
  
 
 

PROJECT MANAGEMENT PLAN 
VERSION 1.7 

 
 

For 
 
 

TRIM Context System Roll Out  
Electronic Records Management System (eRMS) Phase 3 

 
 
 

PREPARED BY CAMERON PETTIONA 
 
 
 
 

Faculty of Education 
March 2009 



 PROJECT MANAGEMENT PLAN 

 

 
FACULTY OF EDUCATION – PROJECT MANAGEMENT PLAN 
TRIM CONTEXT SYSTEM ROLL OUT 2Ĕ20

 

 

TABLE OF CONTENTS 
1 INTRODUCTION ........................................................................................................................3 

1.1 PURPOSE OF PLAN................................................................................................................................. 3 
1.2 BACKGROUND INFORMATION ................................................................................................................... 3 
1.3 PROJECT APPROACH.............................................................................................................................. 4 
1.4 ACKNOWLEDGEMENTS............................................................................................................................ 5 

2 GOALS AND OBJECTIVES ..........................................................................................................5 

2.1 BUSINESS GOALS AND OBJECTIVES ......................................................................................................... 5 
2.2 PROJECT GOALS AND OBJECTIVES .......................................................................................................... 6 

3 SCOPE ....................................................................................................................................7 

3.1 SCOPE DEFINITION................................................................................................................................. 7 
3.2 ITEMS BEYOND SCOPE ........................................................................................................................... 7 
3.3 PROJECTED BUDGET.............................................................................................................................. 7 
3.4 RISK ASSESSMENT................................................................................................................................. 8 
3.5 MILESTONES.........................................................................................................................................10 

4 ASSUMPTIONS .......................................................................................................................12 

4.1 PROJECT ASSUMPTIONS ........................................................................................................................12 

5 CONSTRAINTS........................................................................................................................12 

5.1 PROJECT CONSTRAINTS ........................................................................................................................12 
5.2 RELATED PROJECTS..............................................................................................................................13 

6 PROJECT MANAGEMENT APPROACH........................................................................................13 

6.1 PROJECT TIMELINE................................................................................................................................13 
6.2 PROJECT ROLES AND RESPONSIBILITIES .................................................................................................16 
6.3 ISSUE MANAGEMENT .............................................................................................................................16 
6.4 COMMUNICATION PLAN..........................................................................................................................17 

7 ATTACHMENTS / APPENDICES .................................................................................................17 

8 APPROVALS...........................................................................................................................18 

8.1 SIGN-OFF SHEET ..................................................................................................................................18 

 



 PROJECT MANAGEMENT PLAN 

 

 
FACULTY OF EDUCATION – PROJECT MANAGEMENT PLAN 
TRIM CONTEXT SYSTEM ROLL OUT 3Ĕ20

 

1 INTRODUCTION 
1.1 PURPOSE OF PLAN 

This Project Management Plan has been created to document the processes required to roll out  
the new TRIM Context Electronic Records Management System across the Faculty of Education, 
Monash University. It is to be primarily read and edited in conjunction with the established Project 
Reference Group and carried out by the Project Manager. All apparent considerations have been 
taken in to account and new issues will be addressed accordingly.  

1.2 BACKGROUND INFORMATION 
With the number of electronic and hard copy documents continually expanding as time goes by 
the need for a better, more efficient archiving and storage system has become necessary to help 
organise and catalogue the Faculty of Education (FoE) documents. After a comprehensive staff 
survey the following key concerns became apparent; 

• Widespread duplication of documents in multiple locations 
• Inefficiencies in sharing documents 
• Poor version control 
• Inconsistent ways of organising the same information 
• Inability to find documents 
• Unnecessary retention of some documents 
• Large amounts of hardcopy & legacy information 
• Storage and retrieval of critical and legal binding documentation 

Faculty staff members consistently need access to various documents, files and information 
faster and more efficiently than ever before. The sheer volume of information, range of electronic 
and paper formats and legislative and regulatory requirements are increasing and a 
comprehensive document and records management system is required to be implemented. After 
extensive research the FoE has decided to adopt the University eRMS (electronic records 
management system) being TRIM Context. 

