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1 Project Identification 

1.1 Introduction 

This Master Project Plan describes the scope, responsibilities and deliverables to 
be included in the PASS ASM4 Upgrade project.   
 
The ASM4 upgrade consists of upgrading the two Ariba modules that make up 
the District’s Procurement Automated Support System (PASS).  PASS currently 
consists of Ariba Buyer v7.1a and Ariba Analysis 2.5.  These modules will be 
upgraded to versions 8.2.2 and 3.1, respectively.  The District expects several 
benefits from this upgrade, including the implementation of a robust 
active/passive failover hardware architecture, tight integration between these 
modules and the future Strategic Sourcing module, improved system 
performance, and a streamlined user interface. 
 
The PASS ASM4 Upgrade project will be managed by OCTO’s Application 
Operations and Services Group. Within AppOps, PASS Operations will be 
responsible for the execution of the project.  A Project Management Office (PMO) 
will consist of the PASS Operations Manager along with project management 
resources from Ariba, Inc. and resources from a functional support contractor 
that has not been selected at the time of this writing.   Along with the PMO, the 
upgrade will be steered by the PASS Release Board, which consists of 
representatives from the major PASS stakeholders, including the Office of 
Contracting and Procurement, the Office of the Chief Financial Officer and the 
District of Columbia Public Schools.   

1.2 Background 

The Procurement Automated Support System (PASS) was the first application 
implemented as part of the Administrative Services Modernization Program 
(ASMP).  Commercial-Off-The-Shelf software from Ariba, Inc. was selected by 
the District to compose PASS.  Four Ariba modules were purchased in 2002: 
Buyer (with Invoicing), Analysis, Contracts and Strategic Sourcing.   
 
Buyer was implemented in two District agencies in July 2003, with 80% of all 
agencies supported by April 2004.  PASS was fully implemented across the 
entire District (including District of Columbia Public Schools) in May 2006.  
Analysis was implemented in April 2004 and has evolved according to the needs 
of the major PASS stakeholders. 
 
The Contracts and Strategic Sourcing module implementation was paused in the 
summer of 2004 due to several factors.  PASS represented a major change in 
how agencies interacted with the Office of Contracting and Procurement (OCP), 
and OCP itself needed time to integrate all of the features and benefits of the first 
two modules into their business practices.  In addition, during the initial Strategic 
Sourcing build, it was determined that the integration between the Buyer and 
Strategic Sourcing modules was not as mature as required by the District’s 
needs. 
 
In the summer of 2004, Ariba, Inc. announced the general availability of the suite 
of software known as Ariba Spend Management version 4 (ASM4), which 
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included upgrades of the Buyer, Analysis, Strategic Sourcing, and split the 
Contracts module into two complementary software packages: Contracts 
Compliance and Contracts Workbench.  Contracts Workbench represented 
entirely new functionality, so the District inherited a license to the Contracts 
Compliance module, which represented functionality of the previous Contracts 
module that was purchased.  The ASM4 suite included integration channels that 
tightly bound all of Ariba’s modules together.  These new integration channels 
meet the District’s requirements. 
 
Since 2004, The District has fully integrated the benefits of the Buyer and 
Analysis modules into its business practices and is now prepared to utilize the 
functions in the Strategic Sourcing and Contracts Compliance modules.  The 
ASM4 suite has also been successfully implemented in the majority of Ariba’s 
clients, indicating that the ASM4 codebase is sufficiently stable to implement in 
the District. 
 
In late 2006, OCTO engaged Ariba, Inc. to perform the upgrade to ASM4 and is 
currently soliciting proposals from the vendor community to functionally support 
the upgrade. 
 

1.3 Scope 

The scope of this project is to implement the ASM4 suite to all PASS users and 
agencies.  
 
The vision of the upgrade process is a system-driven process design, which 
entails the implementation of Ariba as close to the vanilla application as possible, 
including previous PASS modifications.  An effort will be made to ensure that, if 
Ariba supports a function out-of-the-box that the District had to configure 
previously, the Ariba function will be used and the District custom configuration 
will be retired. 
 
The scope of Part 1 includes but is not limited to: 
 
§ Project Management 
§ Process Engineering 
§ Development 
§ Modifications 
§ Software Configuration 
§ Organization Change Support 
§ Communication Outreach Support 
§ Software Integration 
§ Interface Design and Implementation 
§ Testing: 
§ System Testing 
§ Integration Testing 
§ Performance Testing 
§ Security Testing 
§ Regression Test Bed Creation 
§ Regression Testing 

§ Training: 
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§ Training Strategy Development  
§ PASS Training Materials Update 
§ Classroom Training for up to 1000 users 
§ Online Training for remaining users 
§ Training Database(s) Creation 

§ Sandbox Database(s) Creation 
§ Supplier Enablement 
§ Application Support 
§ Data Gathering 
§ Go-Live and Post Go-Live Support  
§ Quality Assurance Labs 

2 Definition of Success 

2.1 Definition of Success 

For any initiative to be successful, the definition of success must drive day-to-day 
tasks.  For the PASS upgrade project, the definition of success is the full 
implementation of the ASM4 versions of Buyer and Analysis.  These outcomes 
include:  
 
§ 100% of the functions in the previous version carried over to ASM4 

§ Implement beneficial features inherit in ASM4 that were not present in the 
previous version 

§ Implement a true automated Active/Passive hardware failover architecture 
capable of supporting a mission-critical application such as PASS 

§ Improve overall system performance by implementing multiple application 
nodes to distribute user load. 

§ Provide rigorous testing that yields zero system bugs. 

2.2 Critical Success Factors 

Critical Success Factors are as follows:  
 
§ Visible Leadership Commitment to the PASS upgrade 

§ Availability and collaborative participation of District resources 

§ Early, Effective Communication and Outreach Program 

§ Effective Training and Knowledge Transfer 

§ Process, procedure and suppliers/catalogs standardization across the 
organization 

§ PASS and Public Sector experience of team resources 

§ Collaborative partnership among implementation parties in the project 

§ Focus on results that lead to meeting organization goals and sustained gains 
rather than “finishing tasks” 
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3 Roles and Responsibilities 

3.1 Roles and Responsibilities 

This section documents the different management and delivery teams and their 
respective organizational role.   

3.1.1 PASS Release Board 

The PASS Release Board is the designated authority for all PASS changes, and 
the ASM4 upgrade is no exception.  The Board is responsible for defining and 
realizing benefits, monitoring risks, issues, quality and approving timelines.  The 
Release Board’s involvement may be required where requests for changes to the 
scope of the project will have a significant impact on quality, cost or schedule. 

The membership of the PASS Release Board is as follows: 
 
§ Daniel Palmer 
§ Gary Trice 
§ Dwayne Paxton 
§ Larry Daniels 
§ Louis Dimitroff 
§ James Armstrong 
§ Ajaya Damireddy 
§ Victor Grimes 
§ Janella Ingram 
§ Eric Payne 

 

3.1.2 PASS Operations Manager 

The PASS Operations Manager, Daniel Palmer, will provide overall direction and 
oversight to the project team for all areas of the implementation. In addition, Mr. 
Palmer will provide subject matter expertise on the needs of the District by 
coordinating with the appropriate District resource. The PASS Operations 
Manager will be the first level of escalation for project risks, issues, schedule and 
scope change control problems. 

3.1.3 Project Management Office  

The Project Management Office is a combined team of PASS Operations, Ariba, 
Inc., and the functional support contractor and provides project oversight to all 
parts of the project.  The PMO will ensure budget, schedule, and milestones are 
in line with plan as well as the District’s expectations.  The PMO will manage and 
drive the plan.  (See Management Approach for further description of how the 
project will be managed.) 
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4 Management Approach 

4.1 Project Control 

The guidelines outlined in this Management Approach can be modified to 
accommodate constructive suggestions from team members at any time 
throughout the project.   
 
The PASS Operations Manager, Daniel Palmer, is responsible for all project 
related activities.  The PASS Operations Manager will work closely with the PMO 
to ensure delivery success in terms of quality, benefit attainment, schedule, 
budget, and resources.  The PASS Operations Manager will provide first level 
escalation for issues, risks and scope control change requests.  The PASS 
Operations Manager will have deliverable sign-off authority for all deliverables. 
 
The PMO will be responsible for managing and driving the work plan on a day-to-
day basis.  Operating processes have already been defined in the PASS 
Technical Runbook and the PASS Configuration Guide.  However, immediately 
after the functional support contractor starts, the PMO will establish operating 
processes, procedures, standards and guidelines which comply with the 
guidelines in these two documents under which this project will be managed.  
These processes will be used to manage risk, manage issues, manage scope, 
manage the timeline, manage cost, and manage quality.  Reporting standards 
and expectations are outlined in this charter. 

4.1.1 Work Plan Management 

One master MS Project work plan will be managed by the PMO and will be the 
primary control device for all activities.  The PMO will ensure that all project 
participants understand the project timeline, sequence of events, dependencies, 
resource load, milestones, task contingencies, and their role in performance of 
the tasks.   
 
The master work plan will include all tasks, milestones and deliverables for all 
teams.  Tasks will be resource loaded and progress will be measured by tracking 
actual progress made toward completing the task.   
 
The PMO will ensure that the project work plan is updated weekly with actual 
hours worked and a re-estimated time to completion.  
 
All teams shall adhere to the following schedule: 
 
Time Activity 

Monday, noon § Plan task work by individual provided to PMO 
by each team lead.   

