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Change Control for this Document

This section tracks and summarizes the modifications made to this document over the course of the EMMS Project Lifecycle.  Changes to this document will occur under several circumstances including at [Company]’s request, to reflect changes in project scope or management processes, to reflect process improvement changes including changes in tools and techniques, and to reflect controlled changes in baseline requirements.

1 Executive Summary

This document represents the Task 2 Deliverables defined in the [Company] Engineering Manpower Management System (EMMS) Requirements Analysis and Technology Evaluation Project Charter and called for within the contractual scope of work between [Consultant] and [Company].  Specifically, this deliverable contains:

· System Functional Requirements Document

· Requirements Traceability Matrix

· Environmental Model.

Three Engineering Workforce Management business processes are included within the scope of this report:

· Bid and Award

· Bump

· Training and Certification.

Embedded within the discussions of each of the above processes, this report also addresses the activities and requirements associated with reporting, record keeping, and maintaining accurate engineering workforce status and headcount information (i.e., Personnel Counts and Distributions).  

The information contained in this deliverable builds upon the process diagrams developed in Task 1.  In addition, the team performed further review of [Company] system documentation and conducted numerous meetings with functional and technical personnel within [Company] to identify, categorize, and finalize the system functional requirements.

As described in the Task 1 deliverables, the Engineering Department’s workforce management processes are highly manual and paper intensive. The current system is severely limited with respect to data processing, and effectively non-responsive to Engineering’s management analysis and reporting needs. The system is a data recipient rather than a management data provider.  While the current Engineering Personnel System (EPS) offers significant labor savings over a fully manual process it does not deliver the information Engineering management relies on to make accurate and timely decisions with respect to the optimum usage of labor resources.  Further, the lack of integration between EPS and [Company]’s HR and Payroll system results in data accuracy and integrity issues and significant manual data reconciliation efforts.

In order to optimize many of the current manual processes, the Engineering Department requires a department wide manpower management system to serve its workforce management needs.  The requirements contained in this document address the most pressing needs of the Engineering department in relation to workforce management.   These needs fall into the following categories:

· Maintain Engineering-specific Bid/Bump Functionality

· Provide improved, distributed access to workforce management data

· Centralize training and qualification data 

· Provide tighter integration with other [Company] systems, including HR and Payroll.

The current EPS system provides a functioning model for the bid and award process that must be maintained in the new EMMS.  The new EMMS will capitalize on the existing bid and award process by providing increased access to employees, field managers and other Engineering personnel.  Concurrently, expanded on-line access to the EMMS will provide field managers and other Engineering personnel access to more reliable, “real-time” data.  In addition, the new EMMS will consolidate the training and qualification data within the Engineering department, while providing appropriate interfaces to qualification repositories outside of the Engineering department, such as the SAP, Safety, and Vehicle/CDL databases.  Additional interfaces with existing [Company] systems will improve the timeliness and reliability of workforce management data by increasing the integration between the Human Resources and Payroll system and the EMMS.

The information contained in this deliverable is intended to serve as a basis for the entire lifecycle of the new EMMS, beginning with a buy versus build decision.  From that decision, this document will serve as a basis for a solution evaluation and, from there, a technical design and implementation plan.  Finally, these requirements will serve as a basis for system and acceptance testing for the final solution.

1.1 EMMS Overview

The Engineering Manpower Management System (EMMS) will provide the Engineering department with an effective solution for managing the diverse needs of a workforce comprised of approximately 3000 employees governed by several collective bargaining agreements.  Managing the large volume of employee personnel actions and position assignment transactions requires a significant investment in time and effort by the Workforce Management office.  The Workforce Management office is responsible for processing approximately 7,000 position and employee transactions per year, comprised of bid and award cycles, bump tracking, and miscellaneous personnel actions.  Because these transactions have an impact on both human resources and payroll data, the data must be timely and accurate to ensure effective management of the Engineering workforce.

The new EMMS will consist of a core application that maintains, and expands upon, the existing bid and award functionality currently residing in the EPS.  To enhance the bid and award process, the new EMMS will consolidate the training, qualification, and certification data that resides in a large number of standalone databases in the Engineering department.   A consolidated location for this information will minimize the legwork required to perform the automatic award process.  The new EMMS will support distributed access via the Internet and IVR technology to improve the timeliness and accuracy of bulletin dissemination, employee bidding, award notification, and force account reporting for field managers.  Finally, the new EMMS will improve the accuracy of engineering workforce data through tighter, more reliable, and timely integration with the HR and Payroll system. 

1.1.1 System Objectives 

The objective of the EMMS is to provide the Workforce Management office, and the Engineering department, with a more effective and reliable tool for managing the Engineering workforce.  The system must provide timely and accurate data on gangs, positions, and employees within the Engineering department.  To increase the usefulness of the system and the reliability of data, the system must provide access to core functions, such as bid and award, and force account reporting to employees and field managers, respectively.  The system must also provide the ability to manage the training needs of the workforce, including re-certification and forecasting of required skill sets.  Finally, the system must provide the Engineering department with the means to comply with rules specified in the collective bargaining agreements governing the workforce, as well as regulatory guidelines for reporting.

1.1.2 Key System Functions

The following functions are considered core functions and capabilities of the EMMS:

· Bid and Award

· Disseminate position bulletins via Internet and IVR system

· Receive bids from the field via Internet and IVR system

· Automatic assignment of available positions to bidders based on qualification, seniority and personnel history

· Automated update of seniority rosters

· Bump

· Provide access to employee seniority, qualification, certification and training data to verify bumping employee

· Record bump actions

· Training and Certification

· Manage training, qualification and certification data for employees

· Manage training gangs and 1-on-1 training

· Integration

· Exchange employee and position data with the SAP HR/Payroll system

· Personnel Counts and Distribution

· Provide verification of budgeted headcount and up-to-date force account information

· Reports and Recordkeeping

· Provide standard and ad-hoc reporting capabilities

· Support system auditing and disaster recovery

1.1.3 Major Benefits

The EMMS will provide numerous benefits to the Workforce Management office and the Engineering department as a whole.  The following is a list of the key characteristics and benefits of the new system:

· Increased accuracy of position and employee data

· Reduces manual processes for tracking seniority, position assignments and employee data

· Reduces position vacancies and overtime expenditures

· Provides for better management of furloughed employees

· Distributed access to bid and award data

· Reduces labor and other overhead costs for disseminating bulletins and award notices

· Automation of employee bids through Internet and IVR

· Reduces the labor required to validate bid information

· Eliminates dependence on distribution of hard copy bulletins to the field

· Eliminate manual data entry of employee bid requests

· Distributed access to force account data

· Increases field manager capability to optimize workforce utilization

· Provides enhanced data to Engineering Project Managers for planning and forecasting workforce needs

· Consolidated training, certification and qualification data

· Reduces labor involved with managing standalone databases

· Improves reliability and accessibility of data

· Allows Field Managers to quickly and accurately assess qualifications of employees bumping into their gangs

· Increased integration with Human Resources and Payroll

· Increases reliability of employee and position data 

· Increases capability to manage employee status changes

· Prevents errors such as erroneous cost center charges after an assignment change or position abolishment

· Reduces expenditures related to erroneous benefit payments

1.2 EMMS Project Overview

The EMMS project is divided into two major phases as described by [Company] Technologies below.  [Company] has contracted with [Consultant] to perform the first phase of the EMMS project.   This requirements document represents a key Phase 1 deliverable prepared by the [Consultant] team.

Phase 1: Requirements Analysis and Technology Evaluation: The purpose of this first phase is to identify the functional scope and objectives of the Engineering Manpower Management System project, make a build versus buy and decision, and define the overall the tasks and resources required for system implementation. 

Phase 2: Systems Implementation: This phase will define the detailed data and system specifications, and develop the physical design for how those specifications will be met.  This phase will also include the acquisition and initial installation of all application software packages, and the design of any necessary enhancements. The actual system construction will also take place, including data base setup, application programming and testing, the development of necessary user training materials, and the installation and testing of the required hardware to support the EMMS project. This effort will also prepare the affected organizations for the transition to the new processing environment, including data conversion, new systems interfaces and user training, procedures and workflow changes. 

2 Methodology for Defining EMMS Requirements 

As illustrated in Figure 2-1, the EMMS Process and Requirements Analysis task began with an analysis of current Workforce Management processes and the existing Engineering Personnel System, as well as visioning of future state processes. Building upon the process analyses performed in Step 1, the approach for this second step in our EMMS Process and Requirements Analysis task included the following activities as defined by our Project Charter:

· Compile draft list of requirements from existing EPS documentation, analysis of process improvement opportunities, past experience, other transit authorities, and industry best practices
· Conduct workshops with Engineering workforce management SMES and [Company] technology staff to validate and refine requirements (see Appendix A for a list of workshops and attendees)

· Identify touch points and interfaces between process areas to ensure fully integrated processes

· Document future state technical operating environment 

· Update list of identified risks as needed.

Figure 2-1, Methodology
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The requirements documented during this step will serve as the basis for solution identification and evaluation, and ultimately lead to determining a viable solution for [Company]’s workforce management system.  After compiling an initial set of requirements based on EPS documentation, process review, and industry best practices, the team presented a preliminary RTM to Workforce Management and [Company] Technology personnel.  During workshops with [Company] subject matter experts, the team reviewed each requirement for accuracy, completeness, relevance, and priority.  Subsequent to the workshops, several progressive iterations of updates and validation of the RTM with [Company] personnel led to the finalized RTM, which is included as an Appendix to this document.  