TRIM Context is a leading document and records management system that delivers compliance 
policy management and organisational efficiency. With tight desktop integration and scalability for 
large, distributed environments, TRIM lets you manage, access and secure all of the Faculty 
information from electronic files to physical records through creation to ultimate disposal. 

Through document and record management the FoE aims to reduce compliance and archival 
risks while increasing information security, data integrity and organisational productivity. The 
eventual decrease in physical space used to store hard copy files will also help free up dedicated 
space within offices, store rooms and most importantly Records and Archive Services (RAS).  

It is understood that in order for staff to recognise the benefits they must first adopt the system 
which will most likely be the biggest hurdle as it will require a cultural shift in the way staff 
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operate. Continued communication and staff involvement through process review and re-
engineering will be required with a top down approach. Comprehensive training and support will 
be provided to all identified staff members to enable the FoE to fall in line with University 
protocols giving staff the opportunity to work with others across the University to obtain access to 
required documentation quickly and easily. 

In 2006 (Phase 1), Records and Archives Services (RAS) replaced its previous records 
management system (UCollect) with TRIM to manage the University's paper-based records.  

The plan for 2007 (Phase 2) was to transition the use of TRIM from managing paper-based 
records to managing paper and electronic records together within the one system. This will help 
to support staff members to capture, secure and access documents that provide evidence of the 
University's activities. The project includes:  

• Configuring TRIM to capture electronic records from MS Office applications e.g. Word, 
Excel, Powerpoint and Project  

• Developing the capability to capture email messages from Lotus Notes, which is 
deliverable within the ICE project (Integrated Collaboration Environment) 

• Converting incoming paper-based correspondence into PDF format within prescribed 
specifications  

• Providing web-based access to electronic records  
• Analysing client group business practices  
• Training client group staff  

The major benefits for implementing electronic records management functionality will be in areas 
of searching and access, and the ability for staff from different areas to access shared records. 
For example, staff from the Research Office and the Solicitor's Office will be able to retrieve and 
view electronic documents simultaneously on a particular grant, contract or application knowing 
that the information they are viewing is up to date and the most current available. 

 

1.3 PROJECT APPROACH 
An incremental approach will be used to roll out TRIM across the faculty. Training required staff in 
selected Groups (dependant on the types of documents they access and use) will help to reduce 
resistance and promote consistency as the migration to eRMS takes place. It will also enable 
training programs to be tailored to the group’s specific requirements and needs.  

General user guides, specifications and procedures will be created for all staff to reference and 
follow with the appropriate Group specific information included on an ‘as needs’ basis.  

Staff will then be monitored systematically and records will be audited regularly to ensure not only 
the use but also the accuracy of information being entered. This will be achieved through a 
collaborative effort including Senior Management, Technical Support and Records and Archive 
Services. 
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A project website has been created within the Faculty of Education Insite 
(www.education.monash.edu.au/staff/projects/erm-project/)  which will house information such as; 

• Overview of TRIM Context software and usage 
• News and Events (Training Schedules, Issues, Questions) 
• General and Group specific guidelines and procedures 
• General and Group specific naming conventions 
• Policies regarding use of V Drive 
• Links to required software  
• Links to Issue Management through JobDesk 
• Links to Records and Archive Services documentation 
• TRIM Context Technical Support Contacts 
• Other useful information 
 

1.4 ACKNOWLEDGEMENTS 
In order to prepare this TRIM Context Rollout Project Management Plan it was important to 
review and understand the processes, reports and actions already undertaken by the FoE and 
RAS to get the project to this point. Comprehensive research and analysis was conducted along 
with system creation, integration and thorough testing across multiple platforms and scenarios. 
We would like to express our thanks and appreciation to those involved and acknowledge their 
work thus far. 

