programming interface
BDM		Business Development Manager
bxp		Business eXpress Platform
CEO		Chief Executive Officer
COO		Chief Operating Officer
CTO		Chief Technical Officer
Ops		Operations
Snr		Senior
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PO		Purchase Order
PSD		Potential Start Date
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NW	Nick Wheeler	All n One Ltd 	CEO				nick.wheeler@allnone.ie
CT	Chris Thomson	All n One Ltd 	COO				chris.thomson@allnone.ie
PL	Philip Lacey	All n One Ltd 	CTO				philip.lacey@allnone.ie
CD	Carolann Diskin	All n One Ltd 	Technical Ops Manager		carolann.diskin@allnone.ie
DC	Daniel Coughlan	All n One Ltd 	Snr. Framework Developer		daniel.coughlan@allnone.ie
PJ	Patrick Jenkins	All n One Ltd 	Snr. Content Developer		patrick.jenkins@allnone.ie 
ML 	Meabh Landers	All n One Ltd	Content Developer		meabh.landers@allnone.ie
AF	Andrew Forde	All n One Ltd 	Technical Contact Admin		andrew.forde@allnone.ie
TG	Thomas Glennon	All n One Ltd	Security Administrator		thomas.glennon@allnone.ie
RC	Robert Carson	All n One Ltd	BDM & Infrastructure Admin	robert.carson@allnone.ie
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Emails, documentation, notes from meetings, meeting minutes, images, existing system snapshots, whatever you can get your hands on.

The primary research will begin with gathering information.  Some / a lot of this information may be unavailable.  The more information available the better the project specification.  Questions in red are absolute musts.



Who?
· Get the names of the decision makers, their role and email for them.  This goes into section 1.5
· Get an organogram / company org chart to understand the structure (Used in the Security Groups as well as identifying Departments)
· Get the list of all the users who are going to be on the system
· Of those users, try identify general roles e.g.
· Managing Director / Senior Management – Enterprise Information System view (EIS)
· Team Lead / Manager – Decision Support Systems view / Management Information System view (DSS / MIS)
· Business Information Systems view (BIS)
· Office Based Sales user view
· Customer Care view
· Technical Support view
· Field Sales view
· Call Centre agent view
· Administration view
· Marketer view
· Who is going to be the system champion?
· Who is going to be the security champion?
· Who do All n One go to, to get answers?
· Are there any third party companies who need to be liaised with?
· Are there any security departments / teams who need to be liaised with? (Security, Legal, Risk, Compliance)
· Who is to be trained on the resulting system build?
· 

What?

· What is the project for?
· Sales / Prospecting
· Customer Care
· Technical Support
· Marketing

· What needs to happen? (from each stakeholder’s perspective)
· What elements does the process need? (Reference Ids, links to payment systems, output to data warehouse, integration with Sage, etc.)

· What documentation already exists?
· What processes already exist?
· What do the users do for a process currently (i.e. we document the process)?
· What data already exists?  (Any tech docs go into 2.2)

· What systems are already in place? (Get the feature list of that solution from research and ensure we can match it) (Screenshots if possible)
What do they like about their existing solution? (Make sure features are retained)
· What will need to be integrated with?
· What data is available? (Customers (Companies and Contacts), Products, Ticket Log, Cases, Trouble Tickets)

· What security processes / policies will need to be matched?
· What level of technology is available?
· What phone system do they have? Does it have CTI / Screen pop capability?

· What marketing material is available? Fonts, colours, logos, images, etc.
· What TLAs and Custom Short hand words do they use?


Where?

· Where is the solution to be used?  Office, Field, Mobile, Servers
· Where does the client have locations? (Do they have static IPs)
· Where will bxp be used? Device specs, browsers, plugins and screen resolutions.

Why?

· Why is this project needed? (Provides the basis of the justifications of the project)
· Why are they moving away from an existing solution?  (This gives the primary focus of what the project must achieve)

When?

· Go Live date?
· Any other date / time restrictions?
· Are any stakeholders on holidays / unavailable during the setup period?
· When are the key decisions to be made?
· How often will we have update meetings?
· When did the NDA go into place?

How?

· How do they forsee this project being approached? (Do they have preferred project methodologies) [We will use ADDIE if no preferred approach offered]
· How is billing / POs handled?
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Specifications

If there are technical requirements separate these out to here.  Reason being these are the limiting boundaries within which we must build the project.
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Objectives and success criteria that must be completed satisfactorily according to stakeholders, sponsor, and customer expectations
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Module descriptions and details available from
http://www.bxpsoftware.com/wixi/index.php?title=The_Modules_of_bxp



[bookmark: _Toc419540362]Solution Overview





[bookmark: _Toc419540363]Reporting

[bookmark: _Toc419540364]Required Reporting


 


[bookmark: _Toc419540365]Quality plan

[bookmark: _Toc419540366]Overview


[bookmark: _Toc419540367]Communications Plan


[bookmark: _Toc419540368]Risk Matrix


[bookmark: _Toc419540369]Product Acceptance Plan

 
	


[bookmark: _Toc419540370]Project Plan

[bookmark: _Toc419540371]Primary Timelines


Analysis Complete By Date: 		2015-11-01


Design Complete By Date: 		2015-11-01


Development Complete By Date: 	2015-11-01


Implementation Complete By Date: 	2015-11-01


Evaluation Complete By Date:		2015-11-01
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