3 EMMS Business Objectives

This chapter documents the scope and objectives of the EMMS and summarizes the issues and challenges posed by the current environment as expressed to the team during multiple interviews with key users and Engineering Department management.  It is organized into two sections.

Statement of the Business Objectives: Identifies the high-level objectives addressed by the project to support [Company] corporate goals.

Current Process: Describes in detail the current process.

3.1 Statement of Business Objectives 
The main goal of the EMMS is to provide more reliable gang, position, and employee data to the Engineering department in order to more effectively manage the Engineering workforce.  The new EMMS is expected to improve the efficiency of the bid and award and bump processes within the Engineering department.  It is also expected to provide improved access to more reliable seniority, training, and certification and qualification data.  Finally, the new EMMS is expected to automate many of the existing manual and paper processes to allow Workforce Management personnel to focus on optimization of workforce utilization, rather than maintenance of the bid and award and bump processes.

In addition to the Engineering department’s expectation, [Company] technology representatives have stated that the new EMMS must be a viable Enterprise-level application from an established vendor.  AT personnel have stated that the final solution should involve a minimum of custom application development.  Finally, [Company] technology personnel have expressed a desire to re-use existing investments in technology to the fullest extent possible.

4 Current Process 

This section describes the current business process using the As-Is Process Diagrams and Summary Narratives developed during Task 1.   (The critical events list developed in Task 1 and updated as appropriate is included in an appendix.)

The Workforce Management Assignment Office manages more than 7,000 annual assignment changes for more than 3,000 engineering staff throughout the Northeast Corridor.  The current Engineering Personnel System (EPS) supports the Assignment Office in recording reassignments and bumps, providing a record of current assignments, and tracking various regulatory and non-regulatory compliance, skills, qualifications and training requirements. The current system is a five-year old PC based Microsoft Access application that has not been maintained or upgraded since inception.  Presently the system is centralized in Philadelphia and accessed only by local personnel.  

Engineering’s workforce management processes are highly manual and paper intensive. The current system is severely limited with respect to data processing, and effectively non-responsive to Engineering’s management analysis and reporting needs. The system is a data recipient rather than a management data provider.  While the current EPS system offers significant labor savings over a fully manual process it does not deliver the information Engineering management relies on to make accurate and timely decisions with respect to the optimum usage of labor resources.  Further, the lack of integration between EPS and [Company]’s HR and Payroll systems results in data accuracy and integrity issues and significant manual data reconciliation efforts.

The following points encapsulate the key issues and opportunities resident within the current business environment:

· Significant manual effort required by the Assignment Office to administer key processes and perform general quality assurance;

· Heavy dependence on monthly distribution of paper “force account” reports for key project management decisions;

· Unnecessary overtime expenditures stemming from inaccurate headcount information in the hands of project and Field Managers;

· Lack of access to critical employee training, qualification and certification data;

· High occurrence of duplicate data repositories and redundant data entry activities;

· Lags in paperwork prevent accurate and timely tracking of personnel and assignment changes that initiate in the field.

The impact of these issues extends broadly across all key workforce management processes.  Specific examples of how these issues manifest within each process are provided in the sections following this introduction.

4.1 Bid and Award

The current Engineering Personnel System (EPS) provides a core set of automated assignment management functionality that significantly enables the Assignment Office daily Bid and Award related functions including preparing position advertisement bulletins, awarding positions to qualified employees, and maintaining seniority rosters.  Other key Bid and Award related activities, however, require timely communication, data sharing, and systems integration and therefore are significantly encumbered by the current environment.  Manual, labor intensive, paper-based processes are prevalent within several key Bid and Award functions, including verification of funding for position authorization, distribution of position bulletins, and receipt of employee bid requests.  Summary characteristics and drawbacks of the current Bid and Award process include the following:

· Communication among Field Managers, Assignment Clerks, and Employees occurs via manual and informal channels; Assignment Clerks maintain relationships with Field Managers to monitor and meet staffing needs;

· Paper based “org chart” provides key position headcount status information for position authorization;

· Bulletins advertising open positions are manually printed, mailed and posted at 150+ job sites;

· Employees submit bid sheets manually via paper or telephone;

· Assignment Clerks provide bid results to employees via an “800” telephone number and via manual postings;

· Automated seniority roster update process performed by EPS requires manual, labor intensive, quarterly quality assurance (QA) review to verify accuracy.

Figure 4-1 illustrates the current Bid and Award process. Appendix B provides a detailed description of each step and activity supporting the current Bid and Award process.  The Appendix also identifies key metrics or characteristics that further highlight the significance or business impact of the current process.

Figure 4‑1, Bid and Award As-Is Process Map 
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4.2 Bump

This section describes the current [Company] Engineering Bump process and identifies the business challenges and limitations posed by existing processes and systems that hinder the Workforce Management Department in supporting the needs of the Engineering field workforce.

Consistent with labor agreements supporting the engineering workforce, employees may bump into gangs/positions and displace an incumbent employee as long as the “bumping” employee possesses the necessary qualifications and seniority.   Bumping occurs in the field daily, and employees may bump or be bumped several times within any given period or payroll cycle.  Field Managers must verify the qualifications of bumping employees and complete the necessary paperwork to record job code and accounting code changes and notify HR/Payroll and the Workforce Management Assignment Office of assignment changes.

The current Bump process and systems environment greatly encumbers the function of tracking the status and location of engineering employees.  Bumping occurs in the field, however Field Managers lack access to the systems and data needed for timely verification of assignment changes.  Conversely, the Assignment Office is responsible for tracking employee assignment status however Assignment Clerks do not have visibility into bumps/assignment changes as they occur and instead must rely on manual notifications from Field Mangers or manual research into time reporting and payroll data to determine employee assignment status and location information.  Summary characteristics and drawbacks of the current Bump process include the following:

· Field Managers lack timely access to accurate employee records to verify qualifications;

· Paper bump slips record history of assignment changes; Assignment Office frequently receives bump notices several days or weeks after the assignment change, or not at all;

· Assignment Office relies on timesheets and payroll records to track the current status of employee assignments;

· EPS force account data is often out of date due to paperwork lags and delays.

Figure 4-2 illustrates the current Engineering employee Bump process.  Appendix B provides a detailed description of each step and activity supporting the current Bump process.  The Appendix also identifies key metrics or characteristics that further highlight the significance or business impact of the current process.

Figure 4‑2, Bump As-Is Process Map 
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4.3 Training and Certification

Accurate employee training, qualification, and certification records are essential to administering the bid, bump and award processes, and maintaining a productive and efficient engineering workforce.  [Company] has approximately 105 pieces of inventoried equipment (i.e., equipment valued at over $5,000) and another 225 pieces of non-inventoried equipment.  Each piece of equipment requires training and employees strive to be trained on as many pieces of equipment as possible.  

The majority of skills in the [Company] workforce are a result of [Company]-sponsored training.  Training gangs represent the primary vehicle for ensuring engineering employees receive the proper equipment and physical characteristics training.  The Assignment Office is responsible for establishing the necessary training gangs following a series of manual notifications and communications with Field Managers.  Assignment Clerks establish training gangs by recording position/gang data in EPS and then advertising and bidding the positions in the same manner used in the Bid and Award process.  Consequently, the same labor intensive, manual processes as described for Bid and Award also encumber the training process.  Summary characteristics and drawbacks of the current training and certification process include the following:

· A comprehensive record of employee training, qualifications and certifications does not exist; 

· Assignment Clerks track training records in 4 different databases;

· Field Managers maintain local databases and spreadsheets to help verify employee qualifications and training history;

· Identifying training needs and scheduling training to renew expiring certifications is a manual and heavily decentralized process;

· Ability to forecast training needs and strategically prepare for and conduct employee training is limited due to the lack of workforce analysis tools and accurate data.

Figure 4-3 illustrates the current Engineering Training and Certification process.  Appendix B provides a detailed description of each step and activity supporting the current Training and Certification process.  The Appendix also identifies key metrics or characteristics that further highlight the significance or business impact of the current process.

Figure 4‑3, Training and Certification As-Is Process Map 
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4.4  Reporting

This section describes the current Reporting process performed by the Workforce Management Assignment Office and identifies the business challenges and limitations posed by existing processes and systems that hinder the Workforce Management Department in supporting the needs of the Engineering field workforce.

The Workforce Management Office represents the primary source of current and historical engineering workforce status information, including vacant, filled, and unfilled positions, gangs, seniority rosters, and employee certifications and qualifications.  The Assignment Office prepares and distributes monthly Force Account reports that provide a snap shot in time accounting of current positions, employee assignments and gang membership.

In addition, Assignment Clerks respond to numerous requests for workforce status information from the field and various HQ entities including budget and project managers.  The majority of the information requests is ad-hoc and requires creation of custom data extracts and queries.  To fulfill ad hoc reporting requests, Assignment Clerks create custom queries to extract EPS data into an Excel spreadsheet, massage the data as needed, and then mail, courier, or email the file to the requestor.  Although canned reports exist, EPS canned reports are generally suitable for Assignment Office use only and aid in performing daily workforce tracking and QA activities.  Summary characteristics and drawbacks of the current Reporting process include the following:

· Assignment Clerks manually prepare custom ad-hoc reports to respond to daily information requests from Field and HQ managers;

· Assignment Clerks standard monthly Force Account reports are also manually prepared and distributed to Field and HQ managers; Force Account reports are generally out of date by the time they are received;

· Lack of consolidated training, qualification, and certification data dictates manual compilation of data extracts from multiple data repositories;

· EPS data inaccuracies dictate manual reconciliation and verification activities to generate and prepare work force reports.

Appendix B provides a detailed description of each step and activity supporting the current Reporting process.  The Appendix also identifies key metrics or characteristics that further highlight the significance or business impact of the current process.