2 GOALS AND OBJECTIVES 
2.1 BUSINESS GOALS AND OBJECTIVES 

Monash University as a whole has its goals and objectives available through the website –  

• Monash University's Vision - http://www.monash.edu.au/about/overview/vision.html  
• Monash Directions 2025 - http://www.monash.edu.au/about/monash-directions/directions.html 
• Excellence and Diversity - http://www.monash.edu.au/about/monash-directions/excellence.html  
 
The Faculty of Education also has its published goals and objectives that sit inline with the 
general University wide goals and objectives. They are available through the website 
• About the Education Faculty - http://www.education.monash.edu.au/about/  
• Vision and strategy - http://www.education.monash.edu.au/about/vision.html  
• Equity and diversity information for students and staff - 

http://www.education.monash.edu.au/about/equity/  
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The project supports the following specific strategic objectives; 
 
Strategic Objective 
IT and the Working Environment 
Objective: To effectively support staff in day to day activities through easily 
accessed and proven technologies. 
University Wide Applications Systems 
Objective: To provide flexible, integrated administrative and management systems 
that support Monash’s strategic objectives and business needs. Issue 11: Provision 
of records and document management systems. 

 
 

2.2 PROJECT GOALS AND OBJECTIVES 
The ultimate objective of this project is to introduce, train and get staff using the TRIM Context 
system for all their document storage and archiving needs. As a direct result, it is expected that 
the use of paper filing systems will dramatically decrease which will in turn decrease the amount 
of physical space required to store and archive important and critical files. 

As a secondary objective, the introduction of a consistent file naming convention for use within 
TRIM can be applied to local and network files which will help with version control and better 
sharing of information. 

In keeping with the University and Faculty Goals and Objectives the TRIM Context eRMS Rollout 
aims to; 

• Re-Establish the Project Reference Group 
• Classify TRIM Locations (Departments / Units / Teams / Groups) and associated staff 
• Classify System Administrators, Power Users and General Enquiry Users 
• Install Required Equipment and Software (Document Scanners, Acrobat, TRIM) 
• Create TRIM Guidelines and Procedures for best practice use (Both General and Group / 

Location Specific) 
• Create V Drive Guidelines and Procedures for best practice use in document sharing and 

version control (Both General and Group / Location Specific) 
• Create and Maintain TRIM Context website (accessible from the FoE Insite) 
• Train and produce up to 5 Expert Users to the TRIM Context Environment 
• Train and produce up to 50 Power Users to the TRIM Context Environment 
• Train and produce up to 100 General Enquiry Users to the TRIM Context Environment 
• Analyse and address the backlog of existing paper records. 
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• Address and rectify existing known issues such as 
o Widespread duplication of documents in multiple locations 
o Inefficiencies in sharing documents  
o Poor version control 
o Inconsistent ways of organising the same information 
o Inability to find documents 
o Unnecessary retention of some documents 
o Large amounts of hardcopy & legacy information 
o Storage and retrieval of critical and legal binding documentation 

3 SCOPE 
3.1 SCOPE DEFINITION 

The scope of this report is to develop a Project Management Plan for the TRIM Context roll out 
across the Faculty of Education. The actions contained within are to be carried out by the 
appointed Project Manager in co-ordination with the Project Reference Group and RAS (Records 
and Archives Services). The tasks involved in developing this Project Management Plan included 
various meetings with RAS and FoE Professional staff to acquire the full background knowledge 
on the TRIM project as a whole. A complete action plan was then devised along with critical 
milestones which will be reviewed by the Project Reference Group. 

3.2 ITEMS BEYOND SCOPE 
The tight integration of emails and LOTUS Notes is currently outside the scope of this project due 
to the number of PC’s running Thunderbird and other applications. 

Integration with the various databases (Microsoft Access, MySQL and other web based 
information) is not currently included in the scope of this project. These components need to be 
addressed at a later stage on an as need basis. 

Integration with current Faculty Systems such as Callista, SAP, other are not within the scope of 
this project. 

Where staff technical skills are not up to required standards pre-training and skill building 
professional development courses may be required however they are not within the scope of this 
project plan. 

3.3 PROJECTED BUDGET 
A total of $100K has been allowed to carry out the tasks outlined in this Project Management 
Plan. This total includes all costs associated with the appointed project manager, equipment and 
required temporary staff. 
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3.4 RISK ASSESSMENT 
 

The risks associated with the implementation of this Project Management Plan are outlined in the following table along with the strategy for management, personnel 
responsible and associated escalation path. 

