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Project: Darlene (“Dar..” from “digital asset repository”)

· Photo “library” for all Communications Department digital assets – images, video, audio, line art – developed on Microsoft Sharepoint platform for use by Communications Department only. 
Objectives

· More efficient (time, money) DevComm use and sharing of DevComm digital assets

· More reliable, accurate tracking of HIPAA consent data

· More complete, accurate asset data

· Database easy to learn and use by current & new employees 

· Project Team

· Orna Fillmore – project sponsor

· Final authority and responsibility for resource allocation, budget/schedule oversight, overall project success

· John Howe – project manager, database designer/developer
· Project manager responsible for schedule, budget and quality of deliverables
· Design, build Microsoft Sharepoint site (database) – fields, labels, help text., etc. 
· Post data entry standards and guidelines to Sharepoint 
· Post filenaming covention to Sharepoint
· Post and maintain project management documents on Sharepoint (weekly progress reports, etc.) 
· Post, monitor project issues list (Sharepoint) 
· Scott Ledyard – technical consultant

· Migrate assets on test site to production site

· Consult with project manager and developers on other aspects of project

· Respond to technical issues
· Jessica Champlain– data entry

· Help scope project (# and source of assets)

· Help define Sharepoint fields & values

· Scan/upload assets

· Ensure accurate input of required data for all assets

· Track # assets uploaded per week

· Prepare/send weekly written status reports to sponsor (Orna) and project manager (John)

· Attend weekly (half-hour) check meeting w/ project manager

· Alice Holly– data entry
· Scan/upload assets

· Input required data

· Track # assets uploaded per week

Other members of DevCom Team - stakeholders

· Advise on Sharepoint structure and design

· Test site usability 

Deliverables

· Sharepoint site with all fields & values requested by Communication Dept. team
· User test results (issues log for Communication Dept. team – see Communication Plan, below) 
· Predetermined #  of assets  scanned/uploaded with all required data - (TBD by 7/27)
Schedule

· To be finalized by 7/27
Communication

· Weekly status meetings (Jess, John, Alice) every Monday
· Weekly progress reports posted to Communications Sharepoint site (this library) every Monday
· Issues log available at this site – for questions, suggestions, problems encountered by Communications team (John will set up) 