Monday, noon § Weekly status reports from each team lead to 
be delivered, via email, to the PMO PM. 

Monday, noon § Timesheets for all team members to be 
consolidated on one team time sheet per team 
and submitted to PMO PM.  Timesheet 
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Time Activity 

templates are provided in the appendix.   

Monday, COB § The MS Project work plan will be updated by 
the PMO and available to all team members. 

Monday,  

10:00AM – 11:00AM 

§ Issue and Risk review meeting: PASS 
Operations Manager, developers, system 
administrators and others as required.  This 
meeting will review the weekly SCR report 
summary form PVCS. 

Tuesday,  

9:00AM – 10:00AM 

§ Weekly project status review and Project Plan 
review: PASS Operations Manager, team 
leads and others as required.  This meeting 
will focus on tasks accomplished, not 
completed in the designated period, and 
upcoming milestones.   

§ Team members are responsible for introducing 
any issues with respect to their ability to meet 
the plan scope and dates.   

Month End § Each vendor will submit a monthly invoice 
within ten days of month end broken down by 
person, title, dates worked, billing rate, hours 
and cost for that billing period to OCTO AP. In 
addition, the signed time sheets shall be 
attached to the invoice.  

4.1.2 Budget and Timeline Management 

A budget management model will be developed within the first week of each 
vendor starting on the project.  The model will forecast hours for each resources 
over the course of the project term.  Resource rates will be incorporated 
providing a weekly cost forecast.  (This model contains confidential financial 
information and is not included in this document.) 
 
This model will be updated with actual cost data provided by each vendor on the 
Monday following the workweek.  Overtime on this project is defined as time in 
excess of the budget management model forecast and individual overtime must 
be approved by the PASS Operations Manager in advance.  If an actual invoice 
amount exceeds this budget model without appropriate authorization, the PASS 
Operations Manager will notify OCFO.  Overtime without approval will not be paid 
by the District. 

4.1.3 Status and Management Reporting 

Each team will prepare and submit a project status report to the PMO by Monday 
at noon.  (Teams: PASS Ops, Ariba, Functional Support, TI).  A project status 
template is provided in the appendix. 
 
The PMO will combine these status reports into one Project Status Report to be 
delivered to stakeholders by noon the following Tuesday. 
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4.1.4 Deliverables Review  

 
Advance notice that a deliverable will not be delivered as per the plan, whether 
late or early, must be provided to the PMO.  The amount of advance time 
provided will be tracked by the PMO.  It is understood that the milestone dates in 
the work plan are estimates determined early in the planning cycle and that 
deliverables may be completed early or late.  It is however, important that early 
notice be provided when dates will not be met.   
 
The sign-off hierarchy below will be used.  As a general guideline, the PASS 
Operations Manager will have the final authority over who will be required to sign 
off on which deliverables. 
 
 
Deliverable sign-off hierarchy: 
 

Deliverable 
PASS Ops 
D. Palmer 

OCP 
G. Trice 

OCFO 
L. Dimitroff 

OCTO 
M. Huda 

OCTO 
V. Grimes 

OCFO 
L. Daniels 

Org Change: 
Small 
Medium 
Large 
Complex, critical 

 
X 
X 
X 
X 

 
 
 
 

X 

 
 
 
 

X 

  
 
 
 

X 

 

Tech Team: 
Small 
Medium 
Large 
Complex, critical 

 
X 
X 
X 
X 

 
 
 
 

X 

 
 
 
 

X 

 
 
 

X 
X 

 
 
 
 

X 

 

Functional Team 
Small 
Medium 
Large 
Complex, critical 

 
X 
X 
X 
X 

 
 

X 
X 
X 

 
 

X 
X 
X 

 
 
 
 

 
 
 
 

X 

 
 
 
 

X 
 
The PMO will work closely with the project teams and will conduct interim 
deliverable reviews as and when appropriate.  The goal of the PMO is to ensure 
that the project teams are on track and that any obstacle or issue that might 
cause delay is addressed.  Interim deliverable status will be discussed at the 
weekly team status meetings. 
 
All deliverables need to be signed-off by the PASS Operations Manager; 
depending upon the size, complexity and functional or technical change, 
deliverables will be signed off at higher levels.  The PMO will ensure that 
deliverable submissions are responded to within three days.  Absence of 
feedback on a deliverable will not mean that it is automatically approved. 

 
For small or medium issues arising from a deliverable, the PMO shall sign-off or 
list the deficiencies of the deliverable no later than three business days from 
receipt.  
 
For complex and/or large deliverables, the PMO shall give the contractor a date 
when such sign-off can take place.  The District and the contractor shall mutually 
agree to this time. 
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The contractor shall allow sufficient time in their schedule for deliverable review. 
For deliverables received after 9:00 AM, the three-day clock shall begin the next 
business day. 
 
The contractor will have three business days to either remedy all deficiencies or 
propose a plan and timeframe that shall remedy the situation. The proposed 
timeframe shall be mutually agreed upon. 
 
Fixes for deficiencies that do not require a change order are considered in-scope 
work. 
 
The PMO shall have no role in deliverable creation except for those explicitly 
stated and mutually agreed upon in the assumptions of the SOW. 
 
The “Deliverable Acceptance” form is included in the appendices to this 
document. 

4.2 Risk Management 

Risk refers to future conditions or circumstances that exist outside of the control 
of the project team that may have an adverse impact on the project if they occur. 
Whereas an issue is a current problem that must be dealt with, a risk is a 
potential future problem that has not yet occurred.  It is the degree of exposure to 
potential pitfalls and negative consequences. 
 
The PMO’s Risk Management goal is to proactively resolve potential problems 
before they occur.   In order to accomplish this goal, PMO Risk Management 
Approach will be implemented to identify, categorize, assess and mitigate risks 
throughout the life-cycle of the project; i.e., assessing the risk by finding out what 
the risks are and what to focus on, as well as, controlling and managing the risk 
by taking actions to mitigate the risks.   
 
Risks can be identified by reviewing planning documents that describe the 
deliverables, milestone dates, resource estimates, resource needs, requirements 
and etc.   For example, further reviewing the requirements document, it can be 
seen that the requirement identified may not be technically feasible in the current 
release of the software.   
 
Risks will be categorized into the following types:  
 
§ Cost (estimating errors, cost overruns, and etc.)  

§ Schedule (estimating/scheduling errors, resource availability problems, 
delays, and etc.)  

§ Technical (requirements complexity and/or changes, immature technology, 
performance problems, and etc.)  

§ Operational (implementation problems due to infrastructure deficiencies and 
delays, untrained resources and operators, and etc.)  

§ Programmatic (shift in strategic initiatives, inter-agency changes, outside 
regulatory changes and etc.) 
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In doing so, it will help us to better the determine risk controllability and select 
appropriate risk mitigation actions. 
 
Risks need to be assessed based on the likelihood of the event occurring and its 
severity of impact to the project.  By assigning numerical values in regards to 
their likelihood of occurrence and its severity, it will help rank and prioritize the 
risks.   
 
Please see below tables for likelihood of occurrence and severity values. 

 
 

Likelihood 
Types/Descriptions Index 

Very unlikely 1 

Somewhat unlikely 2 

50/50 chance 3 

Highly likely 4 

Nearly certain 5 

 
                   

Severity Types/Descriptions Index 
Minor impact on cost, schedule, 
performance, etc. 1 

Moderate impact on cost, 
schedule, performance, etc. 

2 

Significant impact on 
program/project baselines 3 

Very significant impact on 
program/project baselines 4 

Disastrous impact, probable 
program/project failure 

5 

 
 
Risk mitigation plan will be developed to avoid or mitigate the risks from being 
realized.  This can be done by compiling the risks identified and assigning 
controllability ratings (1-5) which illustrate how manageable or unmanageable 
risks may be, respectively.  For example, value of 1 or 2 can be assigned to risks 
which can be mitigated by easily incorporating them into the project plan without 
adversely affecting the baseline.  However, for risks which may not be avoided or 
mitigated, we will assign the highest value, 5. 
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Level of 
Control Index Mitigation Descriptions 

1 - 2 
Actions which should be immediately incorporated into the 
Program/Project Plan. 
 

3 - 4 
Actions which should be documented as contingent risk responses to be 
incorporated in the program/project plan in the event of risk occurrence. 
 

5 None. Risks cannot be avoided or mitigated. 
 

 
The PMO will perform a weekly risk evaluation with the project team leads. This 
exercise will ensure that all foreseeable medium and high-level risks that may 
cause future problems are accentuated in the risk mitigation plan.   Along with 
this plan, PMO will use risk watch lists and risks profiles to better monitor and 
identify risk occurrences and implement contingent risk responses based on 
these risk occurrences.    
 
PVCS Tracker will be the tool used to manage risks.  Risk management will be 
reviewed in the weekly project status meetings. 
 