5 Future State Concept of Operations

Future state processes envisioned for the Engineering Workforce Management department focus on solving data accuracy and timeliness issues present in the current state, as well as automating labor intensive activities present throughout the Bid and Award, Bump, and Training and Certification processes.  The underlying principles of the future state processes and EMMS are:

· Data entry at the point of origination

· One-time data entry

· Enhanced functionality and automated business rules to support Assignment Office daily work activities

· Integration of EMMS with [Company]’s HR and Payroll system

· Integration of EMMS with Engineering’s timekeeping system

· Consolidated view of employee training, qualification, and certification data

· Expanded system access to include users beyond the Assignment Office

· Controlled, secure system access, including role based security that restricts access to data and functionality

· Flexible, ad-hoc reporting, analytical, and project management/decision support capabilities.

Each of these principles addresses one or more of the current state issues described previously and plays a role in defining the future state processes.  The sections following provide an overall description of the EMMS concept of operations, and detailed process maps for the key Engineering Workforce Management processes.  These sections also describes the future state vision along with a summary of key characteristics that highlight how these processes differ from today’s operations.

5.1 Environmental Model 

The EMMS Environment Model illustrates the future state concept of operations including key system functions and data, proposed users, system access channels, and key system interfaces and data flows.   Shown in Figure 5-1, the model is based on several key assumptions, including the availability of adequate network and infrastructure components to facilitate system access by remote field locations, the ability to consolidate and retire the numerous standalone and disparate systems currently used by Engineering field managers to support local workforce management functions, and the ability to establish real-time or near real-time interfaces with existing legacy systems maintained by departments outside of the Engineering department.

Figure 5-1, EMMS Environment Model
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The EMMS Environment Model is further summarized below by its key characteristics.

Comprehensive tools and data for workforce management functions

EMMS will provide fully automated support for the core workforce management functions, including automated workflow for assignment tracking and approval, and robust ad-hoc and canned reporting capabilities for accurate and timely force account analysis.  Through a comprehensive yet user-friendly interface the system will automate current manual processes including the tracking of assignment changes initiated by bumping employees, and facilitate direct access to select system functions and data by employees, field managers, project managers and other Engineering headquarters personnel.

Multi-channel, remote access capabilities

Leveraging a web-based system architecture, Engineering Field Managers and employees will access EMMS via the Internet using a minimum of 56K dial up or dedicated lines.  This online access to EMMS will allow the field workforce to enter transactions and access data pertaining to position bulletins, assignments, and basic personal information.  Role based security will restrict access to data and functions while enabling Field Managers to access and manage sensitive workforce data such as disciplinary actions, other personnel actions, and employee qualifications and certifications.  The most remote field users (i.e., those without internet access) may access position bulletins, submit bids, and review position award status via an 800 number and automated IVR technology.

Centralized qualification, certification and training data 

Through data integration and consolidation, the EMMS will provide end users with a comprehensive view of all training, certification, and qualification data needed to accurately and efficiently assign employees to positions and verify employee assignment changes. Currently the Engineering department maintains several databases or spreadsheets with qualification information. These data will be consolidated in one database within EMMS. In addition, interfaces between SAP and EMMS and between other external databases, such as CDL, Vehicle or Safety, and EMMS will be modified or built to allow data exchange. This streamlines the work of the Workforce Management personnel, and eliminates the need to access multiple systems and databases.

Real-time or near real-time integration with enterprise systems

Bi-directional interfaces between EMMS and the SAP HR/Payroll System will provide for the frequent, automated exchange of workforce data and eliminate paper-based processes such as the manual submission of HR forms by the field to report employee assignment changes.  Further, by defining a strategy where by all personnel actions initiated in the field will be entered into EMMS and then transferred automatically to SAP through an outbound interface, additional productivity and data accuracy gains will be realized.  For example, such actions may include terminations, leave requests, and position and gang changes.  Conversely, the HR department may be the initiator for some transactions such as the new hire process.   New employee records created in SAP will be automatically transferred to EMMS in real time. Further, it is assumed that SAP will be the official repository for approved headcount and budget data. Under this assumption, EMMS will be frequently updated with information from SAP through an inbound interface. It is also assumed that employee timekeeping data (e.g., responsibility center, project number, work element, job, function and location) will be recorded in the SAP database via an interface with the engineering timekeeping system, and subsequently passed to EMMS from SAP as needed to verify data accuracy. 

5.2 Bid and Award

[Company]’s future state Bid and Award process fully leverages extended access to EMMS beyond the Assignment Office.  Beginning with the online creation of a position “requisition” by a Field Manager, the requisition will flow electronically to the Assignment Office for review and budget approval as needed.  Assignment Clerks will then create electronic bulletins to advertise open positions.  Employees will access a list of open position bulletins for which they are qualified online or via a toll free “800” telephone number, and submit electronic bid requests.  Access to a comprehensive employee training and qualification record will allow EMMS to automatically award positions accurately to the most qualified and senior bidder.  Finally, integration with HR/Payroll system will ensure employee records are kept in synch and reflect assignment changes in a timely manner.

A summary of key characteristics of the future state Bid and Award Process for the Assignment Office and Managers include the following:

· Electronic notifications and requests to fill open/vacant positions

· Automated work assignment capability to balance workload of Assignment Clerks

· Online access to authorized headcount information for position funding verification

· Electronic position bulletins and employee bid sheets

· Online access to “force account” data 

A summary of key characteristics of the future state Bid and Award Process for Employees include the following:

· Ability to view work opportunities over an intranet or the Internet 24 hours a day

· Ability to review work opportunities over the telephone 24 hours a day

· Individualized view of positions that match openings employee is qualified to work 

· Ability to view status of positions requested to know if they have won 

· Easy and powerful search (for example, find openings by gang or location) 

· Ability to retract bids and system automatically retracts overlapping bids 

· Simple, user friendly interface that requires minimal to no training to use 
Organizational constraints and considerations identified to date include:

· Field Managers will assume more responsibility for the timely entry of personnel and assignment changes; this represents a shift in data entry responsibilities from Assignment Clerks to Field Managers

· Labor union contracts may require manual posting of hard copy paper position bulletins; engineering must determine if electronic bulletins will meet contract requirements

· The Budget Department must provide electronic access to the system of record for budgeted engineering headcount data to enable real time queries of authorized headcount

· HR and other departments currently maintaining employee training and qualification data must participate in consolidating, implementing the required system interfaces, and granting access to data for real time queries of employee training, qualifications, and certifications.

Figure 5-2 illustrates the future Bid and Award Process.  Appendix B provides a detailed description of each step and activity supporting the future state Bid and Award process.  The Appendix also identifies key target metrics and indicators that further highlight the significance or business impact of the future process.

Figure 5-2, Bid and Award To-Be Process Map
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Increased system accessibility is also a key theme in streamlining [Company]’s future state Bump process and dramatically improving the timeliness and accuracy of the Engineering workforce assignment data.  In the future state, all personnel actions and assignment changes that initiate in the field will be recorded and captured electronically in the field when the change occurs.  These changes will then flow electronically to HR/payroll without the need for paper forms and manual reentry of data.  As with the Bid and Award Process, online access to a comprehensive employee training and qualification record will also streamline the difficult and time consuming process of verifying employee qualifications.  In addition, real time tracking of assignment changes will allow Field Managers and the Assignment Office to maintain an accurate view of the workforce and enable timely reports of unassigned employees, vacant positions, and employees on furlough status.  

A summary of key characteristics of the future state Bump Process for the Assignment Office and Managers include the following:

· Real-time tracking of position bumps recorded in the field as they occur

· Automated tracking of employee reassignments according to labor agreement rules

· Ad-hoc query and workforce analysis tools for monitoring workforce status, identifying vacant positions, and executing various project management functions.

A summary of key characteristics of the future state Bump Process for Employees include the following:

· Ability to view work opportunities over an intranet or the Internet 24 hours a day

· Ability to review work opportunities over the telephone 24 hours a day

· Individualized view of positions that match openings that employee is qualified to work

· Ability to search positions to find openings by gang or location.

Organizational constraints and considerations identified to date include:

· Shift in data entry responsibilities from Assignment Clerks to Field Managers

· Labor union contracts may require retention of paper bump slips

· HR or other departments currently maintaining employee training and qualification data must participate in consolidating, implementing required system interfaces, and granting access to data for real time queries of employee qualifications and certifications.

Figure 5-3 illustrates the future Bump process.  Appendix B provides a detailed description of each step and activity supporting the future state Bump process.  The Appendix also identifies key target metrics and indicators that further highlight the significance or business impact of the future process.

Figure 5-3, Bump To-Be Process Map
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5.3 Training and Certification

Employee training and certification tracking represents the backbone of all Engineering workforce assignment activities.  Supported by integrated systems and data, the future state training and certification process will provide Assignment Clerks, Field Managers, and employees access to a comprehensive view of an employee’s current and historical training and qualification information.  In the future state, access to employee training and qualification data begins during the new hire process where data regarding certifications, licenses, professional education, training and test results become part of the employee’s official HR record.  Over the life of their employment with [Company], updates to an employee’s skills and certifications are then maintained in the HR database via interfaces with the EMMS. 

In addition, the future state training process will also benefit from the improvements associated with the Bid and Award process.  Specifically, electronic training job bulletins and bid sheets will streamline the delivery of training to the engineering workforce.

A summary of key characteristics of the future state Training and Certification Process for the Assignment Office and Managers include the following:

· Comprehensive record of employee training, certifications and qualifications available via EMMS

· Workforce analysis and forecasting tools enable timely and proactive identification of training needs and help target training deficits

· Ad hoc query and reporting tools enable access to meaningful training information by employee, division, territory, or equipment.

