Wisconsin Traffic Operations Sketch Planning

Early Activities: Project Relations Definition

August 24, 2006


[image: image1.png]QSCONsy,,
* *

\N)d‘dd_:lq

R2




Wisconsin Traffic Operations Sketch Planning


Early Activities: Project Relations Definition

August 24, 2006


OUTLINE

This document defines the general methods, processes and procedures to be used [ADD MORE FRONT END TEXT]
Coordination and Communications Processes
As shown in the project schedule, monthly meetings/conference calls with the sketch planning team will be conducted to review project progress, status reports, discuss forward plan, etc. The four consultant project managers will typically conduct a conference call one week prior to these monthly meetings to approve the meeting agenda, ensure that the meeting notice is emailed out to meeting participants, and to ensure action items will be completed for the meeting.
Each of the four SPT Consultant project managers are responsible for communication and coordination of information with the members and sub consultants on their team.

Distribution Lists

The following email distribution lists have been established for this project:

· Sketch Planning Team Project Managers (SPT PMs)

· Sketch Planning Team Stakeholders (SPT Stakeholders) – includes key WisDOT regional office representatives from traffic, planning, central office staff, etc.

· WisDOT Sketch Planning Team Project Managers (SPT – DOT)

· Consultant Sketch Planning Team Project Managers (SPT – Consultants)

· Sketch Planning Team Sub consultants (SPT – Sub consultants)

· [OTHERS?]
Members of each distribution list, along with their contact information (phone/email), are listed in Appendix A to this document. Appendix A will be continually updated for the duration of this project and will be kept on the project website.

Distribution Methods

The University of Wisconsin – Madison TOPSS Lab has set up a secure website that will be used as the primary document repository for this project.  The URL for this website is:

http://www.topslab.wisc.edu/workgroups/sketchplanning.htm
The Sketch Planning Project area on this website has been password protected and all project partners, stakeholders and document reviewers can gain access to this site by contacting Todd Symkowski at (608) 263-2684 or via email: symkowski@engr.wi.sc.edu
This website will be used to store most documents and will serve as the mechanism for sharing documents/deliverables, meeting agendas, meeting minutes, and the project schedule, project contact/distribution lists and other deliverables.   This website will not be used to share and store project related emails.

SPT members can post a document on this website by emailing the document to Jacob Notbohm at jnotbohm@wisc.edu or Todd Symkowski at symkowski@engr.wisc.edu    [NEED TO CONFIRM THIS].

When a member of the SPT has posted a document to the website, they will send an email notice to the appropriate project distribution list to notify members the document is available for review.
The website will be organized in the following manner with project subfolders:

· Meetings (contains meeting minutes and agendas)
· Schedule
· Contact/Distribution Lists
· Project Resource Documents
· Project Deliverables and Documents:

· Corridor Planning Methodology

· Ramp Control and Surveillance

· Travel Warning and Information Systems

· Traffic Signal Systems
Document Formats [DOES WISDOT HAVE SPECIFIC PREFERENCES?]
[INSERT PREFERENCE] font will be used in meeting documents. Meeting agendas and minutes will include the following information in the title: 
· WisDOT logo

· Wisconsin Traffic Operations Sketch Planning

· Project name and subject (i.e., Corridor Planning Methodology: System Performance and Goals)

· Date of document version or meeting

· Time (for meetings)

· Location (for meetings)

· Document topic (i.e., outline, draft, discussion guide, etc.)
Documents over one page in length will also include the following information in the header/footer:

· Header

· Wisconsin Traffic Operations Sketch Planning (left justified)
· Project name and subject from first page (left justified)
· Date (left justified)
· Footer

· Filename (left justified)
· Page X of Y (right justified)
Agendas will include meeting logistics (as necessary), list of invitees, discussion items, and references to related documents. Minutes will include a list of attendees, actions and narrative minutes according to their respective agenda items. 
The major deliverables for this project will be packaged in two ways – technical memorandums and reports. Individual reports will actually be chapters of the final project report. Format of these documents is as follows:
[INSERT FORMATTING BASED ON WISDOT PREFERENCES AND CAMBRIDGE SYSTEMATICS EXAMPLES]
Software Preferences

The following common software packages will be used for creating and exchanging documents related to this project:

· Microsoft Office Word, version 2003 or compatible (.doc files)
· Microsoft Office Excel, version 2003 or compatible (.xls files)
· Microsoft Office PowerPoint, version 2003 or compatible (.ppt files)
· Adobe Acrobat Reader, version 7.0 or compatible (.pdf files)

Document Sharing Standards, Document Distribution and Review Guidelines

Documents will be posted on the UW-Madison TOPPS lab website according to the following schedule in relation to meetings, workshops or project milestones: 
· Agendas – 1 week prior to meeting
· Minutes – 2 weeks following meeting

· Deliverables – 2 weeks prior to meeting/comment date
· Deliverable Review Comments – due 2 weeks after distribution, meeting or workshop

Email notices will be sent to the appropriate stakeholders once the documents have been posted.
To aid in tracking of document comment reviews and edits, the “track changes” function in Microsoft Word is the preferred method of making comments on draft documents. However, written comments (redlines) on draft documents are also acceptable. It is anticipated that verbal comments on draft documents will also be received in meetings, phone conversations, etc. The lead consultant project manager or (his/her) designee is responsible for collecting and incorporating comments. All documents will be marked with a “DRAFT” watermark either on each page or in the document header until approved by the WisDOT project manager and released for distribution.