The following risk data elements will be captured and used in the risk 
management process: 
 
Risk Id Number: Unique number to identify Risk 
 
Status: Open, Open (In Progress), Closed (Mitigated), 

Closed (Other) status 
 
Category: Categorization of the risks into the following types:   

cost, schedule, technical, operational, and 
programmatic risks 

 
Description of Risk: Provides details about the risk at hand 
 
Impact: Describes what the impact to the project is 
 
Probability  
of Risk Occurring: Rating of the probability of occurrence 
 
Severity of impact: Rating of the severity of the risk 
 
Controllability Index: Rating of how manageable/controllable the risk is 
 
Exposure: Quantitative Risk Assessment will be based on the 

probability of occurrence, its severity and its 
manageability and controllability.  (P*S*C2).  
Exposure will be segmented into Internal and 
External controlled risks – separate column in the 
report. 
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Functional Area:  Area of impact on the project implementation life-
cycle 

 
Last Assessment Date:  Date last revisited/assessed 
 
Potential Mitigation  
Actions: Possible responses/actions to address the risk 
 
Rank of Action Plans: Action plan rankings from highest=1 to lowest=n 
 
Mitigation Action Taken: Record of actual mitigation action taken 
 
Owner of this Risk: Person responsible for mitigating the risk 
 
Timing: Schedule at which initiatives and intervention actions 

will be taken 
 
Due Date: Scheduled mitigation date  

 
Risk Management Plan, along with Risk Watch List and Risk Profile reports, will 
be included in the appendix. 

4.3 Issue Management 

The PASS Operations Manager will own and drive the Issue Management 
process which will be reviewed at the weekly project status review meetings. 
 
An issue is defined as any realized risk adversely affecting the execution of the 
project. Issues may adversely impact the scope, schedule, cost, performance, 
and quality of the deliverables of the project. 
 
Issue management involves the process for identification, analysis, resolution, 
reporting, and escalation of the project's issues. An efficient issue management 
and resolution process is critical to the successful completion of projects. This 
process will facilitate focused issue resolution, monitor progress and highlight 
risks.   
 
The issue management process begins when a concern is entered into the issue 
management database, and ends when an issue is resolved, documented and 
closed.  The issue management process includes monitoring the status of each 
of the concerns/issues.   
 
 

Entered Concern Clarification 
and Review Open Issue Implement 

solution Closed (Resolved)

 
 



PASS ASM4 Upgrade Master Project Plan 

Attachment J.11 MasterProjectPlan.doc  Page 14 
7-May-07 

A concern may be entered by anyone who has access to the PVCS Tracker 
Issue Management system.  The objective at this initial stage is to gather all 
relevant information regarding the concern.  Once a concern is entered into the 
system, the status of the concern goes to the “ENTERED CONCERN” state.  At 
this point, the PMO will begin checking the concern for its validity.   
 
During this stage, the PMO may require additional information, or further 
clarification regarding the concern.  When this occurs, the PMO will request for 
further clarification from the person who entered the concern.   
 
After receiving the appropriate information, the PMO will update the status of the 
concern to the “Open Issue” and assign an owner to the issue. The Issue 
Management System (PVCS) will automatically inform the issue owner that an 
issue exists that he/she is responsible for resolving.  Once the issue is opened, it 
is in the hands of the issue owner. 
 
The issue owner is now responsible for researching resolution alternatives, 
involving all parties affected by the issue, finding a solution, documenting a 
solution and planning the implementation of the solution.  The main objective of 
the issue owner is to resolve the issue before the resolution due date.  The issue 
owner is responsible for documenting the resolution alternatives, resolution 
progress, issue solution and planned implementation.  Once the issue is 
resolved, the status of the issue becomes “CLOSED (RESOLVED).” 

 
Anywhere along the issue management process, an issue can be either 
“CLOSED (RESOLVED)” because the issue is either resolved, or is no longer an 
issue for the project.  Only the PMO will have authority to change the status of an 
issue to a closed status.  

 
For each issue, the following information will be tracked in the Issue 
Management System: 
 
Issue/concern ID:   Unique ID generated by the Issue Management 

System 
 
Issue/concern Description:   Provides detailed illustration of the concern/issue 

at hand 
 
Person Assigned To:   Owner of the issue 
 
Priority:   
 
Date Entered:   Creation date for concern/issue 
 
Date Closure Needed:   Due date before the escalation date 
 
Date Closed:   Issue/concern closed date 
 
Status:  Entered Concern, Clarifying Information, Open 

Issue, Closed (Resolved), Closed (Other) 
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The PASS Operations Manager will proactively manage open issues to facilitate 
their timely resolution.  Special attention will be given to issues meeting the 
following criteria: 
 
§ Mission Critical issues  

§ Past due issues (Mission Critical, High, Medium and Low) 

§ High, Medium and Low importance issues with due dates within the next 
month 

 
Issues will be discussed during the weekly status meetings. 
 
Since the resolution of issues may require attention of senior management, a 
systematic escalation process is needed.  Issues will be escalated to the 
Program Director based on their level of importance and impact. 
 
The team leads are the first level in the escalation process and the PASS 
Operations Manager will work with the team leads to ensure issues are properly 
addressed.  The PASS Operations Manager  will escalate issues that require 
additional management attention to the Deputy Chief Technology Officer for 
Application Operations. Based on their level of importance and time criticality, the 
Deputy Chief Technology Officer will determine whether to escalate the issue 
further.  
 
The following criteria will be used in escalating issues to the Deputy Chief 
Technology Officer: 
 
§ All Mission Critical issues; 

§ Issues which are beyond the authority of an individual project and require a 
consensus decision; 

§ Owner of the issue is not clear or cannot be established; and 

§ Issues which are not being properly addressed and may impede the progress 
of the Program.  Such issues generally will affect the program scope, costs 
and timeline. 
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4.4 Change Control (PASS Upgrade Scope Management) 

 
The PASS Operations Manager will be the Change Manager and will be 
responsible for managing scope of the PASS Upgrade project.  This topic will be 
discussed at the weekly project status review meetings. 
 
Scope and change control processes are initiated when a request is submitted to 
change the agreed scope and objectives of the project.  This change could 
involve additional functionality to accommodate a requirement not originally 
defined to be part of the project.  The following process definition forms the 
starting point against which all potential changes will be assessed. 

The Change Request Process for the PASS Upgrade Project will remain the 
same as all other PASS changes.  Changes which affect scope or materially 
affect functionality must be approved by the PASS Release Board (described 
earlier in section 3.1.1. 

The following section documents the roles and responsibilities associated with 
implementing PASS Upgrade Project CM process.  
 
Daniel Palmer – PASS Operations Manager / Change Manager 
 
The Change Manager is responsible for updating the plan according to the 
processes set forth in the plan and communicating those updates to the project 
team. 
 
§ Review and approve the CM Plan 

§ Review all CM Reports 

§ Establish the overall project schedule for CM activities with CM Manager 

§ Ensure the definition and maintenance of all development processes and 
standards, including CM 

§ Verify that audits are scheduled and conducted as planned 

§ The Chief Technology Officer, by way of the PIF modification process, will be 
required to authorize all budget impacting CRs. 

 
PASS Release Board 

 
The members of the PASS Release Board were described in section 3.1.1. 

 
The PASS Release Board has the following responsibilities:   
 
§ Authorize the establishment of baselines and the identification of 

configuration items. 

§ Monitor changes and updates to project requirements as part of CM. 

§ Represent the interests of the project manager and groups who are affected 
by changes to the baselines.  Examples of affected groups include:  software 
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engineering, system, engineering, system test, software quality assurance, 
etc. 

§ Review and authorization of changes to the baselines 

§ Define timelines for changes to be completed 

§ Review and approve/disapprove of changes to the existing PASS system 

§ Establish, document, and communicate criteria by which Configuration 
Requests (CRs) will be evaluated 

§ Define timelines for changes to be completed 

§ Create and communicate Release Board meeting minutes to affected groups 

The PASS Release Board meets on a monthly basis.  If there are urgent change 
requests that need to be reviewed before this time frame, emergency release 
board meeting may be requested by the PASS Operations Manager. 
 

4.5 Metrics Management 

Gathering and analyzing metrics for this project will be broken down into two 
focus areas: 
 
§ Standard, basic set of cost, effort and schedule metrics, and 

§ Quality/Business goal related: ensuring that deliverables meet quality 
requirements and that project focuses on outcomes that meet the District’s 
business objectives, rather than “finishing tasks” and checking off boxes. 

 
The PMO will focus on collecting metrics that determine how well the 
deliverables satisfy the District’s expectations and how well the project delivery 
processes are working. Depending on the results, corrective action or process 
improvement activities may be undertaken to make the processes more efficient 
and effective. 

 
Managing metrics and managing quality are related. It is very difficult to improve 
the quality of deliverables or processes if we are not gathering metrics. Metrics 
are used to give some indication of what the beginning state of quality is and 
whether quality is increasing or decreasing.  
 
Project metrics are important, but the most value in capturing metrics will be 
gained as the metrics are used to drive improvements on a project wide basis.  
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4.5.1 Standard Metrics 

The following list provides standard metric set that will be collected and reported 
as described in the Management Approach section. 
 
Business 
Category Metric 

Cost § Actual cost vs budget, variance for project, for phase, 
for activity, etc 

§ LSDBE goals attained 
 

Effort § Actual effort vs budget, variance reports 

Schedule § Actual schedule vs. plan, variance reports 

 

4.5.2 Quality / Business Metrics 

The following list of metrics relate to the quality of the deliverable and to the 
critical success factors identified above. 
 
