
Project Governance:

Intranet Steering Group

Terms of Reference

Purpose

· To steer the intranet strategy and exploitation both now and in the future

· To govern the main intranet project board (receiving project updates by exception,  where there are issues to resolve or key decisions to be made)

· To (1) steer the main portal implementation project, (2) steer other (new) projects under the Intranet Programme banner and (3) provide guidance to projects governed elsewhere that have an intranet component (however small)

· To own the benefits case for intranet and be accountable for delivery of the benefits blueprint 

Membership

The Board Sponsor (chair)

The Intranet Director

Key Business Unit Directors (3-4)

Key Functional Directors (3-4) – e.g. Comms, HR, Finance
[No More than 8-10 members overall]

Inputs

Standard or Extended Agenda (issued 3 days in advance by secretary)

Main Project Progress Summary 

· High Level Financial Summary (Costs/Benefits/Earned Value)

· Risks & Issues (graphical) Summary plus items escalated for attention

Project Progress Reports for other Projects under the Intranet Programme

Summary of Business-as-usual costs, issues, etc.

Proposed new Project Business Cases and other major changes for Approval

Current revised baseline of Original Intranet Business Case & Benefits Blueprint

Benefit Realisation Plan and Benefits Sign-off Sheets

Process

Review of inputs and items escalated by exception

Decision making process, fully minuted

Agree actions and steps to steer the realisation of the Intranet / eBusiness vision

Changes and enhancements to intranet business vision and business case

Outputs

Statement of Intranet ROI, updated half-yearly for the Executive

Re-baselined Intranet Business Case / Benefits Blueprint

Minuted key decisions

Frequency

Meets at least once every 2 months, 5-8 days after the monthly Project Board

At other times, as directed by the Executive Sponsor


Project Governance:

Intranet Project Board

Terms of Reference

Purpose

· To own the project plan and be accountable for delivery of the Main Intranet Portal Project, to time, budget, scope and business case

· Accountable for the provision of resources to the Project, including IT resources for design, build, test, etc. and user resources for requirements, user testing, acceptance, training and business implementation & change management

· To manage, mitigate and avoid risks, through an active management programme 

· To communicate about the project to end users and the organisation at large

· To be the owner for all Key Applications & Content during the life of the project

· To lead Migration Activities, to move old content or applications across to the new Portal

Membership

The Intranet Director (chair)

The Intranet Project Manager

The Intranet Project Assurance Lead

The Intranet Project Accountant

Senior Users (3-5)

Senior Specialists (3-4) – e.g. IT, Comms, HR, Finance
[No More than 12 members overall]

Inputs

Standard or Extended Agenda (issued 3 days in advance by secretary)

Detailed Main Project Progress Summary 

· Detailed Progress Update against Key Milestones

· Detailed Financial Summary (Costs/Benefits/Earned Value)

· Detailed Risks & Issues Summary, including progress of mitigation actions

Summary of Business-as-usual costs, issues, etc. as appropriate

Detailed Change Request Summary Summary 

· Note that a subset of the Project Board should remain after the main meeting to receive, consider and approve any current change requests

· Membership should include Intranet Director, Project Manager, Project Accountant and Project Assurance Lead as a minimum, with an (optional) open invitation to all other Project Board members
Process

Review of inputs and decision making thereon, fully minuted

Agree actions and steps to ensure delivery of the Main Project

Manage changes to project scope and deliverables

Approve Project Deliverables and Key Milestones as complete 

Outputs

Statement of Project Finances

Re-baselined Project Plan, Project Scope and Project Deliverables

Approved end-stages, including payments to suppliers as appropriate

Frequency

Meets at least once every month

At other times, as directed by the Intranet Director
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