A summary of key characteristics of the future state Training and Certification Process for Employees include the following:

· Employees access their training data and certification records online 

· Ability to view training opportunities (i.e., training bulletins) over an intranet or the Internet 24 hours a day.

Organizational constraints and considerations identified to date include:

· Shift in data entry responsibilities from Assignment Clerks to Field Managers

· HR or other departments currently maintaining employee training and qualification data must participate in consolidating and granting access to data for real time queries of employee qualifications and certifications.

Figure 5-4 illustrates the future Training and Certification Process.   Appendix B provides a detailed description of each step and activity supporting the future state Training and Certification process.  The Appendix also identifies key target metrics and indicators that further highlight the significance or business impact of the future process.

Figure 5-4, Training and Certification To-Be Process Map
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5.4 Reporting

The future state Reporting process substantially reduces the level of effort expended by the Assignment Office in supporting ad hoc requests for information, manually compiling reports, and reconciling data from multiple systems.  Further, through increased accuracy, timeliness, and availability of personnel and assignment data, the monthly distribution of hard copy force account reports will no longer be required.

A summary of key characteristics of the future state Reporting Process for the Assignment Office and Managers include the following:

· Field and HQ Managers access timely and accurate workforce account information directly, via online ad hoc queries and canned reports;

· The Assignment Office leverages improved data quality and enhanced workforce analysis tools to monitor workforce needs and help ensure full utilization of employees.

A summary of key characteristics of the future state Reporting Process for Employees include the following:

· Employees query select force account data online as needed locate positions and remain active
Appendix B provides a detailed description of each step and activity supporting the future state Reporting process.  The Appendix also identifies key target metrics and indicators that further highlight the significance or business impact of the future process.

6 Detailed Requirements Summary 

This section summarizes the functional and technical requirements captured in the RTM in Appendix C. This section also provides a statistical accounting of the requirements.  The statistical analysis provides a view of how many requirements are “Essential”, “Desired”, or “Nice to Have” (i.e., high, medium, or low).  

The functional and technical requirements contained within the EMMS RTM provide detailed, “system shall” statements to support the future state concept of operations and processes previously described in this document.  These requirements represent the initial baseline requirements that will form the basis of solution identification and evaluation.  

A statistical analysis of the requirements identified in the RTM indicates that the majority of the requirements identified are critical for efficient operations of the Engineering Workforce Management department.  It is important to note that a major category of requirements that are were not identified as high priority by [Company] are those aimed at providing forecasting tools to project managers.  These requirements are deemed non-critical to a successful implementation of the EMMS, but are identified as desirable for future functionality.  

Table 6-1, Summary of Detailed Requirements

	SUMMARY OF DETAILED REQUIREMENTS

	Criticality Level
	# Requirements
	% Of Total Requirements

	High
	224
	93%

	Medium
	9
	4%

	Low
	9
	4%

	Total Requirements
	242


7 Technical Requirements Summary

This section summarizes the technical requirements needed to support the EMMS.  While specific EMMS technical requirements are included in the RTM within the primary enabled, corresponding functional area, the following table categorizes the technical requirements according to the specific technical capability addressed.

Table 7-1, EMMS Technical Requirements 

	Technical Requirement
	Summary Description

	Architecture
	· The system must be platform independent and able to execute using an operating system and RDBMS consistent with [COMPANY] technology standards. 

· The system must be web based and support application processing via the internet.  

· Employees must be able to access a system online in their offices, remotely via 56K line or via an IVR telephone system.

· The system must support data updated and retrieval through the internet/intranet and the IVR system simultaneously. 

· The system must be able to exchange data with other databases (SAP, external training and certification DBs) using industry-standard protocols (such as XML or SQL).

· The system must be able to exchange data with the IVR system using industry-standard protocols (such as XML or SQL).

	Security
	· The system must be able to create different authorization profiles depending on the task assignment. 
This includes restricting access to data and functions.

	Integration
	· The system must be able to interface with SAP and training and certification databases to retrieve HR/Payroll and headcount information. 

· The interfaces provide real-time or near real-time data exchange.

· The system must provide the ability to schedule interfaces or execute them on demand.

	Workflow
	· The system must be able to set up workflow to send notifications to the assignment office about requested position and gang changes, to notify field managers about award status and to route training gang requests. It also must be able to confirm bids for employees and to notify supervisors about status of positions, bids and training.

· The system must also be able to route reports to selected printers.

	Auditing
	· The system must maintain an audit trail of changes that occur to system data, including the user who is updating the data and when the data was updated.

· The system must be able to audit workflow to verify that [COMPANY] procedures have been followed.

	Reporting
	· The system must provide the ability to extract reports about all data kept in the system in text, fixed length or comma delimited format

· The system must be able to extract historical data as well as current data. 

· The system must provide the ability to schedule report execution or execute reports on demand. 

· The system must provide canned report, tickler report and the ability to create ad-hoc reports.

	Data Driven Configuration and Customization
	· The system should be able to configure all security requirements based on tasks assigned and data accessed. 

· The system should support data driven configuration of all required business rules.

	Archiving
	· The system should be able to mark data as archived, so that reports extract these information only if requested.

	Performance
	· The system should allow executing standard reports with rapid-response time.

· Ad hoc report generations must have minimal system performance degradation.

	Capacity
	· The system should be able to view and enter bids for up to 350 employees concurrently. 

· The system should be able to allow a minimum of 25 bid transactions per day.

· The system must provide unlimited data storage capacity.

· The system must support at least 3000 named users.

	Availability
	· The system should be available 24/7 online (office, remote access) or via IVR telephone system for users using either system.




Appendix A – interviews and workshops

This appendix lists the interview and workshop participants that contributed to the requirements development effort.

Table A-1, Interview / Workshop Attendees

	Contributor
	Title
	Date

	Charles McMahon
	Senior Director, Equipment
	August 18, 2004

	Dawn Bey
	Assignment Clerk
	Various

	Gerald Nangle
	Director, Policy, Procedures and Standards – ET
	August 18, 2004

	Herbert Gray
	Contract Compliance Officer
	August 19, 2004

	James White
	Senior Manager, Equipment/Vehicles
	August 18, 2004

	Jim Audley
	Director, Project Manager Standard
	August 19, 2004

	John Lesh
	Program Director, Logistic Support
	August 18, 2004

	Lisa Sanchez
	Assignment Clerk
	Various

	Michael Calderone
	Director, EAM Systems
	August 19, 2004

	Robert Coleman
	Project Manager Engineer
	August 18, 2004

	Robert Jones
	Director, Automotive
	August 18, 2004

	Robert Prater
	Safety Manager
	August 18, 2004

	Steven Yates
	Senior Project Officer
	August 19, 2004

	Thomas Olechowski
	Director, Structures Maintenance
	August 18, 2004

	Tom Mulvey
	Director, Workforce Management
	Various

	Vera Henry
	Assignment Clerk
	Various

	Walter Heide
	Senior Program Director
	August 19, 2004

	Wayne Stafford
	Assistant Division Engineer, C&S Mad North
	August 18, 2004

	William Bryan
	Senior Engineer, Signal Maintenance
	August 18, 2004

	William Ebersohn
	Program Director, Engineering Systems
	August 19, 2004

	Barbara Centanni
	Administrative Assistant, Engineering Department
	September 3, 2004

	Russel Lawrence
	Requirements Direction, [Company] Technology
	September 7, 2004

	Derek Rost
	Technical Architect, [Company] Technology
	September 7, 2004

	Arwind Shelkar
	SAP Specialist, [Company] Technology
	September 7, 2004

	Joie Pachero
	SAP Specialist, [Company] Technology
	September 7, 2004

	Brian Riley
	SAP Specialist, [Company] Technology
	September 7, 2004


Appendix b – critical events lists

Table B-1, Bid and Award Process “AS-IS” Critical Events List

	Event
	Type of Event
	Description
	Business Impact


	1. Request position and/or gang change
	Initiator
	· As part of daily work activities Engineering Field Supervisors will regularly initiate manpower changes and contact the Workforce Management Assignment Office to fill/bid open positions, or establish new positions.  
· Position and/or gang changes also originate as a result of budgetary changes and therefore may be requested by HQ Managers.  
· Communication between the field and the assignment office is manual; staffing needs are communicated verbally, or via telephone, email, or paper forms.
	· Approximately 25% of an assignment clerk’s time on a weekly basis is involved in receiving, verifying, and processing position changes.

· 25-30% of the 7000 yearly assignment transactions stem from new positions or position changes



	2.  Monitor HR/Finance database for personnel changes
	Initiator
	· Assignment Clerks proactively query the Human Resources and Payroll (HR/SAP) databases to identify vacant gang positions, and positions filled by means other than Bid and Award process, by comparing HR personnel records, timesheet/payroll data, and EPS records.  Discrepancies among these systems often indicate positions that have been vacated due to terminations, bumps, employees on leave status. After consulting with Field Supervisors, the Assignment Office will take the appropriate assignment action.
	· There is a 14 day lag from when payroll data is recorded (i.e. a timesheet is entered into the payroll system) to when it is available for Workforce Management to research.

· Assignment clerks spend approximately 20% of a workweek researching vacant positions and interacting with Field Managers to determine a course of action for vacant positions.

	3.  Employee fills a vacant position
	Initiator
	· An employee may elect to fill a vacant position.  Employees generally have outdated knowledge of vacant positions.  