Business 
Category, CSF Metric 

Focus on business 
goals 

§ 100% of all previous version functionality supported in new 
version 

Executive 
Participation, Buy-In 

§ Track executive leadership participation 
§ Identify managers who are not engaging 

Stakeholder 
involvement 

§ Track stakeholder involvement for each major milestone – 
mitigate as required 

§ Incorporate stakeholder tasks in the master project plan 
§ Regular reporting of results 

Solid communication 
planning and 
execution 

§ Conduct employee surveys to gauge effectiveness of 
communications 

§ Analyze results, adjust as necessary, report 

Strong collaboration 
in a multi-party 
environment 

§ See Management Approach metrics 

Quality of 
Deliverable 

§ Percentage of deliverables going through quality reviews  
§ Percentage of deliverable reviews resulting in acceptance 

the first time  
§ Number of defects discovered after initial acceptance  
§ Number of hours of rework to previously completed 

deliverables  
§ Number of risks that were successfully mitigated 

Client Satisfaction 
with Deliverables 

§ Overall client satisfaction with deliverables in terms of  
(survey):  

Reliability  
Defects  
Usability  
Response time  
Ease of use  
Transparency 
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Business 
Category, CSF Metric 

Availability  
Flexibility  
Intuitiveness  
Security  
Meets client needs  
Easy to understand messages  
User documentation  
Application response time 

District Satisfaction 
with Project Team 

§ Overall client satisfaction with the project team in terms of 
(survey):  

Responsiveness  
Competence  
Accessibility  
Courteous  
Communication  
Credibility  
Business knowledge  
Reliability / follow through  

o Professionalism  
o Training  
o Overall client satisfaction  
o Turnaround time required to respond to client queries 

and problems  
Average time required to resolve issues 

 

5 Technical Scope 

Ariba, Inc. will be responsible for 
§ Design 
§ Build (includes modifications listed in RFP) 
§ Configuration 
§ Assembly Testing  
§ Catalog Load 
§ Data Conversion 
§ Security 
§ Email 
§ Ariba Supplier Network Connectivity 

6 Organization Change Scope 

The Functional Support contractor will be responsible for:  
§ Training Development 
§ Training Database Development 
§ Assistance with Training Delivery and Registration 
§ Functional Tasks 
§ Change Management Documentation 
§ All testing above Assembly Test 
§ Post Go-Live Support 
§ Connectivity  
§ Readiness 
§ Training Delivery 
§ Change Management Delivery 
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§ Communications and Outreach 
§ Organizational Design 
§ Go-Live Support 
§ Training Registration 

 
OCTO (PASS Ops and TI) will be responsible for:  
§ Technical Infrastructure 
§ Network  
§ Documentation Review 
§ Management of all other teams’ activities 
§ Project Management 
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7 Appendix 

7.1 Detailed Master Project Schedule 

 
The Master Project Schedule for the PASS Upgrade has been establish and can 
be viewed on the OCTO share at G:\ASMP Share\Procurement Project\ASM4 
Upgrade\ASM4ProjectPlanv13.mpp.  Microsoft Project must be used to view this 
master schedule.  Listed below are the tasks contained in this file as of 
4/17/2007: 
 