It is envisioned that many of the project documents will be peer-reviewed by the SPT consultants prior to submitting to WisDOT as a draft for review. Email and the UW-Madison TOPPS lab website will be used to store these draft documents with a label “under peer review” at the end of the document title until these documents have been approved by WisDOT.
Progress Reporting Format
Each of the four consultant leads will submit monthly invoices to WisDOT for work performed by their team during the previous month. In addition, project status updates will be provided at monthly SPT meetings. To maintain consistency in project reporting and to minimize the time required to track and produce status reports, the monthly project status reports used in the status meetings [DO WE WANT TO PROVIDE PAPER REPORTS AT THE SPT MEETINGS, OR JUST FOLLOW THE PAPER REPORT FORMAT FOR VERBAL UPDATES?] will also be used/attached to monthly invoices to aid the WisDOT project managers in the review and approval of invoices.  An outline of this monthly status report is included as Appendix B to this document.
Progress Report Process
SPT meetings will be conducted on approximately a monthly basis for each team to report on the progress of the project. Face-to-face meetings will be conducted on approximately a quarterly basis at various locations in Wisconsin to coincide with other ITS related meetings/events and facilitate stakeholder involvement whenever possible. In the months between the quarterly meetings, these SPT meetings will be conducted via a teleconference. [FILL IN TELECONFERENCE INFORMATION HERE; WILL SHARI ARRANGE TELECONFERENCE LOGISTICS?]. It is envisioned that the key people participating in these meetings on a regular basis will be the WisDOT and lead consultant project managers as noted below.
· Corridor Planning Methodology

· WisDOT: Todd Szymkowski, UW-Madison TOPPS

· Lead Consultant: Chris Hedden, Cambridge Systematics

· Ramp Control and Surveillance

· WisDOT: Sharon Bremser, BHO

· WisDOT: Marie Treazise, BHO

· Lead Consultant: Brian Scott, SRF Consulting Group
· Travel Warning and Information Systems

· WisDOT: Dave Kreitzmann, BHO

· Lead Consultant: Ginny Crowson, SEH

· Traffic Signal Systems

· WisDOT: Marie Treazise, BHO

· Lead Consultant: Chad Hammerl, Edwards & Kelcey 
In order to conserve budgets and be cost effective, subconsultants will typically not participate in these meetings unless they are playing a major role in scheduled project activities during the reporting period. Each lead consultant project manager will coordinate participation of their subconsultants in these meetings as required by current tasks.
Additional WisDOT staff may also attend these meetings as available and special invitations may be extended to WisDOT staff to discuss critical project items should the need arise.

Agenda items for these monthly project status meetings will typically be:

· Welcome and introductions

· Review prior meeting minutes and actions

· Review overall project schedule
· Project progress reports for each team
· Communication and outreach activities (as applicable)
· Upcoming tasks

· Next meeting logistics
Issue Resolution Process

As issues arise during this project, early identification and communication of the issue is key to raising the awareness among the team members to allow the concern to be properly addressed. Any issue should be communicated to the lead consultant project manager as soon as possible. The lead consultant project manager will assess the issue and potential impacts to the project from a technical, schedule, budgetary and outreach basis. Based on this assessment, the lead consultant project manager will determine the urgency and appropriate means to notify other members of the SPT. One course of action would be to notify the other lead consultant project managers via email and/or teleconference to seek assistance with issue mitigation and resolution. A second course of action would be to notify the appropriate WisDOT project manager via email and/or teleconference to seek assistance.  
The lead consultant project manager will use their discretion on the appropriate action while taking into consideration the balance between open and honest communication with the WisDOT project managers and the need for the other lead consultant project managers to work out minor details of the project without burdening one another. The monthly SPT meetings will provide a good forum for raising and discussing issues, however, critical issues should be communicated with the team members immediately.

APPENDIX A
Wisconsin Traffic operations Sketch Planning

Contact and Distribution Lists
· Sketch Planning Team Project Managers (SPT PMs)

· Sketch Planning Team Stakeholders (SPT Stakeholders) – includes key WisDOT regional office representatives from traffic, planning, central office staff, etc.

· WisDOT Sketch Planning Team Project Managers (SPT – DOT)

· Consultant Sketch Planning Team Project Managers (SPT – Consultants)

· Consultant Sketch Planning Team Project Managers (SPT – Consultants)

· OTHERS ?
APPENDIX B
Freeway Ramp Control and Surveillance Sketch Plan

Monthly Project Status Report Example
PROJECT TEAM:





REPORTING PERIOD:

	Ramp Control and Surveillance Planning
	August 2006


1. KEY ACHIEVEMENTS/DISAPPOINTMENTS:

	· 


2. STATUS OF PREVIOUS MONTH’S & CURRENT TASKS:

	Task/Event/Action Item
	Start Date
	Status
	Finish Date

	Prepare Project Relations Definition Outline
	8/4/06
	Ongoing
	10/31/006

	
	
	
	

	
	
	
	

	
	
	
	


3. UPCOMING TASKS/EVENTS/ACTION ITEMS FOR NEXT TWO MONTHS:

	Task/Event/Action Item
	Start Date
	Status
	Finish Date

	
	
	
	

	
	
	
	

	
	
	
	


4. ISSUES/COMMENTS/NOTES:
	·  


5. APPROVAL:
	Consultant Project Manager:


	Date: 
	WisDOT Project Manager:
	Date:
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