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Handbook Vision - If it's technical, if it's in play, it's here!
1.0 Purpose and Scope

The purpose of the SFA Technology Handbook IPT is to assign responsibility, authority, and direction, for the creation of a web-resident knowledge base containing all SFA IT authorized policies, standards, processes, procedures, contacts, services and information that is user friendly, personalized, interlinked with relevant content, searchable and easily navigated.

2.0 Scope of Activities

Solution Life Cycle

· Vision – Develop Vision for IPT and Handbook, Develop Requirements and Project Plan

· Design – Content Management Process, Procedures and Standards and Communication Plan

· Construction – Develop Content Management Process (Procedures, Standards for Content and Format, Guidelines and Roles and Responsibilities)

· Deployment – Implement Solution: Redesigned Website and  

· Support – Governance and Maintenance Content Management Process

3.0 Goals and Objectives

IPT Goals

· Increase awareness. 

· Measure customer (those using the Handbook) satisfaction and achieve 90% of 4-5 on a 5-point scale.

· Increase the number of visitors; return visits and usage of content  (as measured by surveys, hits and duration).

· Implement standard navigation methods.

Handbook Objectives

· Provide relevant content (everyday-use information) for targeted audiences.

· Create awareness of other knowledge sources – forms, contacts, related processes etc. (e.g., budget work sheet and investment management process).

· Develop consistent processes and practices in SFA, and support and facilitate their adoption by stakeholders.

· Provide value to development integration and operation of SFA business processes.

4.0 TH IPT Sponsor  

Harry Feely, Deputy CIO

5.0 Executive Advisory Committee

Deputy CIOs

6.0 TH IPT Membership

The Technology Handbook IPT membership consists of:

· IPT Lead

· Modernization Partner 

· Communication Lead 

· Content Owners

· Content Manager 

· Stakeholders

· Technical Subject Matter Expert (SME)

Stakeholder Members participate as needed.  Stakeholder guidance will be solicited periodically by the TH IPT to obtain insight, additional data, and concurrence on the implementation of the Technology Handbook processes. The Stakeholder Members are representatives from:

· CIO Staff

· Representatives of the Business Units

· Communications Staff 

· Operating Partners

7.0 TH IPT Conduct of Operations
The TH IPT will meet on a weekly basis or as needed.  All documents to be reviewed will be sent to the members prior to the meeting.  All members should review the materials prior to the meeting. Meetings will be for one hour to cover project status with additional time (up to one hour) to accommodate working sessions. The IPT will follow CMM and draft KPAs. A web page will be developed to contain IPT artifacts, schedules and meeting agenda.

8.0 Technology Handbook Planning Approach:  

IPT develops and maintains an approach for the TH modeled after the SA-CMM structure.  The TH approach defines the activities The TH to be performed, the schedule for the activities, and required resources.  The Executive Advisory Committee reviews the TH IPT plans.
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