PASS Ariba ASM4 Upgrade 424 days? 2/13/2006 8:00 9/21/2007 17:00 
RFP Development & Evaluation for MARS 
Upgrade 326 days? 2/13/2006 8:00 5/14/2007 17:00 
System Evaluation Pre-RFP 5 days? 2/13/2006 8:00 2/17/2006 17:00 
Download Instance Verification Tool (IVT) from 
Ariba site 1 day? 2/13/2006 8:00 2/13/2006 17:00 
Set IVT Options 1 day? 2/13/2006 8:00 2/13/2006 17:00 
Review Report to ensure necessary system 
information is provided 2 days? 2/13/2006 8:00 2/14/2006 17:00 
Finalize Report to include within RFP 4 days? 2/14/2006 8:00 2/17/2006 17:00 
Ariba Technical Support SOW Development  109 days? 5/8/2006 8:00 10/5/2006 17:00 
Identify resources needed for MARS Upgrade 10 days? 5/8/2006 8:00 5/19/2006 17:00 
Create Statement Of Work 97 days? 5/22/2006 8:00 10/4/2006 8:00 
Create Sow 1st Draft 10 days? 5/22/2006 8:00 6/2/2006 17:00 
Sow 1st Draft Review 1 day? 6/5/2006 8:00 6/5/2006 17:00 
Create SOW 2nd Draft 25 days? 6/5/2006 8:00 7/7/2006 17:00 
SOW 2nd Draft Review 1 day? 7/10/2006 8:00 7/10/2006 17:00 
Create SOW Final Draft 35 days? 7/10/2006 8:00 8/25/2006 17:00 
Review SOW with OCP 20 days? 8/28/2006 8:00 9/22/2006 17:00 
Make necessary changes 5 days? 9/25/2006 8:00 9/29/2006 17:00 
SOW Final Draft and Approval 0 days 10/4/2006 8:00 10/4/2006 8:00 
Send SOW to Ariba 1 day? 10/4/2006 8:00 10/4/2006 17:00 
Work with OCP to send out to Vendors 1 day? 10/4/2006 8:00 10/4/2006 17:00 
SOW Evaluation & Award 9 days? 9/25/2006 8:00 10/5/2006 17:00 
Hold Procurement Review Committee 1 day? 10/4/2006 8:00 10/4/2006 17:00 
Obtain PRC Approval 0 days 10/4/2006 17:00 10/4/2006 17:00 
Negotiate and Award vendor 9 days? 9/25/2006 8:00 10/5/2006 17:00 
Hold negotiations with vendor(s) 8 days? 9/25/2006 8:00 10/4/2006 17:00 
Make Award 1 day? 10/5/2006 8:00 10/5/2006 17:00 
Functional Support RFP Development  256 days? 5/22/2006 8:00 5/14/2007 17:00 
Identify resources needed for MARS Upgrade 5 days? 5/22/2006 8:00 5/26/2006 17:00 
Create Request for Proposal 58 days? 8/7/2006 8:00 10/25/2006 17:00 
Create RFP 1st Draft 15 days? 8/7/2006 8:00 8/25/2006 17:00 
RFP 1st Draft Review 1 day? 8/28/2006 8:00 8/28/2006 17:00 
Create RFP 2nd Draft 15 days? 8/28/2006 8:00 9/15/2006 17:00 
RFP 2nd Draft Review 1 day? 9/18/2006 8:00 9/18/2006 17:00 
Create RFP Final Draft 25 days? 9/18/2006 8:00 10/20/2006 17:00 
Review RFP with OCP 3 days? 10/23/2006 8:00 10/25/2006 17:00 
Make necessary changes 2 days? 10/24/2006 8:00 10/25/2006 17:00 
RFP Final Draft and Approval 0 days 10/25/2006 17:00 10/25/2006 17:00 
Identify a list of vendors to send RFP 5 days? 11/6/2006 8:00 11/10/2006 17:00 
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Send RFP to researched vendors 107 days? 11/13/2006 8:00 4/10/2007 17:00 
Work with OCP to send out to Vendors 91 days? 11/13/2006 8:00 3/19/2007 17:00 
Hold Pre-Bidder's Conference 1 day? 4/10/2007 8:00 4/10/2007 17:00 
RFP Evaluation & Award 25 days? 4/10/2007 8:00 5/14/2007 17:00 
Form evaluation committee 1 day? 4/10/2007 8:00 4/10/2007 17:00 
Develop schedule for RFP Evaluation 5 days? 4/23/2007 8:00 4/27/2007 17:00 
Hold kick-off meeting with evaluation committee 1 day? 4/30/2007 8:00 4/30/2007 17:00 
Receive proposal from vendors 1 day? 4/27/2007 8:00 4/27/2007 17:00 
Review proposed candidates and/or teams 5 days? 4/30/2007 8:00 5/4/2007 17:00 
Schedule interviews with individuals and teams 1 day? 5/7/2007 8:00 5/7/2007 17:00 
Develop SSA Recommendation 3 days? 5/8/2007 8:00 5/10/2007 17:00 
Meet with SSA and provide recommendation 1 day 5/11/2007 8:00 5/11/2007 17:00 
Negotiate and Award vendor 6 days? 5/7/2007 8:00 5/14/2007 17:00 
Hold negotiations with vendor(s) 5 days 5/7/2007 8:00 5/11/2007 17:00 
Make Award 1 day? 5/14/2007 8:00 5/14/2007 17:00 
Upgrade to ASM4 228 days? 10/16/2006 8:00 8/24/2007 17:00 
Acquire Hardware 181 days? 10/16/2006 8:00 6/21/2007 17:00 
Identify new hardware needed to support v8.2 10 days? 10/16/2006 8:00 10/27/2006 17:00 
Estimate cost of new hardware 5 days? 10/30/2006 8:00 11/3/2006 17:00 
Identify hardware vendor 5 days? 11/6/2006 8:00 11/10/2006 17:00 
Procure new hardware 145 days? 11/13/2006 8:00 6/1/2007 17:00 
Hardware goes through OCTO hardening 
process  15 days? 6/2/2007 8:00 6/20/2007 17:00 
Hardware ready for use 1 day? 6/21/2007 8:00 6/21/2007 17:00 
Project Initiation 30 days? 10/16/2006 8:00 11/24/2006 17:00 
Upgrade Lab Activities 228 days? 10/16/2006 8:00 8/24/2007 17:00 
Send PASS Buyer Production Instance to Lab 5 days? 10/16/2006 8:00 10/20/2006 17:00 
Send PASS Analysis Production Instance to 
Lab 5 days? 10/16/2006 8:00 10/20/2006 17:00 
Perform Weekly Status Reports/Conference 
Calls 223 days? 10/23/2006 8:00 8/24/2007 17:00 
Build Buyer 8.2 Instance 110 days 10/23/2006 8:00 3/23/2007 17:00 
Replicate 7.1 Environment 15 days 10/23/2006 8:00 11/10/2006 17:00 
Complete 7.1 Walkthru 1 day 11/13/2006 8:00 11/13/2006 17:00 
Pre-migration steps 13 days 11/14/2006 8:00 11/30/2006 17:00 
Harness complete 21 days 12/1/2006 8:00 12/29/2006 17:00 
8.2 Server started 5 days 1/1/2007 8:00 1/5/2007 17:00 
Post-harness clean-up tasks 31 days 2/9/2007 8:00 3/23/2007 17:00 
Verify Buyer 8.2 Instance 51 days 2/16/2007 8:00 4/27/2007 17:00 
Unit and Component Testing of Core 
Functionality 41 days 2/16/2007 8:00 4/13/2007 17:00 
Unit Test of DC Provided Scripts/Conditions 10 days 4/16/2007 8:00 4/27/2007 17:00 
Complete 8.2 Walkthru 0 days 3/14/2007 8:00 3/14/2007 8:00 
Verification Complete 21 days 3/16/2007 8:00 4/13/2007 17:00 
Package Buyer 8.2 Instance 35 days 2/12/2007 8:00 3/30/2007 17:00 
Package 8.2 Instance Pre-release for Delivery 
on DVD 1 day 2/12/2007 8:00 2/12/2007 17:00 
1st 8.2 Pre-release Available 1 day 2/12/2007 8:00 2/12/2007 17:00 
Deliver 8.2 Unpackaging Instructions Document 1 day 2/12/2007 8:00 2/12/2007 17:00 
Package 8.2 Instance Final Release 11 days 3/16/2007 8:00 3/30/2007 17:00 
Deliver Final Lab Report Document 10 days 3/19/2007 8:00 3/30/2007 17:00 
Build Analysis 3.2 Instance 31 days 2/5/2007 8:00 3/19/2007 17:00 
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Replicate Analysis 2.7 Environment 3 days 2/5/2007 8:00 2/7/2007 17:00 
Pre-migration steps 3 days 2/7/2007 8:00 2/9/2007 17:00 
Harness complete 10 days 2/12/2007 8:00 2/23/2007 17:00 
Analysis 3.2 Server started 1 day 2/23/2007 8:00 2/23/2007 17:00 
Post-harness clean-up tasks 16 days 2/26/2007 8:00 3/19/2007 17:00 
Verify Analysis 3.2 Instance 15 days 2/26/2007 8:00 3/16/2007 17:00 
Unit and Component Testing of Core 
Functionality 10 days 2/26/2007 8:00 3/9/2007 17:00 
Unit Test of DC Provided Scripts/Conditions 10 days 2/26/2007 8:00 3/9/2007 17:00 
Complete Analysis 3.2 Walkthru 0 days 3/14/2007 8:00 3/14/2007 8:00 
Verification Complete 1 day 3/16/2007 8:00 3/16/2007 17:00 
Package Analysis 3.2 Instance 26 days 2/19/2007 8:00 3/26/2007 17:00 
Deliver Analysis 3.2 Unpackaging Instructions 
Document 1 day 2/19/2007 8:00 2/19/2007 17:00 
Package Analysis 3.2 Instance Final Release 1 day 3/16/2007 8:00 3/16/2007 17:00 
Deliver Final Lab Report Document 1 day 3/24/2007 8:00 3/26/2007 17:00 
PASS ASM4 Pre-Release Complete 1 day 3/30/2007 8:00 3/30/2007 17:00 
PASS ASM4 Upgrade Lab Activity Complete 1 day 3/30/2007 8:00 3/30/2007 17:00 
Upgrade Onsite Activities 139 days? 2/12/2007 8:00 8/20/2007 17:00 
Technical Support Vendor Starts On-Site 5 days 2/12/2007 8:00 2/16/2007 17:00 
Buyer Release in Assembly Environment 50 days? 2/19/2007 8:00 4/27/2007 17:00 
Build Assembly Environment 50 days? 2/19/2007 8:00 4/27/2007 17:00 
Hardware Setup 6 days 3/9/2007 8:00 3/16/2007 17:00 
Prepare/Configure Analysis/Buyer Application 
Server 0 days 3/9/2007 17:00 3/16/2007 17:00 
Prepare/Configure Analysis/Buyer Database 
Server 6 days 3/9/2007 8:00 3/16/2007 17:00 
Instance Preparation 25 days 3/19/2007 8:00 4/20/2007 17:00 
Install Tibco 0.5 days 3/19/2007 8:00 3/19/2007 12:00 
Install Weblogic 8.1sp4 0.5 days 3/19/2007 8:00 3/19/2007 12:00 
Install Buyer 8.2.2 0.5 days 3/19/2007 8:00 3/19/2007 12:00 
Install Analysis 3.1.2 0.5 days 4/9/2007 8:00 4/9/2007 12:00 
Apply SP20 on Buyer 8.2.2 instance 0.5 days 4/2/2007 8:00 4/2/2007 12:00 
Apply SP20 on Analysis 3.1.2 instance 0.5 days 4/9/2007 13:00 4/9/2007 17:00 
Database Create / Lab Database Restore from 
Pre-release Buyer Instance 1 day 4/10/2007 8:00 4/10/2007 17:00 
Database Create / Lab Database Restore 
Analysis Instance 15 days 4/2/2007 8:00 4/20/2007 17:00 
Ariba Configuration/Setup 4.11 days? 3/22/2007 8:00 3/28/2007 8:53 
Configure Buyer 8.2.2 0.25 days 3/22/2007 8:00 3/22/2007 10:00 
Configure Web Server for Buyer 0.25 days 3/22/2007 8:00 3/22/2007 10:00 
Restore Buyer Pre-release Instance 0.38 days 3/22/2007 8: 00 3/22/2007 11:00 
Merge DC Patch Releases 0.25 days 3/22/2007 8:00 3/22/2007 10:00 
Modify Buyer Parameters.table and 
ConnectionInfo.table 0.11 days 3/22/2007 10:00 3/22/2007 10:53 
Configure for ASN 0.11 days 3/22/2007 8:00 3/22/2007 8:53 
Configure for E-mail 0.11 days 3/23/2007 8:00 3/23/2007 8:53 
Performance Tuning Ariba application 0.11 days 3/23/2007 8:00 3/23/2007 8:53 
Restore Analysis Lab Instance 1 day? 3/26/2007 8:00 3/26/2007 17:00 
Configure Analysis 3.1.2 1 day 3/27/2007 8:00 3/27/2007 17:00 
Modify Analysis Parameters.table 0.11 days 3/28/2007 8:00 3/28/2007 8:53 
Instance Development 50 days 2/19/2007 8:00 4/27/2007 17:00 
Upgrade Integration Events 17 days 2/19/2007 8:00 3/13/2007 17:00 
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Non-CSV 17 days 2/19/2007 8:00 3/13/2007 17:00 
ASMP_PcaAccountingIncrAdd_SOAR 0.25 days 2/19/2007 8:00 2/19/2007 10:00 
ASMP_PcaAccountingIncrDel_SOAR 0.25 days 2/19/2007 8:00 2/19/2007 10:00 
ASMP_AgencyObjAccountingIncrAdd_SOAR 0.25 days 2/19/2007 8:00 2/19/2007 10:00 
ASMP_AgencyObjAccountingIncrDel_SOAR 0.25 days 2/19/2007 8:00 2/19/2007 10:00 
ASMP_IndexAccountingIncrAdd_SOAR 0.25 days 2/20/2007 8:00 2/20/2007 10:00 
ASMP_IndexAccountingIncrDel_SOAR 0.25 days 2/20/2007 8:00 2/20/2007 10:00 
