PM System Selection Project Team - Roles & Responsibilities

	Roles
	Responsibilities

	All Roles
	· Timely, complete, and honest project communication

· Confidentiality

· Using email as primary communication mechanism

	Project Stakeholders
	· Project advocate and visionary

· Final decision point for escalated issues

· Guides team, clears organizational obstacles to achieve project goals

· Communicates project status to executive management

	Project Manager
	· Tracks and addresses program/project issues & action items

· Participates day-to-day in forward progress of the project

· Processes and controls change requests as necessary

· Coordinates the administration of the project (meetings, conference calls)

· Monitors critical path of project activities and institutes risk management initiatives.

· Serves as central point of contact for team members, consultants and vendors

· Contributes to project deliverables

	Technical Analysts
	· Provides information for technology baseline assessment

· Integrates system requirements into the organization’s technology plan

· Manages on-going system software installation

· Performs capacity planning

· Administers the data security and control procedures

· Provides technical requirements for the project

· Participates in Super User training sessions

· Participates in Technical and System training

· Is a member of the PM Project Team

	Functional Analysts
	· Provides knowledge of key operational and/or clinical processes 

· Participates in Super User training sessions 

· Identifies issues during project implementation, activation, and post-implementation

· Provides information on workflow and processes required to develop requirements and specifications

· Provides domain knowledge about patient scheduling, resource scheduling (people & things: clinics, call center, billing, claims...)

· Provides domain knowledge about current type of services being provided & ability to get future services to be offered

· Provides knowledge of any legal/compliance constraints

· Provides knowledge of any reporting requirements by external agency/authority

· Responsible for providing information contributing to current business process documentation, including training, forms to be used at clinics, and standard operating procedures

· Responsible for assessing gaps in people capacity/capabilities, creating plan and implementing them to coincide with overall PM system timeline

· Member of the PM Project Team

	Project Consultant
	· Provides guidance and analyses to the project team to inform decision making

· Researches vendors and reviews vendor deliverables

· Provides templates and tools to complete project deliverables

· Identify tasks and/or resource requirements allowing at least two weeks of forward visibility for project planning purposes


