THE CONTENT MANAGEMENT ASSIGNMENT

	All Participants – Please Read


	Participants volunteering to submit assignment deliverables to the Instructor

	· Complete the assignment before Jan-25th (the 2nd workshop).  There are four deliverables listed immediately below along with the instructor’s “weighting” (degree of importance).

1. Textual Executive Overview (20 points)

2. Visual workflow analysis (30 points)

3. Columnar Workflow analysis (30 points)

4. Recommended Actions-to-be-taken (20 points)

You may wish to have a colleague assist and/or critique your draft deliverables.  Records Managers, workflow specialists and Business Continuity Team members are all possible resources.

Please create your deliverables in MS Word, MS PowerPoint, MS Excel and/or Visio and insert them into the template on the last page of this document.

The level of effort required to complete this assignment should not exceed four (4) hours.
	· Due by Jan-18 Participants interested in submitting their deliverables to the instructor may do so by attaching these as email attachments to Howard@McQ.com
· At the instructor’s option, submissions may be selected for review during the Jan-25th (Part 2 of the workshop).  The Instructor will contact you to obtain your permission and arrange your participation


Objective

The objective of this assignment is to engage participants in developing a rigorous approach to defining and analyzing a content management work process.  The assignment further challenges participants to prepare a presentation.  The presentation tests a participant’s a) ability to clearly communicate the outcomes of their workflow analysis and b) improve their ability to influence stakeholders to make decisions.     

Scope of Assignment

Identify an information intensive activity within a business process that you are familiar with.  Describe in detail each significant step in this activity, identifying the tasks, staff contributions and the criteria for acceptance necessary to move the workflow to the next step in the activity.  

Activity: selection criteria & scope 

· Include at a minimum, one contributor, one reviewer and one approver

· Select an activity where staff in the workflow cross departments

· Describe a somewhat complex activity (i.e. one that exceeds a simple three step linear workflow (if possible, the workflow should include at least one decision point where the workflow branches)

	Content Management Assignment -  (INSTRUCTOR SUPPLIED EXAMPLE)



	Workflow (Activity) Name
	Responding to an RFP     

	Date Completed
	December 19, 2004

	Version Number
	3.0 (Final)

	Author
	Howard McQueen, McQueen Consulting


Deliverable 1.0:  Textual Executive Summary

The activity selected for the content management workflow analysis is the process of a consortium of individual consultants responding to a RFP (Request for Proposal).   The individuals involved in the workflow believe that by combining their resources, they can leverage their resources to win new business.  

The scope of the activity is triggered by a potential member of the Proposal Team receiving a formal RFP.  The activity concludes when a response to the RFP is delivered to the prospective client. 

Steps in the activity include: 

Step-1: A member of the Proposal Team receives an invitation to bid on a piece of work, known as the “RFP” (Request for Proposal).  In this step the receiving party makes a first draft effort to determine the “appropriateness” of the RFP and the anticipated benefits of “winning” the bid.  This information and a copy of the actual RFP documents, including the SOW (Statement of Work) are forwarded to prospective Proposal Team members.

Step – 2: Individual Proposal Team members review the RFP and SOW and make an (opt-in or opt-out) decision, “voicing” their interest in becoming an active member of the Proposal Team.  They “showcase” their qualifications and capabilities to be active Proposal Team members by:

· Preparing a SWOT (Strengths, Weaknesses, Opportunities, Threats) assessment that is designed to show overlap between their expertise and capabilities and the requirements contained in the Statement of Work. 

· Provide a rough estimate of their “available capacity” to complete their portions of the work within the schedule of deliverables outlined in the RFP.

Step 3A-3D (iterative loop): A “Lead” RFP Proposal Manager emerges.  The tasks that the Proposal Manager “manages” in this step include:

· 3A: Directing and facilitating editorial drafts and iterative collaboration to establish individual Proposal Team scope of responsibility. 

· 3B: Through an iterative process, integrate and redistribute contributions from Proposal Team members and manage version control for the work in process “proposal” until it is finalized

(Continued from previous page)

· 3C: Ensure that all necessary marketing collateral relating to the capabilities of the entire Proposal Team and collected and integrated into the proposal document.

· 3D: Ensure that the financial scope of the final proposal is within a range that a) the prospective client would consider “competitive”; b) Proposal team members remain interested in participating (the Proposal Manager is given the unilateral power to dismiss a Proposal Team member and Proposal Team members may unilaterally withdraw from the Proposal process at any time.

Step – 4: The final Proposal from the Bid Team is formatted to meet the requirements of the RFP.  The Proposal Manager reviews this for completeness and accuracy, prepares a cover letter, may prepare (optional) evidence of insurance and other required certifications) and may prepare (optional) a schedule to support progress billing.  These documents are prepared in the format(s) called for in the RFP, and appropriately “packaged” (sealed bid, etc.) and submitted to the Contracting before the bid date.