ASMP_SupplierIncrAdd_SOAR 0.25 days 2/20/2007 8:00 2/20/2007 10:00 
ASMP_SupplierIncrDel_SOAR 0.25 days 2/20/2007 8:00 2/20/2007 10:00 
ASMP_SOARVendorIncrAdd_SOAR 0.25 days 2/21/2007 8:00 2/21/2007 10:00 
ASMP_SOARVendorIncrAdd_SOAR 0.25 days 2/21/2007 8:00 2/21/2007 10:00 
ASMP_SOARMailCodeIncrAdd_SOAR 0.25 days 2/21/2007 8:00 2/21/2007 10:00 
ASMP_SOARMailCodeIncrDel_SOAR 0.25 days 2/21/2007 8:00 2/21/2007 10:00 
ASMP_Address_SOAR 0.25 days 2/22/2007 8:00 2/22/2007 10:00 
ASMP_AgencyAccounting_SOAR 0.25 days 2/22/2007 8:00 2/22/2007 10:00 
ASMP_AgencyCode1Accounting_SOAR 0.25 days 2/22/2007 8:00 2/22/2007 10:00 
ASMP_AgencyCode2Accounting_SOAR 0.25 days 2/22/2007 8:00 2/22/2007 10:00 
ASMP_AgencyCode3Accounting_SOAR 0.25 days 2/23/2007 8:00 2/23/2007 10:00 
ASMP_AgencyObjAccounting_SOAR 0.25 days 2/23/2007 8:00 2/23/2007 10:00 
ASMP_AppropriationNoAccounting_SOAR 0.25 days 2/23/2007 8:00 2/23/2007 10:00 
ASMP_BatchAgencyAccounting_SOAR 0.25 days 2/23/2007 8:00 2/23/2007 10:00 
ASMP_ComptrollerObjAccounting_SOAR 0.25 days 2/26/2007 8:00 2/26/2007 10:00 
ASMP_FundAccounting_SOAR 0.25 days 2/26/2007 8:00 2/26/2007 10:00 
ASMP_GrantAccounting_SOAR 0.25 days 2/26/2007 8:00 2/26/2007 10:00 
ASMP_GrantObjAccounting_SOAR 0.25 days 2/26/2007 8:00 2/26/2007 10:00 
ASMP_IndexAccounting_SOAR 0.25 days 2/27/2007 8:00 2/27/2007 10:00 
ASMP_OrgControlAccounting_SOAR 0.25 days 2/27/2007 8:00 2/27/2007 10:00 
ASMP_PaymentQueueEvent 0.25 days 2/27/2007 8:00 2/27/2007 10:00 
ASMP_PcaAccounting_SOAR 0.25 days 2/27/2007 8:00 2/27/2007 10:00 
ASMP_ProjectAccounting_SOAR 0.25 days 2/28/2007 8:00 2/28/2007 10:00 
ASMP_SOARVendor_SOAR 0.25 days 2/28/2007 8:00 2/28/2007 10:00 
ASMP_SOARMailCode_SOAR 0.25 days 2/28/2007 8:00 2/28/2007 10:00 
ASMP_SubGranteeAccounting_SOAR 0.25 days 2/28/2007 8:00 2/28/2007 10:00 
ASMP_Supplier_SOAR 0.25 days 3/1/2007 8:00 3/1/2007 10:00 
ASMP_OrgCodeEvent 0.25 days 3/1/2007 8:00 3/1/2007 10:00 
JMSIntegrationDirectVoucherPush 3 days 3/1/2007 8:00 3/5/2007 17:00 
JMSIntegrationPurchaseOrderPush 3 days 3/1/2007 8:00 3/5/2007 17:00 
JMSIntegrationRequisitionPush 3 days 3/6/2007 8:00 3/8/2007 17:00 
JMSIntegrationASMP_VendorMaintenancePush 3 days 3/6/2007 8:00 3/8/2007 17:00 
JMSIntegrationResponseEvent 3 days 3/9/2007 8:00 3/13/2007 17:00 
JMSIntegrationResponseEvent-
BACKUPLISTENER 3 days 3/9/2007 8:00 3/13/2007 17:00 
ASM Authentication 3 days 3/13/2007 8:00 3/15/2007 17:00 
Password Reset Servlet Redesign 5 days 4/16/2007 8:00 4/20/2007 17:00 
Analysis Development 7 days 4/19/2007 8:00 4/27/2007 17:00 
MILESTONE:  Installation and Setup of 
Assembly Buyer 0 days 3/30/2007 8:00 3/30/2007 8:00 
Analysis Release in Assembly Environment 15.4 days 4/9/2007 8:00 4/30/2007 11:12 
Deploy Analysis Lab Code to Assembly 
environment 4 days 4/9/2007 8:00 4/30/2007 11:12 
MILESTONE:  Installation and Setup of 
Assembly Analysis 0 days 4/30/2007 11:12 4/30/2007 11:12 
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Promote ASM4 Release to System Test 
Environment 20.4 days 4/30/2007 8:00 5/28/2007 11:12 
Hardware Setup 5 days 4/30/2007 8:00 5/4/2007 17:00 
Prepare/Configure Analysis/Buyer Application 
Server 5 days 4/30/2007 8:00 5/4/2007 17:00 
Prepare/Configure Analysis/Buyer Database 
Server 5 days 4/30/2007 8:00 5/4/2007 17:00 
Instance Preparation 2 days 4/30/2007 8:00 5/1/2007 17:00 
Install Tibco 0.5 days 4/30/2007 8:00 4/30/2007 12:00 
Install Weblogic 8.1sp4 0.5 days 4/30/2007 8:00 4/30/2007 12:00 
Install Buyer 8.2.2 0.5 days 4/30/2007 8:00 4/30/2007 12:00 
Install Analysis 3.1.2 0.5 days 4/30/2007 8:00 4/30/2007 12:00 
Apply SP20 on Buyer 8.2.2 instance 0.5 days 4/30/2007 13:00 4/30/2007 17:00 
Apply SP20 on Analysis 3.1.2 instance 0.5 days 4/30/2007 13:00 4/30/2007 17:00 
Production Database Buyer Restore 1 day 5/1/2007 8:00 5/1/2007 17:00 
Production Database Analysis Restore 1 day 5/1/2007 8:00 5/1/2007 17:00 
Ariba Configuration/Setup 5 days 5/21/2007 11:12 5/28/2007 11:12 
Configure Buyer 8.2.2 0.25 days 5/21/2007 11:12 5/21/2007 14:12 
Configure Web Server for Buyer 0.25 days 5/21/2007 11:12 5/21/2007 14:12 
Restore Buyer Assembly Instance 0.38 days 5/21/2007 11:12 5/21/2007 15:12 
Modify Buyer Parameters.table and 
ConnectionInfo.table 0.11 days 5/21/2007 14:12 5/21/2007 15:05 
Configure for ASN 0.11 days 5/21/2007 11:12 5/21/2007 13:05 
Configure for E-mail 0.11 days 5/21/2007 11:12 5/21/2007 13:05 
Performance Tuning Ariba application 0.11 days 5/21/2007 11:12 5/21/2007 13:05 
Run Data Migration 3 days 5/21/2007 11:12 5/24/2007 11:12 
Configure Analysis 3.1.2 1 day 5/21/2007 11:12 5/22/2007 11:12 
Modify Analysis Parameters.table 0.11 days 5/21/2007 11:12 5/21/2007 13:05 
Run Analysis Full Data Pulls/Sync 2 days 5/24/2007 11:12 5/28/2007 11:12 
MILESTONE:  Installation and Setup of System 
Test Environment 0 days 5/28/2007 11:12 5/28/2007 11:12 
Promote ASM4 Release to Training 
Environment 11.01 days 5/7/2007 8:00 5/22/2007 8:05 
Hardware Setup 5 days 5/7/2007 8:00 5/11/2007 17:00 
Prepare/Configure Analysis/Buyer Application 
Server 5 days 5/7/2007 8:00 5/11/2007 17:00 
Prepare/Configure Analysis/Buyer Database 
Server 5 days 5/7/2007 8:00 5/11/2007 17:00 
Instance Preparation 2 days 5/7/2007 8:00 5/8/2007 17:00 
Install Tibco 0.5 days 5/7/2007 8:00 5/7/2007 12:00 
Install Weblogic 8.1sp4 0.5 days 5/7/2007 8:00 5/7/2007 12:00 
Install Buyer 8.2.2 0.5 days 5/7/2007 8:00 5/7/2007 12:00 
Install Analysis 3.1.2 0.5 days 5/7/2007 8:00 5/7/2007 12:00 
Apply SP20 on Buyer 8.2.2 instance 0.5 days 5/7/2007 8:00 5/7/2007 12:00 
Apply SP20 on Analysis 3.1.2 instance 0.5 days 5/7/2007 13:00 5/7/2007 17:00 
Restore Assembly Buyer Instance Files 1 day 5/8/2007 8:00 5/8/2007 17:00 
Restore Assembly Analysis Instance Files 1 day 5/8/2007 8:00 5/8/2007 17:00 
Ariba Configuration/Setup 10.01 days 5/8/2007 8:00 5/22/2007 8:05 
Configure Buyer 8.2.2 0.25 days 5/8/2007 8:00 5/8/2007 10:00 
Configure Web Server for Buyer 0.25 days 5/8/2007 10:00 5/8/2007 12:00 
Restore Buyer Assembly Instance 0.38 days 5/8/2007 10:00 5/8/2007 14:00 
Modify Buyer Parameters.table and 
ConnectionInfo.table 0.11 days 5/8/2007 10:00 5/8/2007 10:53 
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Configure for ASN 0.11 days 5/8/2007 10:00 5/8/2007 10:53 
Configure for E-mail 0.11 days 5/8/2007 10:00 5/8/2007 10:53 
Performance Tune Ariba application 0.11 days 5/8/2007 10:00 5/8/2007 10:53 
Restore Analysis Assembly Instance 1 day 5/8/2007 10:00 5/9/2007 10:00 
Configure Analysis 3.1.2 0.5 days 5/21/2007 11:12 5/21/2007 16:12 
Modify Analysis Parameters.table 0.11 days 5/21/2007 16:12 5/22/2007 8:05 
Promote ASM4 Release to Production 
Environment 43 days 6/22/2007 8:00 8/20/2007 17:00 
Hardware Setup 5 days 6/22/2007 8:00 6/28/2007 17:00 
Prepare/Configure Analysis/Buyer Application 
Server 5 days 6/22/2007 8:00 6/28/2007 17:00 
Prepare/Configure Analysis/Buyer Database 
Server 5 days 6/22/2007 8:00 6/28/2007 17:00 
Instance Preparation 2 days 6/29/2007 8:00 7/2/2007 17:00 
Install Tibco 0.5 days 6/29/2007 8:00 6/29/2007 12:00 
Install Weblogic 8.1sp4 0.5 days 6/29/2007 8:00 6/29/2007 12:00 
Install Buyer 8.2.2 0.5 days 6/29/2007 13:00 6/29/2007 17:00 
Install Analysis 3.1.2 0.5 days 6/29/2007 13:00 6/29/2007 17:00 
Apply SP20 on Buyer 8.2.2 instance 0.5 days 7/2/2007 8:00 7/2/2007 12:00 
Apply SP20 on Analysis 3.1.2 instance 0.5 days 7/2/2007 8:00 7/2/2007 12:00 
Production Database Buyer Restore 0.5 days 7/2/2007 13:00 7/2/2007 17:00 
Production Database Analysis Restore 1 day 6/29/2007 8:00 6/29/2007 17:00 
Ariba Configuration/Setup 0.61 days 7/3/2007 8:00 7/3/2007 13:53 
Configure Buyer 8.2.2 0.5 days 7/3/2007 8:00 7/3/2007 12:00 
Configure Web Server for Buyer 0.5 days 7/3/2007 8:00 7/3/2007 12:00 
Restore Buyer Assembly Instance 0.5 days 7/3/2007 8:00 7/3/2007 12:00 
Modify Buyer Parameters.table and 
ConnectionInfo.table 0.11 days 7/3/2007 13:00 7/3/2007 13:53 
Configure for ASN 0.11 days 7/3/2007 8:00 7/3/2007 8:53 
Configure for E-mail 0.11 days 7/3/2007 8:00 7/3/2007 8:53 
Performance Tuning Ariba application 0.11 days 7/3/2007 8:00 7/3/2007 8:53 
Configure Analysis 3.1.2 0.5 days 7/3/2007 8:00 7/3/2007 12:00 
Modify Analysis Parameters.table 0.11 days 7/3/2007 8:00 7/3/2007 8:53 
Production Environment Setup Complete 0 days 7/3/2007 8:00 7/3/2007 8:00 
Mock Cutover 20 days 7/24/2007 8:00 8/20/2007 17:00 
Rehearsal #1 5 days 7/24/2007 8:00 7/30/2007 17:00 
Data Migration 3 days 7/24/2007 8:00 7/26/2007 17:00 
Run Analysis Full Data Pulls/Sync 2 days 7/27/2007 8:00 7/30/2007 17:00 
Verify Production Instance 3 days 7/24/2007 8:00 7/26/2007 17:00 
Rehearsal #2 3 days 8/16/2007 8:00 8/20/2007 17:00 
Data Migration 3 days 8/16/2007 8:00 8/20/2007 17:00 
Verify Production Instance 1 day 8/16/2007 8:00 8/16/2007 17:00 
Upgrade Implementation 214 days? 12/4/2006 8:00 9/21/2007 17:00 
Functional Support Vendor Starts On-Site 0.5 days 5/21/2007 8:00 5/21/2007 12:00 
Project Kick-Off Meeting 0.5 days 5/21/2007 13:00 5/21/2007 17:00 
Upgrade Testing 101 days? 4/2/2007 8:00 8/15/2007 17:00 
Create Test Plan Draft 2 days 5/21/2007 13:00 5/23/2007 12:00 
Review Test Plan with Management 0.5 days 5/23/2007 13:00 5/23/2007 17:00 
Make necessary revisions 2 days 5/24/2007 8:00 5/25/2007 17:00 
Obtain Sign Off on PASS Upgrade Test Plan 0 days 5/25/2007 17:00 5/25/2007 17:00 
Test Scripts 50.5 days 4/2/2007 8:00 6/7/2007 12:00 
Create Scripts for Assembly Test 5 days 4/2/2007 8:00 4/6/2007 17:00 
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Review scripts with PASS Management 2 days 4/9/2007 8:00 4/10/2007 17:00 
Make necessary changes to scripts 3 days 4/11/2007 8:00 4/13/2007 17:00 
Obtain Sign-off on Assembly Test scripts 0 days 4/13/2007 17:00 4/13/2007 17:00 
Review scripts that will be used for Regression 
Testing 5 days 5/21/2007 13:00 5/28/2007 12:00 
Make necessary changes to scripts 10 days 5/28/2007 13:00 6/7/2007 12:00 
Obtain Sign Off on Regression Testing Scripts 0 days 6/7/2007 12:00 6/7/2007 12:00 
Create Scripts for System Test 5 days 5/21/2007 13:00 5/28/2007 12:00 
Review scripts with PASS Management 2 days 5/28/2007 13:00 5/30/2007 12:00 
Make necessary changes to scripts 2 days 5/30/2007 13:00 6/1/2007 12:00 
Obtain Sign-off on System Test scripts 0 days 6/1/2007 12:00 6/1/2007 12:00 
Create Scripts for User Acceptance Test 5 days 5/21/2007 13:00 5/28/2007 12:00 
Review scripts with PASS Management 2 days 5/28/2007 13:00 5/30/2007 12:00 
Make necessary changes to scripts 2 days 5/30/2007 13:00 6/1/2007 12:00 
Obtain Sign-off on User Acceptance Test scripts 0 days 6/1/2007 12:00 6/1/2007 12:00 
Assembly Buyer Test 20 days 4/2/2007 8:00 4/27/2007 17:00 
Instance Verification 7.5 days 4/2/2007 8:00 4/11/2007 12:00 
Unit & Component Test 20 days 4/2/2007 8:00 4/27/2007 17:00 
Requisition 20 days 4/2/2007 8:00 4/27/2007 17:00 
Receiving 20 days 4/2/2007 8:00 4/27/2007 17:00 
Create Payment 20 days 4/2/2007 8:00 4/27/2007 17:00 
Non-PO Invoice 20 days 4/2/2007 8:00 4/27/2007 17:00 
Catalogs 20 days 4/2/2007 8:00 4/27/2007 17:00 
Custom Reports 20 days 4/2/2007 8:00 4/27/2007 17:00 
Custom Eforms 20 days 4/2/2007 8:00 4/27/2007 17:00 
Direct Voucher Eform 20 days 4/2/2007 8:00 4/27/2007 17:00 
Invoice Eform 20 days 4/2/2007 8:00 4/27/2007 17:00 
Password Reset Request 20 days 4/2/2007 8:00 4/27/2007 17:00 
Requisition Cancellation Request 20 days 4/2/2007 8:00 4/27/2007 17:00 
SOAR Supplier Maintenance Request 20 days 4/2/2007 8:00 4/27/2007 17:00 
Timesheet eForm 20 days 4/2/2007 8:00 4/27/2007 17:00 
User Maintenance Request 20 days 4/2/2007 8:00 4/27/2007 17:00 
Verify Connectivity 10 days 4/2/2007 8:00 4/13/2007 17:00 
Email 10 days 4/2/2007 8:00 4/13/2007 17:00 
Punch-Out Catalogs 10 days 4/2/2007 8:00 4/13/2007 17:00 
ASN Connectivity 10 days 4/2/2007 8:00 4/13/2007 17:00 
Test Integration Events 20 days 4/2/2007 8:00 4/27/2007 17:00 
Reconcile CSV Files to Production 20 days 4/2/2007 8:00 4/27/2007 17:00 
CSV 20 days 4/2/2007 8:00 4/27/2007 17:00 
Non-CSV 20 days 4/2/2007 8:00 4/27/2007 17:00 
Verify Key Schedule Tasks 20 days 4/2/2007 8:00 4/27/2007 17:00 
DC Custom Schedule Tasks 20 days 4/2/2007 8:00 4/27/2007 17:00 
Standard Ariba Schedule Tasks 20 days 4/2/2007 8:00 4/27/2007 17:00 
Document Test Results 5 days 4/23/2007 8:00 4/27/2007 17:00 
Obtain Sign-Off on Assembly Buyer Test 
Results/Assembly Buyer Test Complete 0 days 4/27/2007 17:00 4/27/2007 17:00 
Assembly Analysis Test 15 days 4/30/2007 11:12 5/21/2007 11:12 
Instance Verification 5 days 4/30/2007 11:12 5/7/2007 11:12 
Unit & Component Test 10 days 5/7/2007 11:12 5/21/2007 11:12 
Verify Data Loads 5 days 5/7/2007 11:12 5/14/2007 11:12 
Verify Report Results 5 days 5/14/2007 11:12 5/21/2007 11:12 
Obtain Sign of on Assembly Analysis Test 0 days 5/21/2007 11:12 5/21/2007 11:12 
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Results/Assembly Analysis Test Complete 
System Test 54 days? 6/4/2007 8:00 8/15/2007 17:00 
Perform  System Test - Cycle 1 10 days 6/4/2007 8:00 6/15/2007 17:00 
Perform modifications  3 days 6/18/2007 8:00 6/20/2007 17:00 
Perform System Test - Cycle 2 10 days 6/21/2007 8:00 7/4/2007 17:00 
Perform modifications 2 days 7/5/2007 8:00 7/6/2007 17:00 
Perform final System Test 5 days? 7/8/2007 8:00 7/12/2007 17:00 
Document Test Results 2 days 7/13/2007 8:00 7/16/2007 17:00 
Obtain Sign-Off on System Test Results/System 
Test Complete 0 days 7/16/2007 17:00 7/16/2007 17:00 
Regression Test 22 days? 6/7/2007 13:00 7/8/2007 12:00 
Perform Regression Testing - Cycle 1 10 days 6/7/2007 13:00 6/21/2007 12:00 
Review Report and identify any issues 2 days 6/21/2007 13:00 6/25/2007 12:00 
Fix issues 2 days? 6/25/2007 13:00 6/27/2007 12:00 
Perform final Regression Testing 5 days? 6/27/2007 13:00 7/4/2007 12:00 
Document Test Results 2 days? 7/4/2007 13:00 7/6/2007 12:00 
Obtain Sign-Off on Regression Testing 
Results/Regression Test Complete 1 day? 7/6/2007 13:00 7/8/2007 12:00 
User Acceptance Test 22 days? 6/25/2007 8:00 7/23/2007 17:00 
Perform User Acceptance Testing - Cycle 1 10 days 6/25/2007 8:00 7/6/2007 17:00 
Review Report and identify any issues 2 days 7/8/2007 8:00 7/9/2007 17:00 
Fix issues 2 days? 7/10/2007 8:00 7/11/2007 17:00 
Perform final User Acceptance Testing 5 days? 7/12/2007 8:00 7/18/2007 17:00 
Document Test Results 2 days? 7/19/2007 8:00 7/20/2007 17:00 
Obtain Sign-Off on User Acceptance Testing 
Results/ UAT Complete 1 day? 7/23/2007 8:00 7/23/2007 17:00 
Performance/Load Test 14 days 7/27/2007 8:00 8/15/2007 17:00 
Create scripts reflecting regular usage and peak 
usage 5 days 7/27/2007 8:00 8/2/2007 17:00 
Conduct Performance Test - Cycle 1 (regular 
usage) 2 days 8/3/2007 8:00 8/6/2007 17:00 
Review results and make modifications 1 day 8/7/2007 8:00 8/7/2007 17:00 
Conduct Performance Test - Cycle 2 (peak 
usage) 2 days 8/8/2007 8:00 8/9/2007 17:00 
Review results and make modifications 1 day 8/10/2007 8:00 8/10/2007 17:00 
Conduct Performance Test - Cycle 3 (stress 
test) 2 days 8/13/2007 8:00 8/14/2007 17:00 
Document Test Results 1 day 8/15/2007 8:00 8/15/2007 17:00 
Obtain Sign-Off on Performance Test 
Results/Performance Test Complete 0 days 8/15/2007 17:00 8/15/2007 17:00 
Change Management 68 days 5/21/2007 13:00 8/20/2007 12:00 
Identify Top 5 new functionality 0.5 days 5/21/2007 13:00 5/21/2007 17:00 
Publish Top 5 new functionality in ASMP 
Newsletter 0.5 days 6/4/2007 8:00 6/4/2007 12:00 
Assess system downtime 0.5 days 7/23/2007 8:00 7/23/2007 12:00 
Notify users and stakholders of system 
downtime - Message 1 0.5 days 8/6/2007 8:00 8/6/2007 12:00 
Notify users and stakholders of system 
downtime - Message 2 0.5 days 8/13/2007 8:00 8/13/2007 12:00 
Notify users and stakholders of system 
downtime - Message 3 0.5 days 8/20/2007 8:00 8/20/2007 12:00 
Training  202 days? 12/4/2006 8:00 9/5/2007 17:00 
Create Training Plan 3 days 5/21/2007 13:00 5/24/2007 12:00 
Review Training Plan with Management 0.5 days 5/24/2007 13:00 5/24/2007 17:00 
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Make necessary revisions 2 days 5/25/2007 8:00 5/28/2007 17:00 
Obtain Sign Off on PASS Upgrade Training 
Plan 0.5 days 5/29/2007 8:00 5/29/2007 12:00 
PASS Operations Technical Training 55 days 12/4/2006 8: 00 2/16/2007 17:00 
Select Training Classes for PASS Ops 0.5 days 12/4/2006 8:00 12/4/2006 12:00 
Notify Ariba of selected training classes 0.5 days 12/15/2006 8:00 12/15/2006 12:00 
Perform training classes 10 days 2/5/2007 8:00 2/16/2007 17:00 
Training Material Update/Development 26 days? 5/29/2007 13:00 7/2/2007 12:00 
Review current training materials 0.5 days 5/29/2007 13:00 5/29/2007 17:00 
Assess areas which need updating 0.5 days 5/30/2007 8:00 5/30/2007 12:00 
Update PASS training materials 15 days? 5/30/2007 13:00 6/18/2007 12:00 
Management review of training materials 5 days? 6/18/2007 13:00 6/25/2007 12:00 
Final revisions of training materials 3 days? 6/25/2007 13:00 6/28/2007 12:00 
Obtain Sign Off on New PASS Training 
Materials 2 days 6/28/2007 13:00 7/2/2007 12:00 
Train-the-Trainer 15.5 days? 5/29/2007 13:00 6/15/2007 17:00 
Develop Training Forum Meeting Content for 
OFOS Trainers 5 days 5/29/2007 13:00 6/3/2007 12:00 
Conduct Training Forum Meetings for OFOS 
Trainers 5 days? 6/3/2007 13:00 6/8/2007 12:00 
Develop Train-The-Trainer curriculum 5 days? 6/4/2007 8:00 6/8/2007 17:00 
Provide train-the-trainer training to OFOS 
Trainers and Help Desk 5 days? 6/11/2007 8:00 6/15/2007 17:00 
End-User Training 82 days? 5/21/2007 8:00 9/5/2007 17:00 
Create Microsoft Live Meeting Curriculum 10 days? 5/29/2007 13:00 6/8/2007 12:00 
Management review of Live Meeting curriculum 2.5 days? 6/8/2007 13:00 6/12/2007 17:00 
Make necessary changes to curriculum 4 days 6/13/2007 8:00 6/18/2007 17:00 
Obtain Live Meeting Curriculum Sign Off 0 days 6/18/2007 17:00 6/18/2007 17:00 
Create Upgrade Training Calendar for Live 
Meeting and Forums 1 day? 6/5/2007 8:00 6/5/2007 17:00 
Publish training calandar and instructions for 
Live Meeting 1 day? 6/6/2007 8:00 6/6/2007 17:00 
Develop content for Upgrade Forums 5 days 5/21/2007 8:00 5/25/2007 17:00 
Obtain Upgrade Forum Content Sign-Off 5 days? 5/28/2007 8:00 6/1/2007 17:00 
Conduct 9 Live Meetings per week  56 days? 6/19/2007 8:00 8/31/2007 17:00 
Conduct 3 Upgrade Forums per week 72 days 6/2/2007 8:00 9/5/2007 17:00 
Cut Over 12 days? 8/10/2007 8:00 8/26/2007 17:00 
Develop Cut-Over Plan Draft 5 days? 8/10/2007 8:00 8/16/2007 17:00 
Develop Verfication Checklist of migration 
process 5 days? 8/10/2007 8:00 8/16/2007 17:00 
Develop Back-Out Procedures 5 days? 8/10/2007 8:00 8/16/2007 17:00 
Review Cut -Over Plan with management 2 days? 8/16/2007 8:00 8/17/2007 17:00 
Make necessary revisions to Cut-Over Plan 3 days? 8/20/2007 8:00 8/22/2007 17:00 
Obtain Cut-Over Plan Sign-Off 1 day? 8/22/2007 8:00 8/22/2007 17:00 
Obtain OCTO CCB Approval 0 days 8/22/2007 17:00 8/22/2007 17:00 
Cut Over Weekend 3 days? 8/23/2007 8:00 8/26/2007 17:00 
Bring current PASS Production Instance down 1 day? 8/23/2007 8:00 8/23/2007 17:00 
Execute Cut Over activities 3 days? 8/23/2007 8:00 8/26/2007 17:00 
Migrate Production Databases 2 days? 8/23/2007 8:00 8/24/2007 17:00 
Restart Server 1 day? 8/26/2007 8:00 8/26/2007 17:00 
Cut Over Activities Complete 0 days 8/26/2007 17:00 8/26/2007 17:00 
Validate that all acivities have been completed 
within the migration process 1 day? 8/26/2007 8:00 8/26/2007 17:00 
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Producton Cut Over Complete/Go-Live 0 days 8/26/2007 17:00 8/26/2007 17:00 
Post Production Support 56 days? 7/9/2007 8:00 9/21/2007 17:00 
Create Post-Production Support Draft 10 days? 7/9/2007 8:00 7/20/2007 17:00 
Review Post-Production Support Draft with 
management 2 days? 7/23/2007 8:00 7/24/2007 17:00 
Complete necesessary revisions 3 days? 7/25/2007 8:00 7/27/2007 17:00 
Obtain Post-Production Support Plan Sign-Off 2 days? 7/30/2007 8:00 7/31/2007 17:00 
Perform Post-Production Support 20 days 8/27/2007 8:00 9/21/2007 17:00 