· All vacant positions must be bid to allow other qualified employees an equal opportunity to fill that position.  The employee currently filling the vacancy may also bid at that time.
	· Inaccurate vacancy information results in improper workforce utilization which may result in unnecessary overtime

	4.  Receive notification of training gang completed
	Initiator
	· Once a training gang has successfully completed training, the Assignment Office updates EPS and assigns the members of the training gang to open positions requiring the newly acquired skill set and qualifications.
	· Manual notification of training completion may cause up to 7 day lag time between completion of training and availability of qualification data.

	5a.  Review staffing need and consult Organization Chart for position authorization 
	Process
	· Within the Assignment Office, requests to fill positions may be divided among Assignment Clerks according to assigned labor contract and geographic territories.
· Positions are validated against the workforce budget by manually reviewing a hard copy organization chart to compare the total headcount in a cost center with the number of actual filled positions.  
	· 100 requests to fill open positions received per week (10 week peak period may yield 300 requests/week)

	5b.Is position authorized?
	Decision
	· At times, if org chart updates are known to lag actual position funding levels, the Assignment Office Manager may approve the staffing request. (Org Chart discrepancies are generally known via informal communication channels.) 
	· Lack of access to accurate authorized position headcount data by Field Managers may result in under staffing which leads to unnecessary overtime.


	6.  Wait for increase in authorized headcount
	Process
	· Requested position is not authorized/ funded, therefore the bid bulletin is put on hold until authorization is acquired.  If a Field Manager requests a position that is not funded, they must fill out paper work, a staffing summary sheet, for the approval process to begin.
	· The Staffing Summary Sheet process is labor-intensive and requires an extensive paper trail of authorized signatures. The processing of staffing summary sheets is approximately 25% of an administrative assistant’s workweek.

	7. Create/ Modify Gang
	Manual Operation
	· Assignment Clerk creates/modifies gang(s) in the EPS system based on information received from Field Supervisor or Assignment Manager.
	· Updating the EPS with position data requires interaction with the responsible field manager via telephone/fax/email, as well as tracking a paper folder of notes and other correspondence.  These activities consume approximately 10-25% of an Assignment Clerk’s time.

	8. Create positions
	Manual Operation
	· Assignment Clerk creates/modifies position(s) in the EPS system based on information received from Field Supervisor or Assignment Manager.
	· 

	9. Manually adjust position information
	Manual Operation
	· Assignment Clerk manually updates specific position data in EPS including Roster Pay Required, Qualifications, Position Information, Tour of Duty and Duties.  The majority of positions have standardized data that is not modified.  However, in certain situations, details of the position may be modified manually to accurately reflect unique position conditions.   
	· 

	10. Generate and distribute bulletin and update telephone IVR system
	Manual Operation
	· Assignment clerks setup and generate position bulletin packages using EPS; completed packages are then copied and distributed via US Mail and/or couriered to 150 sites where they are physically posted for review by employees.  
· Additionally, Assignment Clerks record the bulletins in a telephone system that allows employees to dial an 800 number to check for available positions. 
· Bulletin deadlines are tracked manually on a weekly cycle.  Deadlines and cycles are driven by Collective Bargaining Agreements. 
	· Typical Bid and Award cycles occur over a 7-day period from when the bid is posted to when it is closed.

· Weekly distribution of bulletins consumes 12 hours per week of an Assignment Clerk’s time to stuff envelopes.

· Weekly update of the 800 number consumes 5-6 hours per week of an Assignment Clerk’s time

· Distribution of bulletins consumes approximately $350 in postage.



	11.  Post bulletin
	Manual Operation
	· A Field Supervisor or designee at each of the 150 sites manually posts the bulletins for review by employees.  

· Once the bid cycle closes, the Field Supervisor/designee will manually remove the bulletins.
	

	12. Employee submits bid sheet
	Manual Operation
	· Employee obtains a bid sheet from headquarters, via fax request, or at job site location, and returns it to the Assignment Office via any available channel including fax, courier, or mail.
	· Employees may not have reliable access to bid sheets, which may result in grievances or complaints over submitting a bid sheet after a particular bulletin has been closed.

	13. Enter bids by employee or bulletin
	Manual Operation
	· Assignment Clerks manually key in bid sheets into the EPS as they are received.  The original hard copy bid sheet and any attachments are filed for future reference.
	· Entering and manually verifying the information on bid sheets takes up the majority of an Assignment Clerks’ daily workload.

.

	14. QA bid sheets
	Manual Operation
	· Assignment Clerks perform quality assurance checks to manually verify the completeness and accuracy of the bid sheets. 
	

	15. Check bidder qualifications and seniority
	Manual Operation
	· Assignment Clerks manually verify bidder qualifications and roster seniority.  While some qualification and seniority checks are automated within EPS, manual verification is required to sort out discrepancies among the different qualification coding schemes used across the various qualification databases and to validate missing employee qualifications.  
· Currently 112 roster classes exist.
	· 10% of an Assignment Clerk’s workweek is required to manually check employee qualifications and update EPS.

	16. Award positions
	Process
	· An Assignment Clerk runs the EPS Auto Award function to match bulletins to employee bid sheets and award positions according to employee preference, qualifications and seniority.  EPS will automatically update the appropriate employee, position and gang records once the effective date of the award arrives.
	· None identified.

	17.  Analyze award report and notify Job Manager of award status
	Manual Operation
	· An Assignment Clerk analyzes the Award report to determine remaining unfilled positions.

· Vacant positions are highlighted and reviewed with Field Managers to determine if the position should remain vacant, if a new bulletin should be posted or if the position should be abolished. 

· Communication between the assignment office and Field occurs via informal channels including hard copy reports, telephone and fax.
	· Manual communication delays information dissemination to Field Supervisors, resulting in inefficient project management.

	18.  Abolish vacant or unfilled position
	Decision
	· Field manager makes the decision to either abolish a vacant or unfilled position or to re-enter the position into the Bid & Award process.

· As a result of business rules, clerks automatically re-bid positions.
	· Field managers notify Assignment Clerks via telephone/fax/email to make the modification in the EPS.

	19. Generate Award notices
	Process
	· Assignment Clerks post bid results via an 800 number and award notices are mailed weekly via U.S. mail to the 150 job sites along with current open bulletins.  
· Employees call into the system to hear that week’s bid results.
· Occasionally employees call the Assignment Clerks directly for bid status.  
· No attempt is made to specifically notify successful or unsuccessful bidders.  
	· Distribution of award notices is a time-consuming process, which includes stuffing envelopes.  

· No capability to notify individual employees of specific, high-priority awards.



	20. Update Roster Seniority
	Process
	· The EPS system automatically updates the roster seniority.  This process is performed every three months.
· Exceptions that result in a loss of seniority (i.e., bid downs, bump outs, and position abolishments) must be manually updated
	· Assignment clerks manually track additional seniority information based on the award, training and Bump processes.  The update of the seniority roster includes a manual step to incorporate this information.

	21. Generate Roster reports
	Process
	· Assignment Clerks generate the Roster report in preparation for the yearly quality assurance activity to validate and update the roster to reflect personnel actions that have occurred throughout the year but not recorded in EPS.
	· 40-50 employees are discovered in the reconciliation process that, on average, have received 2-3 months of benefits (at a cost of $700/month) that the employee is not entitled to.



	22. QA roster
	Manual Operation
	· Assignment Clerks QA the rosters once a year to update the rosters to reflect the current workforce status.  For example, a significant number of updates occur to remove terminated employees from the roster.  Other updates include reflecting the appropriate roster status for employees bumped from positions.  This QA process includes reconciliation with Human Resources and Payroll to synchronize employee status across systems.
	

	23.  Request Ad-Hoc reports
	Manual Operation
	· Due to the lack of EPS access beyond the Assignment Office, Field and headquarters management regularly request ad hoc workforce status reports.  
	· Manual effort to compile reports; increased potential for introduction of errors; may result in Field/Project Managers relying on incorrect or out dated information

	24.  Generate Ad-Hoc reports
	Process
	· Assignment Clerks compile many of these ad hoc reports manually using a combination of EPS, HR and other Engineering databases.  Reports are generally provided in hard copy or in Excel spreadsheets.
	

	25.  Check award status
	Manual Operation
	· Employees manually check the award status by calling the 800 number, consulting one of the 150 sites where award information is posted, or simply calling the Assignment Clerks.  

· Employees are not notified when a award cycle completes, instead the award cycle milestone dates are generally known as a historical business operation or word of mouth.
	· Delays in communication of award status to Field Supervisors and employees results in inefficient project management.




Table B‑1, Bump Process, “AS-IS” Critical Events List
	Event
	Type of Event
	Description
	Business Impact

	1.  Abolish/ Change Position
	Initiator
	· A Field Supervisor may abolish or substantially change the details for a position thus requiring the incumbent employee to bump into another position.  

· Currently, the field manager will telephone, fax, or email the Assignment Office to notify them of position or gang changes.  This notification almost always occurs after the change has already occurred.
	· Manual notification process results in lags in updating EPS and ultimately in outdated force account data.

	2.  Field Manager notifies Assignment Clerk of need to recall employee
	Initiator
	· To maintain an adequate workforce, at times a Field Supervisor may elect to recall an employee previously placed on furlough to fill a vacant or new position. The Field Manager must notify the Assignment Office when they desire to recall an employee from furlough status.  The Assignment Office maintains the furlough list and will perform the steps to actually recall the employee and update the appropriate systems.  
	· Employees furloughed because they failed to find a position within the labor union time frames after being displaced during a bump are costly to [Company].  Although they are not paid, furloughed employees continue to receive benefits.  Further, failure to utilize a furloughed employee as part of the workforce means a reduction in skilled workers and increased workforce training costs.