Deliverable 2.0: Workflow Diagram
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Deliverable 3.0: Columnar Workflow Analysis 

	Step1 
	Trigger2


	Actor3 / 

Contributor
	Task4  /

[ time5 ]
	 Expected

Contribution6 
	Scope of Contribution7

	1


	Receive RFP
	Any mbr. Of the Mkting  Alliance
	Review & “alert” all members of the Marketing   Alliance

[30 min]
	Recommend “Bid” or “No Bid” & forward 

RFP & SOW

To team 
	Determine appropriateness of RFP to the skill sets of Mkting Alliance members. Identify “benefits of” of winning the bid.

	2


	 ALERT

(Step 1)
	Individual Members assess the RFP & SOW
	SWOT (Strengths, Weaknesses, Opportunities & Threat) analysis – due in 48 hours

[2 hrs]
	Decision to “opt-in” or “Opt-out”.

If Opt-in”, what contributions will help the team win the bid.
	Critical analysis of RFP, i.e. what resources are required to assemble a winning bid, what risks, etc.

 

	3-A 
	Team

Contributions
Received

(Step 2)
 
	Lead Proposal Manager (PM)

Established

(Alternate selected)

Proposal Manager

Leads team through a highly iterative, highly collaborative

Process

Proposal Manager delivers individual revenue budgets
	Assign

Project Team individual

responsibilities
	Build “best possible” team

Showcase strengths, identify voids
	Careful matching of skill sets of proposal team members to requirements set out in the RFP.  Determine any skill set voids or weaknesses and how to overcome.

	3-B


	
	
	Draft outline for statement of work and estimated labor & expenses
	Guide team to ensure efficient and effective contributions
	Develop optimal outline based upon “best practices” to demonstrate that response “meets and/or exceeds” RFP

	3-C


	
	
	Begin collection of marketing materials 
	Submit relevant clients, projects & bios
	Draft “Project Team Capabilities” section

	3-D


	
	
	Accept or decline Project Team participation
	Final Opt-in, Opt-out decisions 
	Final commitments from project team members – solidarity achieved

	4
	Final

Draft Distri-buted
	Proposal Manager &

Team
	Before Deadline
	Sign-off and acceptance
	Any last minute minor editorial contributions.

PM prepares formats and delivers proposal.


Deliverable 4.0: Recommended Actions to be Taken

Background

The consortia has won 1-of-3 (33% success rate) of the projects it has bid on, with that one project creating ~ $200,000 USD in shared team revenues.

A client-facing extranet site was a one-off publishing effort done at the conclusion of this project.  Most of the exchange of information between consortium members occurs through the following channels:

· International voice conferencing system (at a cost of ~ $1K/proposal)

· Document distribution is through e-mail attachments

· Document versioning is through unique file naming practices (example: File_Name_Date_Version#_Author).

Actions to be taken

A collaborative marketing program has been developed to support a business model that begins with offering specialized in-house workshops in order to get on the radar of select customer RFP bid lists.

An ASP-based solution to document distributed authoring and versioning is recommended (based upon eRoom).  The anticipated cost of this, based upon six proposals per year is $1,200 per team member.  Proposal Team members will be asked to fund this recommendation.

** End of Instructor Example”

	Participant Content Management Assignment (complete by Jan-25)

Optional submission to Instructor – Jan-18th (Howard@mcq.com)


	Workflow (Activity) Name
	(insert your activity name here)

	Date Completed
	(insert your information here)

	Version Number
	(insert your information here)

	Author
	(insert your information here)


Deliverable 1.0:  Textual Executive Summary

(insert your information here. Refer to Instructor example)
Deliverable 2.0: Workflow Diagram

(insert your diagram here.  Refer to Instructor example)
Deliverable 3.0: Columnar Workflow Analysis

(insert your information in the cells below.  Refer to Instructor example) 
	Step1 
	Trigger2


	Actor3 / 

Contributor
	Task4  /

[ time5 ]
	 Expected

Contribution6 
	Scope of Contribution7

	
	
	
	
	 
	

	
	
	
	
	
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Step1: The order in a sequence of events (from start to finish)
Trigger2: That which initiates the need for an action 
Actor3: The “Who” is to take action (this may be expressed as the name of a person and/or their role) 
Task4: The “What” that needs to be done, including an expected deadline for completing the action 
Task time5: The level of effort (Qty. of time) required to complete the task 
Expected Contribution6: “What” actions advance the task to the next step  
Scope of Contribution7: What granular contribution(s) are made, i.e. (“metadata is added”; “an executive summary is written”; “2/3 of content cut”)


Deliverable 4.0: Recommended Actions to be Taken

(insert your recommendations and call for action here.  Refer to Instructor example) 
�








