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1.0 PROJECT PLAN 
The Documentation Management (DOCMGT) team goal for this internal project is to present 
and implement an economical and "easy to maintain" solution for organizing training 
documentation created by the group, along with other general departmental information at .  

While  has a policy for naming departmental documentation (DOC-DES-10000), it can be 
difficult for new hires to find these documents. An employee intranet will solve this problem. 

This DocPlan provides details on suggested content and presentation for an initial release of an 
internal website. 

1.1 Project Scope 
Do 

This DocPlan presents only the first phase on an on-going project for . Tasks include: 

 Working with IT to construct an HTML-based departmental website, i.e., an employee 
intranet, that is simple to access and edit. Draft site is located here:  server, 
DOCMGT_SHARE > _TestSite > website > index.html 
The working draft site is located here:  

 
 

 Populate the site with a few departments (HR, IT, DOCMGT) focusing on general 
information geared toward new hires and training. 

 Include information from the following sources: 
 Informative information as provided by HR and IT. 
 Information from the DOCMGT "New Hire Orientation" document prepared June 2010. 
 Addition of  or external websites for reference or information, glossary, 

preferred words. 
 Training database - newly created training materials, including What's New in Microsoft 

Office 2007 and the latest Style Guide release documentation, DOC-DES-10029. 
 

Intranet features: 

 Provide ability for site managers to save files onto a dedicated web server, so that all  
locations can access the site content only, that is, the site excludes access to engineering or 
other confidential files 

 Ability to reserve conference rooms using Microsoft Excel calendar files (unless Mary can 
code a better solution) 

 Display Excel file in a web page (for calendar or tracking spreadsheets) 

 

Other suggested subsequent phases include: 

1. Populate content - HR will take the lead at presenting the site to department managers; 
DOCMGT can create an editing guide and support department leads.  

2. Evaluate usage - Check to see that departments are keeping their content current, and 
DOCMGT to distribute a Survey Monkey questionnaire to see if there is a positive response 
to the initiative. 

3. Increase functionality - If there is a positive response, then consider expanding 
functionality of the site (example, purchase email add file management, auto alerts, 
embedded editing tools by converting to a SharePoint environment). 
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NOTE: DOCMGT is a coordinator for the initial release and can provide instructions for 
editing along with suggestions for managing content. Ultimately, the content and 
management of each page is the responsibility of the department manager. Each 
department needs to define editors and a process approving and maintaining their own 
content. 

1.2 Announcements 

HR will: 

 Issue an official release/announcement about the Employee Intranet site to the entire 
company.  

 Coordinate Phase II, populate content, with other department managers 

 

DOCMGT will: 

 Prepare a DocAlert that provides details regarding editing (use of Kompozer, a free open 
source HTML editor) and backup of site content (also posted to the website). 

 Assist HR with rolling out site to other department managers after this DocPlan has been 
approved by Bill Turner Sr. 

 

1.3 What’s Not Included 

DOCMGT will not edit/maintain other department pages; however, we will provide editing and 
technical review as requested. 

1.4 Known Issues and Risks 
 Individualized security - while IT can apply specific permissions to folders, the objective of 

the initial release is a website that is open to all employees. (IT resources needed for 
individual security) 

 What's New - There is no automated way of displaying or showing what's new for a web 
page. Dates will have to be displayed for documents that may change frequently so that 
employees know when information was last changed. Sending an email is an electronic, but 
manual, solution. Without a global address book for email notices, there are still people who 
will be left off distributions. An approach that automatically tracks when you visited the site 
or allows you to mark files or content what you want to track (like SharePoint) would be 
preferable. 

 Thunderbird email users and web page links - Sending a link to file, rather than the file 
itself, saves storage space - plus users can always go to the current file version - however, 
because the Thunderbird application throws an error - this benefit is limited to Microsoft 
Outlook users. (IT to research solution and determine % of  employees affected) 

 Shortcuts lock files for future editing? - If users choose to create a shortcut to a file on 
the server - then the original file may not be deleted (IT to confirm)  

 Files are not protected - No additional protection to files than is already provided by the 
current network structure. There is a risk that two people are editing the calendar file - and 
one person's changes will be lost unknowingly. 
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2.0 AUDIENCE 
While the primary audience for the employee intranet is new hires, all employees will save time 
by being able to book conference rooms "online". All employees will benefit by knowing where 
to find the latest departmental and HR information, like the telephone directory. 

3.0 Required Resources and Supplies 
The following resources are required for this initial release: 

 DOCMGT Team Resources -  Joan Thomas 
 Engineering -  
 HR -  
 IT -  
 

An existing server (separated from the working servers) will be used for this initial release.  

Calendar widget software is an extra expense that IT will look into providing to the site or 
possibly see if Mary Deshon can code one. This will replace the Excel spreadsheets and 
potential for loosing entries while providing a more efficient means of managing the information. 

4.0 Testing And Maintenance 
Testing: DOCMGT will test all links before the initial release. Departmental pages are the 
responsibility of the Departmental Manager or designee. 

Maintenance: 

 Because DOCMGT does not own the information referenced by each link, we cannot 
guarantee that links will continue to work or that the information referenced by the link is the 
most current information. 

 Users are encouraged to contact the department managers to notify them of a non-
functional link. DOCMGT can assist with correcting the problem or removing the item when 
needed. 

 Each department is responsible for maintaining its own content; DOCMGT can assist with 
posting of information only as its schedule permits. 

 The appropriate group manager must approve new page content. 

5.0 RISKS 
Risks to this project include: 

 Not enough time to address this as a “real” project 
 Objections by other groups who want to manage their information in their own way 
 Managers may want to post files that should have limited access. IT may address this on an 

as-needed basis or by adding additional functionality in a later phase of site development. 

6.0 DEPENDENCIES 
Groups that post informational links are responsible for maintaining them on a regular basis. 
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7.0 DELIVERABLES, TASKS, AND MILESTONES 
For Excel file, see
Intranet_ActionPlan.xlsx 
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8.0 APPROVED BY 
This document has been reviewed and approved by: 

NAME / SIGNATURE DATE COMMENTS 

   

   

   

   

   

   

     

   

   

 

9.0 Document Revision History 
 

Table 1: Documentation Revision History 

Rev Date Completed By Description ECO No. Checked By 

A 10/22/2012 J. Thomas Initial Release N/A D. Mackeown 

B 11/05/2012 J. Thomas 

Clarify purpose; Update file/site 
location in section 1.1; update 
signatures in section 8.0; Add 
Mary D. to resources for 
calendar, excel service; Update 
What's New topic with 
comments from Bill Sr.; Update 
deliverables table to display 
Excel tables; Add rev history 
table. 

N/A J. Thomas 

C 11/28/12 J. Thomas 

Add requests for site search 
(like Google), additional training 
fields (like date, renew date, 
attachments), and note the 
need to remove rev letters for 
linked files. Note Caspio Bridge 
purchase for online database 
solution. 

N/A J. Thomas 

D 1/17/2013 J. Thomas 

Update milestone table; remove 
ref to Docmgt new hire - 
different content was used; 
note 
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