	3. Employee bumps into a position
	Initiator
	· An employee with the appropriate skills, qualifications and seniority can bump into a position for several reasons including upon return to service from a leave of absence or to obtain a more desirable position.  

· An employee generally knows what position he wishes to fill and whether he possesses the necessary qualifications.

· The employee will submit his hard copy qualifications card and completed paper triplicate bump slip to the Supervisor to initiate the bump.
	· See impact for events 4 and 5 below.

	4. Field manager checks employee’s qualifications
	Decision
	· The Field Supervisor must verify the bumping employee’s qualifications on the spot.  Field Supervisors must query multiple databases and contact several departments (Workforce Management, Human Resources, Safety, etc.) to verify all of the appropriate qualifications and at times, disciplinary actions.  

· [Company] employees are required to carry their qualifications with them, but qualifications may be lost, invalid, or forged.  

· Assignment Clerks often assist in tracking down qualifications through telephone/fax/email inquiries. 

· Once the employee is deemed qualified, the Supervisor will complete a paper form (F2000) to notify HR/Payroll of the assignment and cost center change, if appropriate.
	· Bumps occur in the field daily; manually validating employee qualifications is extremely labor intensive, approximately 10 different databases or qualifications must be checked. 

· There is a 2-3 day duration for the verification of employee qualifications by Field Managers.

· Depending upon the qualification and the position, Field Managers may not have the time to adequately check qualifications, putting [Company] at risk of filling positions with unqualified employees.

· F2000 form is long and tedious to complete, taking approximately 30 minutes to type/ complete.

	5.  Receive notification of change
	Manual Operation
	· The Assignment Office receives notification of a bump after the assignment change has occurred.  The Field Supervisor must fax or mail the bump slips to the Assignment Office. At times, notification from the field is never received and the Assignment Clerk must trace employee bumps by reviewing timesheet and payroll records.
	· Bump slips are frequently submitted to the Assignment Office late or not at all.  Clerks must trace the trail of bump slips and timesheets to determine an employee’s current gang assignment. 

	6. Update position in EPS
	Manual Operation
	· The Assignment Clerk records the assignment change(s) in EPS.
	· The updating of position data in the EPS may be as far as 15 days behind the initiation of the Bump process.

	7.  Displaced employee finds position within the appropriate time limits
	Decision
	· Displaced employees must independently find a position to fill.  If an employee does not find a position within the time period designated by their labor agreement (generally 5 to 10 days), the employee is placed on furlough status.
	· Employees may not have readily available access to force account and seniority information, making the process of finding a position more difficult and time consuming.

· Field managers may not have all of the information required to ensure that an employee is placed on furlough status.  (For instance, an employee may be on leave, which does not require that employee to find a new position.)

	8.  Employee displaces incumbent
	Process
	· Employee bumps the incumbent employee out of their position, thus beginning/ continuing the Bump process. The incumbent employee retains the seniority that he/she has accrued in their original position.  
	· Bumps frequently require manual updates to seniority roster by the Assignment Office; lag in notification of bumps further complicates roster updates and may result in roster inaccuracies

	9.  Employee put on furlough list
	Process
	· After being displaced, if an employee is unable to find a position, their Field Manager will place them on furlough.  

· The Assignment Office tracks a list of furloughed employees manually.

· Furloughed employees are prohibited from bidding on open positions, however employees may be recalled from furlough at the discretion of management.  
	· Manual tracking may result in employees remaining on furlough (and collecting benefits) longer than required.

· These benefit payouts are estimated at $700 per month per employee.


Table B‑2, Training and Certification Process, “AS-IS” Critical Events List
	Event
	Type of Event
	Description
	Business Impact

	1.  Hire new employee
	Initiator
	· HR processes new Engineering employees and ensures they attend training classes within the first two weeks of their hire at [Company].
	· Manual transfer of records from the Human Resources system causes delays in applying resource to workforce.

	2.  Assign employee to workforce/ gang
	Initiator
	· A new employee who joins the Engineering team may also require training, if they need an additional qualification to perform the job for which they were hired.
	

	3.  Employee Requests Training
	Initiator
	· As of 8/01/04, under certain criteria, employees may request training on operating rules (not equipment training) and [Company] must respond.  

· Requests are paper based, manual, mail and fax.  
	· Twenty requests have occurred within the first two weeks of inception of this program.

	4. Notified that employee certification is expiring
	Process
	· According to FRA, employees are ultimately responsible for keeping their qualifications up to date, however, Field Managers monitor the certifications of the employees on an ongoing basis. 
	· Field Managers maintain certifications and qualifications in divisional/local databases that are not integrated.

	5.  Identify training need
	Initiator
	· Field Manager manually notifies Assignment Office of training needed to accomplish planned work.  Generally, immediate action is required.
	· 30-60 days between notification for training needed and start of training

	6.  Employee completes [Company]/FRA mandatory and/or Safety certification 
	Process
	· New Employees are required to take the ATMZ and RWP and Safety certification trainings within the first two weeks of hire at [Company].  This data is tracked in SAP; however, the data may not be available. 
	· The SAP data available to Field Managers is out-of-date.

	7.  Update training and qualification databases
	Manual Operation


	· Employee training, certification, and qualification data is maintained in multiple systems across multiple departments, according to business function.  For example:
· The Safety department maintains safety certification data.
· The Operations department maintains operating rules certification data.
· The Human Resources department maintains general employee training records.  HR also records training completion data in the ETS database.
· Vehicle department maintains CDL data.
	· Assignment Clerks and Field Managers do not have access to all training and qualification databases, requiring a time-consuming telephone request process to verify training, certifications and qualifications.

	8.  Employee Certification report
	Document
	· Assignment Clerks create reports for the territories where employees have received training for a certification and manually distribute this report to Field Managers to identify training needs.
	· Delays in receipt of certification data by Field Managers complicate assignment and project management. 

	9.  Create a Training Gang
	Process
	· Assignment Clerk responds to requests from the field and creates a training gang to put up for advertisement.  This initiates the training bid process.
	· Assignment clerks initiate approximately 20-25 training gangs per year



	10.  Bid and Award process for Training Gang
	Pre-defined process
	· Assignment Clerk creates a bulletin to solicit participants for the training gang being offered.  Bulletins are distributed and posted at 150 job sites as in typical Bid and Award process.
	· Bulletin production and distribution costs (see Bid and Award)

	11.  Advertised/ unadvertised training updated in training database
	Manual Operation
	· The Assignment Office maintains a separate local database to track a history of all training offered to engineering employees. This database tracks information not recorded in EPS including training type, location, date, attendees, and scores.
	· Requires duplicate data entry to capture training data in additional standalone repository; creates additional source of information for employee training record

	12.  Provide employee training
	Process
	· Field Supervisors across multiple departments typically conduct employee training.
	· Field Managers maintain certifications and qualifications in divisional/local databases that are not integrated.  
· Management lacks comprehensive view of employee qualifications, certifications and training.

	13. Update local training/ qualifications database
	Manual Operation
	· Field Supervisors frequently maintain a local database of training results and employee qualifications.
	· 

	14. Receive notification of training completion
	Manual Operation
	· Assignment Clerk will receive manual notification from the field regarding the completion of employee training.
	· Telephone/fax/email correspondence may not be timely, and requires the assignment clerk to investigate training completion.

	15.  Record training (ETS) and qualifications (EPS) information
	Manual Process
	· Training relating to Engineering equipment is tracked as employee qualifications in the EPS and ETS databases.  This requires a manual process of ensuring that the qualification codes in the EPS are correct for the newly acquired qualification.
	· Assignment clerks perform duplicate data entry to track the same certifications and qualifications in multiple databases.

	16.  Bid & Award process for newly trained employees
	Process
	· The newly trained employee enters into the Bid and Award process.  The employee seeks out a new position that includes the newly acquired qualification and/or certifications.
	· Incomplete, untimely data for newly trained employee may lead to disputes over missing qualifications.

	17.  Bid & Award process for position
	Pre-defined process
	· Represents the Bid and Award process that results in no qualified employees to fill a high priority position.  
· This is a special circumstance that may initiate 1-on-1 training.
	· 

	18.  Is there a Qualified Bidder?
	Decision
	· This decision is identical to the normal Bid and Award process.
	· See Bid and Award.

	19.  Award position
	Process
	· This process is identical to the automated award process from the bid process flow.
	· 

	20.  Award position to most senior bidder
	Process
	· If no qualified bidders exist and under certain conditions, the Assignment Office will manually award the position to the most senior bidder meeting minimum requirements, and schedule 1-on-1 training for that employee.
	· 

	21.  Provide 1-on-1 Training
	Process
	· Field Supervisors across multiple departments conduct 1-on-1 training so the most senior bidder can obtain the necessary qualifications to perform the tasks of the position.  
· If the employee fails this training, it creates a vacancy for that position and may result in displacements and cancellation of advertisement/award.  This would put multiple positions back into the Bid and Award cycle.
· If the employee passes the training, the seniority roster for that position will be updated.
	· 

	22.  Update Consent Decree DB
	Manual Operation
	· The Assignment Office maintains the Consent Decree database to track data pertaining to 1-on-1 training, including the training date, employee, position qualified for, and pass/fail status.
	· Additional standalone database used to track employee training records requires manual re-keying of data

	23.  Update position in EPS
	Manual Operation
	· Assignment Clerks often perform dual data entry to ensure that the EPS system contains up-to-date training information.
	


