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Mission
	
Acquire and implement an enterprise document management system and its relevant components that will facilitate data- and document-sharing between the Columbus campus, the Delaware campus, and the off-campus centers, as well as interdepartmentally. 


	
Objectives
	
Successful completion of this project will result in:  

· Improving access to records and providing a complete representation of the student's record, thereby increasing accuracy and eliminating the need to manually locate records which may be held in several different places.
· Generating effective workflows, eliminating manual work and unnecessary steps, and reducing business operating costs.
· More efficient and best practices management of Records Management and Retention Inventories (i.e., AACRAO, O.R.C. Section 149.33) with audit trails and best standards of security access / encryption / restrictions(i.e., DoD 5015.2, AES 256).
· Proving adherence to all higher educational standards and best practices, including but not limited to privacy and legal discoverability issues (i.e., FERPA, HIPAA, Sarbanes-Oxley).
· The reduction of storage and other associated costs.
· Proactively addressing urgent rights management and security issues.
· Providing for disaster recovery, especially in regard to time-sensitive, business-critical functions.
· Enhancing federal audit compliance.
· Garnering a rapid return on investment.
· Expediting student information exchanges, increasing productivity, and enhancing the student experience, leading to greater student retention and positive word-of-mouth recruiting.


	
Deliverables
	
Resulting product(s) or result(s) expected by the successful completion of this project include:

Business Results/Deliverables:
· Archiving, migration, preservation considerations for documents and/or records with permanent or other retention lifecycle.
· Metadata and indexing, including ease-of-use, automation, and barcodes/data glyphs, which can be done in a location other than the point-of-service capture station if CSCC chooses to centralize this function.
· Automatically populate searchable metadata from barcodes/data glyphs or positional text on records
· Creation of "logical folders," customizable interface "worksheets," and other personalization by end-user
· Creation and standardization of e-Forms from existing forms, which can be used to create templates, and automated data capture to update the appropriate fields in existing software systems (i.e., updating student records in Datatel Colleague®)
· Collaboration and library services such as version control and check in/out, including easily created "exceptions," which support all electronic object types in their native formats, including editing from within the native application (i.e., Microsoft Office and Adobe applications, e-mails, e-mail attachments, computer output, facsimiles)
· Workflows/processes, including automation and exceptions thereto, routing options, inbound/outbound processing controls, queue assignment, and trigger/alarm/notification mechanisms, which are administered and scheduled through a GUI for non-technical end users 
· Intuitive queries, search options (i.e., Boolean, proximity, full text, metadata, a combination thereof), accurate retrieval of results, and the option of saving common search criteria
· Reports, audits, and authenticity/validation according to best practices and legal requirements
· Support digital signatures and signature pads according to best practices and legal requirements
· Contract management according to best practices and legal
· requirements
· E-mail archiving according to best practices and legal requirements
· COLD/ERM capture of print streams, incoming faxes, etc.
· View, annotate, redact, print, e-mail, and fax electronic records in such a way that the look of the information can be customized to reflect CSCC branding

Technical Results/Deliverables:
· Establish an operating environment to support the DMS platform.

Organization/Resource Deliverables:
· Establish, grow, and maintain staffing levels and required level of expertise to support all facets of DMS 
· Provide  recommendation on developing a process for the retrospective conversion of existing documents                                      

Hershey’s Deliverables:
· Preliminary Implementation Project Plan
· Recommended Infrastructure Guide
· Site Visit Agenda
· Remote delivery of software binaries to TPOC via download link
· RFP #09-009 : Document Management System  Response to Columbus State Community College
· HSI will supply the following deliverables during the site visit:
· Updated Project Plan
· Project Budget Worksheet
· Document Class Hierarchy Diagram
· Singularity Permissions Group Worksheet
· Workflow Functional Specification
· Online Form Specification
· Administrator Checklist
· Hershey Support Service Level Agreement
· Copy of Signoff Documentation
· HSI will supply the following deliverables after implementation:
· Final Invoice
· Courtesy Follow-up contacts


	
Stakeholders
	
· Admissions
· Business Services — Accounts Receivable, Cashier’s Office
· Business Services — General Accounting, Accounts Payable, Purchasing
· Business Services — Grants, Contracts and Loans
· Center for Workforce Development
· Curriculum Management
· Disability Services
· Enrollment Services (Dean’s Office)
· Financial Aid
· Human Resources
· IT — ERC (DMS, Records Retention)
· IT — CIPCS 
· IT — Data Center
· IT — Support Dept
· Knowledge, Resources, & Planning
· Off-Campus Programs & College Testing Services
· Records & Registration


	
Roles and Responsibilities
	
Our internal project team roles/responsibilities as defined within our current PM methodology.

Project team roles/responsibilities as defined within the Hershey RFP response:

· HSI Project Manager:  Coordinate the installation and integration of the Singularity software. This includes project planning, facilitating meetings and communication, coordinating resources, documentation, project acceptance and sign-off.

· HSI Installer:  Provide Installation and configuration support.

· CSCC Project Manager: Coordinate internal resource schedules and communication between CSCC and HSI.

· CSCC Primary Point of Contact (PPOC): Responsible for the overall execution of the project, budget, invoicing, scheduling and change management.

· CSCC Technical Point of Contact (TPOC): Responsible for technical aspects of the installation including servers, network, security, and users systems.

· Client User Role: Client User roles such as Scan and Index Operator, Verify Operator, etc.


	
High-Level Work Breakdown Structure
	

To be developed by the project team during the initial planning meetings   

	Milestones and Key Dates 
	· Project Kick-off meeting with team: August 2009

· Hershey Milestones per RFP Response (2 month timeline): 
· Initial vendor/client meeting
· Project kick-off meeting
· Hardware acquisition
· Hardware configuration
· Software (Singularity)  installation
· Software training   

· Testing of Delaware Campus  targeted processes (at Columbus Campus):  Feb 2010

· DMS model office at Delaware Campus: June 2010

· DMS live at Delaware Campus: September 2010 


	
Assumptions
	
Assumptions as defined by CSCC:
· Hershey will deliver on the timeline per RFP response
· Current allocated funding will be sufficient to complete the implementation
· Colleague integration w/ Hershey will work as promised (per RFP response)
· Time and resources available from all participating departments
· Will be a primary tool in support of our campus customers and partners

Hershey’s Assumptions within the Hershey RFP response:

· CSCC will provide a dedicated Primary Point of Contact (PPOC) and a dedicated Technical Point of Contact (TPOC) for the duration of the project.
· CSCC PPOC will coordinate and schedule attendees for each designated training and installation session as defined during the kickoff meeting and in the Site Visit Agenda.
· CSCC will ensure all necessary hardware, software, storage, approvals and security access are in place prior to scheduled consultant site visit.
· CSCC will purchase scanner(s) for document imaging. For each scan station, CSCC will install the interface card, connect the scanner cable, and install the TWAIN scanner driver on the workstation prior to HSI installing and configuring the Singularity Index / Capture module.
· CSCC will provide necessary information prior to site visit, including user lists, roles, server/PC machine names, locations, scanner model numbers etc.
· CSCC will be certified via authorized Hershey training within 2 weeks before or after product installation/consulting.

	
Communications
	
Communication matrix will be developed by the Hershey and CSCC PMs in support of the project plan

	
Risks
	
In this section list all known factors that could hinder the successful completion of this project.

· Hardware procurement timelines
· Software acquisition
· Organizational resistance to new business processes
· Current varied and undocumented business processes
· Complexity of integration with existing systems
· Resource availability
· Short timeline
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