 
  

7.2 Deliverable Acceptance Sign-Off Form 

 
Each deliverable will have an Acceptance Sign-Off template with the following 
fields: 
§  
§ Project 
§ Deliverable Name 
§ Project Milestone WBS ID 
§ Date Submitted 
§ Date Reply Due 
§ Deliverable Description 
§ Acceptance Criteria (who has to review and approve) 
§ Comments 
§ Approval:  deliverable is approved OR deliverable is not approved 
§ Signature 
§ Date 
 
 

7.3 Glossary of Terms 

 
AP  Accounts Payable 
ASMP  Administrative Services Modernization Program 
BPA  Blanket Purchase Agreement 
EAI   Enterprise Application Integration 
GL  General Ledger 
LSDBE  Local, Small, Disadvantaged Business Enterprise 
DBE  Disadvantaged Business Enterprise 
LBE  Local Business Enterprise 
LBOC  Local Business Opportunity Commission 
RBO  Resident Business Owner 
NIGP  National Institute of Governmental Purchasing 
OCP Office of Contracting and Procurement 
OCFO  Office of the Chief Financial Officer 
OCTO  Office of the Chief Technology Officer 
PASS  Procurement Automated Support System 
PMO  Program Management Office 
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PO  Purchase Order 
PVCS Tracker PASS Ops’s Issue Tracking database 
RSTARS  District general ledger process/system 
RTM  Requirements Traceability Matrix 
SOW  Statement of Work 