Table B‑3, Reporting Process, “AS-IS” Critical Events List

	Event
	Type of Event
	Description
	Business Impact

	1.  Prepare ad hoc reports
	Ongoing Process
	· The Assignment Office regularly receives requests for workforce status information (i.e., personnel counts and distributions) from Field Managers, and HQ employees including Budget Analysts, Workforce Planners, Project Managers (i.e., for capital projects) and other Engineering Managers
	· Approximately 20 hours per week are spent responding to ad hoc requests for information.



	2.  Prepare force account reports
	Ongoing Process
	· The Assignment Office manually prepares a monthly force account report that tracks employees by financial/cost center.  

· Assignment Clerks must compile and reconcile workforce data from multiple sources (i.e., EPS, SAP HR/Payroll, timesheets, and paper forms) to track workforce/gang assignments and count the number of employees, vacancies, furloughs, and other statistics.

· Force account reports are manually prepared and distributed to multiple locations and offices, including 150 job sites for Field Manager and employee use.
	· Force account reports typically lack accurate information regarding the number of authorized but unfilled positions.

	3. Prepare statutory reports
	Ongoing Process
	· Assignment Clerks extract workforce data from multiple databases to respond to statutory reporting obligations, such as the 1-on-1 training consent decree database.
	· Manual effort to compile reports increases potential for introduction of errors.


Table B‑5, Bid and Award Process, “TO-BE” Critical Events List

	Event
	Type of Event
	Description
	Business Impact

	1.  Update EMM system to request a position or gang change
	Initiator
	· Field Supervisors and Assignment Clerks record position/gang and employee changes within EMMS as the changes occur.
· Position and gang changes include, but are not limited to, rate of pay, job code, and qualifications.
· Employee changes include, but are not limited to, return from leave of absence, change of employee status, furlough, or resignation/termination.
· Employee changes are routed to Human Resources and Payroll systems for immediate action.
	· Eliminates re-keying of paper based position change requests by Assignment Clerks.

· Human Resources and Payroll systems are immediately updated with employee status changes, reducing the number of occurrences of incorrect benefit payments.

	2.  Employee fills a vacant position
	Initiator
	· An employee may elect to fill a vacant position.  Employees will know of position openings by querying the EMMS database or by reviewing a list of openings via an IVR telephone system.
	· Accurate awareness of open positions and job opportunities increases employee satisfaction.

· Project managers no longer required to manually track force account data

	3.  Is position authorized?
	Decision
	· EMMS automatically verifies the approved headcount for a particular position against accurate engineering budgeted headcount data accessible by the system.
	· Reduces time required to accurately verify position authorization status.

· More reliable budget control increases project management effectiveness.

	4.  Review/ approve position and employee data and authorize bulletin
	Process
	· Assignment Clerk verifies and approves the position and gang information entered by the Field Supervisor.  

· Upon approval, the Assignment Clerk will initiate an automated bulletin creation process and make the electronic bulletins available for employee and supervisor review.
	· Quality assurance process ensures accuracy and validity of data and applies additional business rules.

	5.  Submit position and employee data to payroll/HR
	Process
	· Integrated systems allow changes made in EMMS to flow through to the appropriate HR/Payroll systems.

· Personnel actions transferred to HR/Payroll may include employee position/gang assignment changes, location changes, responsibility center changes and shift changes.
	· Real time integration improves data accuracy and prevents errors such as allowing an employee to charge an incorrect cost center after an assignment change or abolishment.

	6.  Check award status
	Process
	· Employees will have timely access to bid award status information by reviewing award results online or via the IVR telephone system. 

· Enhanced access to award results should substantially reduce the volume of telephone inquires made directly to Assignment Clerks.
	· Reduces time required to manage the award process due to enhanced access to award results.

· Increased workforce management capability due to enhanced access to award results.

	7.  Post online open/awarded position bulletin and update telephone IVR system 
	Process
	· An automated process within EMMS will make the open bulletins and award information available for employee to  review online.

· Integration with the telephone IVR system will post job openings/award announcements without manual intervention.
	· $350/week savings in postage through elimination of distribution of bulletins to job sites.

	8. Review positions and enter bid requests
	Process
	· Employees will review position descriptions and submit electronic bid sheets online or via telephone.  Bid cycles/deadlines will be controlled electronically. 
· Note: Scanable bid sheets will provide a viable alternative process for submitting bid data should infrastructure constraints prevent widespread system access by employees.
	· Increase in employee satisfaction due to timely and accurate access to position information.

· Eliminates re-keying of paper bid sheets by Assignment Clerks.

	9. Is employee qualified?
	Decision
	· EMMS automatically verifies that the employee possesses the required qualifications. Access to all relevant employee qualifications data via EMMS eliminates need to access multiple databases.
	· EMMS will have access to all qualification data, removing the need for Field Supervisors and Assignment Clerks to manually verify qualifications.

	10.  Award Positions
	Process
	· EMMS will include enhanced automation of the award process including enhanced embedded business rules over and above that of the existing EPS application. 
	· EMMS will have more reliable data, reducing the amount of manual QA required to finalize the award process

	11.  Notified of award results
	Process
	· Field supervisors receive electronic notification of award status and have the capability to query award results at any time.
	· Eliminates ad hoc requests from Field Managers to Assignment Clerks to report on bulletin and award results.

	12.  Abolish vacant/unfilled positions?
	Decision
	· Field supervisors determine whether positions that remain unfilled by the bid process will be abolished, or re-submitted to the Bid and Award process.  The Field Supervisor can re-submit the position or request that the position be abolished in the EMMS.
	· Reduces time spent managing vacant positions and abolishments.

· Field Supervisors will have increased control over the Bid and Award and vacancy processes.

· Vacant positions can be abolished in a timelier manner, thereby “redirecting” employees to fill critical, high priority positions.

	13.  Request that position is abolished
	Process
	· Field supervisor requests that the position is abolished in the EMMS, with coordination and approval by the Assignment Office.
	· None identified.

	14. Submit updated position and employee data to HR/Payroll 
	Process
	· Integrated systems allow employee record changes made in EMMS to flow through to the appropriate HR/Payroll systems.

· Personnel actions transferred to HR/Payroll may include employee position/gang assignment changes, location changes, responsibility center changes and shift in position number.
	· Increased accuracy of HR and Payroll records through real-time updates.

	15. Automated update of seniority roster 
	Process
	· EMMS will maintain the seniority roster with updates from both the Bid and Award process and the Bump process.

· An automated process will ensure accurate handling of roster update exceptions such as employee failing to qualify or failing to work a minimum amount of time in a position.
	· Assignment clerks will no longer be required to manually track or QA the 112 seniority rosters.

· Significantly simplifies/ eliminates the year-end QA process due to timely updates and exception handling year round.

	16. Manage workforce/ forecast needs
	Process
	· Workforce Management personnel will access accurate workforce data within EMMS to strategically and proactively analyze the condition of the workforce and forecast training and staffing needs.
	· Better planning and accurate data results in more efficient management planning and workforce utilization.

	17.  Training gang completed
	Process
	· Assignment Clerks will access EMMS to determine when training gangs are completed and when positions/bulletins should be posted.
	


Table B‑6, Bump Process, “TO-BE” Critical Events List

	Event
	Type of Event
	Description
	Business Impact

	1.  Employee Bumps into a position
	Process
	· An employee having optionally reviewed a workforce report and/or roster online may bump into a position by filling out an electronic bump slip in EMMS.
	· Electronic bump slips enable increased accuracy of assignment tracking and streamlines HR/payroll notification



	2.  Enter Bump into EMM system
	Process
	· Field Supervisors completes the appropriate portion of the electronic bump slip.

· EMMS records an electronic signature to reflect the supervisor’s role in processing the bump slip.
	

	3.  Is employee qualified for position?
	Decision
	· EMMS automatically verifies that the employee possesses the required qualifications. Consolidation/integration of all relevant employee qualifications data within EMMS eliminates need to access multiple databases.
	· EMMS will have access to all qualification data, removing the need for Field Supervisors and Assignment Clerks to manually verify qualifications.

	4.  Update gang, position and employee status for bumping and displaced employee
	Process
	· EMMS updates the position and gang data to reflect the approved bump.

· The system updates the displaced employee’s status as displaced, thus beginning the time period for how long the employee has to find a new position.  

· The system also updates the roster seniority as needed to reflect the appropriate roster seniority update following a bump.
	· Eliminates the need to track and store paper bump slips.

· Eliminates the need to manually track bump for seniority roster purposes.

	5.  Employee finds position
	Initiator
	· An employee who wishes to identify a new position or a displaced employee who must find a new position can review a workforce report, vacancy report, and/or seniority roster online.  
	· Increased employee satisfaction by providing greater access to job opportunities in the form of vacant, open, and “bumpable” positions.

· Increased employee utilization; displaced employees more rapidly find positions for which they qualify

	6.  Change employee status to furlough
	Process
	· EMMS will automatically update a displaced employee’s status to furlough if that employee’s status has not changed from displaced in the allotted timeframe. 

· The furlough list will be automatically updated and readily available to Field Managers via EMMS allowing employees to be identified for lay offs as appropriate.

· Similarly, the system will remove the employee from the furlough list once the employee is reassigned or recalled.
	· Better management and utilization of furloughed employees will result in $700/month/employee savings in unnecessary benefit payouts.

	7. Submit updated position and employee data to HR/Payroll 
	Process
	· Integrated systems allow employee record changes made in EMMS to flow through to the appropriate HR/Payroll systems.

· Personnel actions transferred to HR/Payroll may include employee position/gang assignment changes, location changes, responsibility center changes and shift changes.
	· Increased accuracy of HR and Payroll records.

	8. Position, employee and bump data
	Data
	· EMMS will track the history of position changes and bump activity and generate ad hoc and canned reports for improved workforce management.
	· Eliminates ad hoc requests of Assignment Clerks to report on workforce status.

	9. Notify assignment office of bump status
	Process
	· Workforce Management personnel will receive automated notifications of bump activities, as well as have the ability to query EMMS for position changes and bump activity.
	· Bumps recorded electronically as they occur will substantially increase the accuracy of personnel counts and assignment information.

· It will also alleviate the administrative burden on Assignment Clerks to manually trace bumps and assignment changes after they occur.

	10. Manage Workforce Abolish/Change Position or Recall Furloughed Employee
	Initiator
	· The Assignment Office and Field Managers leverage accurate workforce data (including vacancies, and gang assignments) to support workforce planning and forecasting.
	· Improved access to accurate data allow Project Managers to proactively manage the workforce, reduce overtime and increase workforce utilization


Table B‑7, Training and Certification Process, “To-Be” Critical Events List
	Event
	Type of Event
	Description
	Business Impact

	1.  Hire new employee
	Initiator
	· HR processes new Engineering employees and ensures they attend two training classes within the first two weeks of their hire at [Company]; ATMZ and RWP.
	· Automated notification/ transfer of new hire record eliminates paperwork lags and reduces lead time to put new employee into active duty

	2.  Assign employee to workforce/gang
	Initiator
	· A new employee who joins the Engineering team may also require training, if they need an additional qualification to perform the job for which they were hired.
	

	3.  Employee Requests Training
	Initiator
	· EMMS will allow employees to submit electronic requests for training directly, or allow Field Supervisors to enter training requests for their employees.
	· Improves accuracy of data statistics regarding employee training requests (required for management reporting)

	4.  Provide Employee Training
	Process
	· Field Supervisors typically conduct employee training.
	· Eliminates need for Field Supervisors and Assignment Clerks to manually track/investigate training needs and expiring certifications.

	5. Generate list of expiring employee certifications
	Process
	· Field Supervisors will receive automated notifications and tickler reports from EMMS when employee certifications are expiring.
	· 

	6.  Identify Training Need and Enter Request into EMMS
	Initiator
	· Field Supervisors forecast training needs and develop and track comprehensive immediate and long-range training plans within EMMS.
	

	7.  Employee completes [Company]/FRA mandatory and/or Safety certification 
	Process
	· New Employees are required to take the ATMZ and RWP and Safety certification trainings within the first two weeks of hire at [Company].  
	· See impact for event 1

	8.  Update training and qualification databases
	Process
	· Automated process/interface keeps employee training, certification, and qualification data current and in synch
	· Enables consolidated record of employee training, qualification and certification data as needed to support verification of assignment changes

	9.  Employee Certification report
	Document
	· EMMS will provide tickler reports for Field Supervisors of certification expiration, as well as Field Supervisor access to certification reports.

· EMMS will integrate with and access certification data from other [Company] databases as needed to provide a comprehensive view of employee qualifications and certifications
	· Reduce administrative burden; Assignment Clerks will no longer have to disseminate certification reports.

	10.  Create/ approve training gang
	Process
	· The Assignment Clerk reviews training requests submitted electronically by a Field Supervisor and creates/approves a training gang.  
	· EMMS will provide for centralized tracking and reporting of employee training requests.

	11.  Bid and Award process for training gang
	Pre-defined Process
	· Assignment Clerk executes the Bid and Award process to solicit members for the training gang.
	· Savings in bulletin production and distribution costs (see Bid and Award)

	12.  Record training and qualification information in EMMS
	Manual Operation
	· Field Supervisors and Assignment Clerks record and track all relevant engineering training and qualification information within EMMS.  
· EMMS interfaces with other [Company] systems as needed.
	· Increases accuracy of workforce training data

· Streamlines tracking and reduces level of effort required to maintain employee training and qualifications

	13.  Bid & Award process for newly trained employees
	Process
	· The newly trained employee enters into the Bid and Award process.  The employee seeks out a new position that includes the newly-acquired qualification and/or certifications.
	· Increases workforce effectiveness, by automatically identifying unfilled positions that require/match the newly acquired employee certifications.

	14.  Bid & Award process for position
	Pre-defined Process
	· Represents the Bid and Award process that results in no qualified employees to fill a high priority position.  
· This is a special circumstance that may initiate 1-on-1 training.
	· See Bid and Award.

	15.  Is there a Qualified Bidder?
	Decision
	· EMMS automates the qualification verification process as described in the bid process flow diagram.
	

	16.  Award position
	Process
	· EMMS automates the award process as described in the bid process flow diagram.
	

	17.  Award position to most senior unqualified bidder
	Process
	· If no qualified bidders exist, EMMS will identify and award the position to the most senior bidder that meets a set of minimum requirements and propose 1-on-1 training for that employee.
	· Automated business rules for 1-on-1 training reduce level of effort required by Assignment Clerks for manual determination

	18.  Provide 1-on-1 Training
	Process
	· A Field Supervisor conducts 1-on-1 training so the most senior bidder can obtain the necessary qualifications to perform the tasks of the position.  
· If the employee fails this training, it creates a vacancy for that position.  This would put the position back into the Bid/Award cycle.
	· None identified.


 Table B‑8, Reporting Process, “To-Be” Critical Events List

	Event
	Type of Event
	Description
	Business Impact

	1.  Prepare ad hoc reports
	Ongoing Process
	· Field Managers, and HQ employees including Budget Analysts, Workforce Planners, Project Managers (i.e., for capital projects) and other Engineering Managers query and extract data from EMMS directly without assistance from the Assignment Office.
	· Eliminate time spent by Assignment Clerks manually supporting ad hoc workforce reporting requests



	2.  Prepare force account reports
	Ongoing Process
	· EMMS generates a canned report reflecting the monthly force account report that tracks employees by financial/cost center.  

· Force account reports are available at any time for review by authorized [Company] employees.
	· Timely and accurate force account reports track the status of all employees and all positions (i.e., funded, filled and unfilled)

	3. Prepare statutory reports
	Ongoing Process
	· Assignment Clerks extract workforce data from EMMS to respond to statutory reporting obligations.
	· Improved accuracy in management reporting


Appendix c – detailed requirements/rtm

The tool used to capture the EMMS detailed requirements, the Requirements Traceability Matrix (RTM) is depicted below:

Figure C-1 Sample RTM

	F1.0 Bid and Award Process
	 

	Req. Nmbr.
	Type
	Priority
	Requirement
	Source 
	Impact
	Current
Baseline
	Comments/Issues/

Clarification

	 
	F=Functional
T=Technical
	Criticality (H=High, M=Medium, L=Low)
	 
	Industry Best Practice
	AMTARK Documentation
	Individual Contributions
	Meetings / Teleconferences
	Cross Department Functionality
	Legacy Systems
	New Functionality
	 

	Manage Positions and Gangs


The RTM is a tool that captures requirements in a categorized format and provides the means to trace the requirements back to its source.  Such a matrix is designed to promote systematic, process-by-process consideration of business requirements, which will help ensure that the requirements development process is thorough and the results are complete. The matrix is also intended to facilitate a prioritization of requirements that will support a practical and appropriate consideration of packaged alternatives.

The detailed organization of the RTM includes—

· Req. Nmbr. —A sequential number that assists with identification of a requirement within a category.  Requirement numbers are simply sequential and do not connote a hierarchy or level of importance within a category.

· Type – Denotes if the requirement is Functional (F) or Technical (T) in nature.  Most requirements were categorized as Functional.  Functional requirements include all requirements fundamental to the business process.  Technical requirements include all requirements that have a strong technology component

· Priority — Indicates the level of importance of each requirement to the success of the solution implementation.  Each individual requirement is coded with an H for highly critical/essential, an M for moderate criticality, and an L for low criticality/desirable. 

Essential Requirements are categorized as such for one of two reasons. First, they are features important to the effectiveness and efficiency of the organization.  No effective workarounds exist for these requirements.  Lack of inclusion of an important feature will affect mission critical functions and business processes.  Next, a requirement may be categorized as Essential because it is a necessary feature driven by regulation (perhaps Federally mandated). 

Moderate criticality requirements include features that are important to the effectiveness and efficiency of the organization, but workarounds do exist.  

Low criticality requirements represent nice to have features or “wish list” needs.

· Requirement—Provides a textual description of the requirement.

· Source— There are four different sources of the requirements including:

· Industry Best Practices - Best Practices are defined as a technique or methodology that, through experience and research, has proven to reliably lead to a desired result. Such requirements were gathered based upon in-house expertise and experiences with similar projects.  Additional requirements in this categorization include requirements that the team independently researched.  
Please note that the requirements in this category are not traced back to a specific source.  
· [COMPANY] Documentation– All requirements categorized as such were found through careful review of [COMPANY] provided documentation.
· Individual Contribution – [COMPANY] staff provided these requirements.  These requirements include those gathered via interviews and workshops that are attributable to a single individual.
· Meeting/Teleconferences – All requirements in this category were gathered in group meeting or teleconference sessions. 
· Impact – Indicates if the requirement has a functional impact across department.
· Current Baseline – Maps the requirement to the current [COMPANY] technical and business environment.  Captures critical information to support the fit/gap analysis including:
· Legacy System – Checked if the current EPS system provides this functionality.
· New Functionality – Checked if the requirement represents functionality not available in the current EPS.

· Comments/Issue/Clarification — Captures general comments and issues that need to be resolved prior to package selection and/or implementation.

The complete EMMS RTM is contained in a MS Excel spreadsheet delivered in a separate file from this document.  To view the RTM, access the file titled “EMMS Baseline Requirements 9 24 04.”

� Metrics represent information as provided by [Company] subject matter experts.  
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