 
R I S K S  A S S O C I A T E D  W I T H  T R I M  C O N T E X T  R O L L  O U T   

RISK 
ASSESSED 
LEVEL OF 

RISK 
STRATEGY FOR MANAGEMENT PERSONNEL RESPONSIBLE ESCALATION PATH 

Staff resistance to new system and 
processes 

Med - High • Re-enforce key features and benefits 
• Write processes in to general staff Position Descriptions 
• Monitor initial activities and provide personalised support with introduction 
• Set up ‘fair’ key performance indicators 

• General Staff 
• Mid Level Management 
• RAS 
 

• Local Support 
• RAS 
• Mid Level Management 
• Senior Management 

System Accuracy and Incorrect Use 
• Ownership 
• Naming Conventions 
• File uploads 
• Disposal Dates 
• Security Levels 

Med - High • Keep a training register for Trained Staff with document responsibilities 
• Monitor staff use and take-up periodically 
• Audit file uploads and Meta-Data accuracy 
• Review disposal dates before document deletion 
• Audit Security levels to ensure correct staff have access to required 

documents 

• RAS 
• Mid Level Management 
 

• RAS 
• Mid Level Management 
• Senior Management 

System Availability Med • Continually monitor servers and systems 
• Have alarms set in place to sound if something fails 
• Notify staff if a problem occurs 
• Supply consistent communication regarding server downtimes 
• Identify issues early (local, server or PC based) 

• RAS 
• FoE Technical Support 
• Central IT 

• FoE Technical Support 
• RAS 
• Central IT 

System Security (hackers, outside influences) High • Ensure all local based PC’s have the latest Anti-Virus and Spyware 
• Ensure FoE firewalls are up to date and functional 
• Ensure appropriate level security applied to all documents 
• Run frequent system integrity checks 

• FoE Technical Support 
• Central IT 

• FoE Technical Support 
• Central IT 

System useabiltiy (speed, ease of use) Low • Utilise the most up to date servers and software 
• Ensure PC operating systems are up to date 
• Monitor Internal and External network connectivity and speed 

• FoE Technical Support 
• Central Technical 

Support 
• RAS 

• FoE Technical Support 
• Central Technical 

Support 
• RAS 
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R I S K S  A S S O C I A T E D  W I T H  T R I M  C O N T E X T  R O L L  O U T   

RISK 
ASSESSED 
LEVEL OF 

RISK 
STRATEGY FOR MANAGEMENT PERSONNEL RESPONSIBLE ESCALATION PATH 

Files unable to be located Low – Med • Ensure user access rights are correct and in line with Security Groups 
• System Administrators have access to everything (including critical files) 
• Enforce correct naming conventions  
• Have easy document query procedures to locate 

• General Staff 
• Mid Level Management 
• RAS 

• Local Support 
• RAS 
• Mid Level Management 
• Senior Management 

Breakdown in Program Management Med • Implement rigid procedures and guidelines 
• Write roles and responsibilities in to Position Descriptions 
• Include staff activity within Performance Reviews  

• Mid Level Management 
• Senior Management 

• Mid Level Management 
• Senior Management 

Help Desk (RAS) availability Med • Ensure consistent contact be available 
• Ensure requests are attended to in a timely manner 
• Introduce a JobDesk style system for lodging requests 

• TRIM Project Manager 
• RAS 

• RAS 
• Mid Level Management 
• Senior Management 

Archiving Older Paper Files Low • Set implementation dates for required documents 
• Introduce Hybrid filing system where appropriate 
• Analyse required backlog and backdating of files for best practice 

• TRIM Project Manager 
• Mid Level Management 

• TRIM Project Manager 
• Mid Level Management 
• Senior Management 

Limited Staff Technical Skills Low • Provide Technical Skills Professional Development where required 
• Provide Technical Support for the most basic of tasks 
• Provide easy access to step by step guides and procedures 
• Have access to all relevant documents within the TRIM Website 

• TRIM Project Manager 
• Mid Level Management 

• TRIM Project Manager 
• Mid Level Management 

Critical Files with Restricted Access Med – High • Ensure the correct Security Groups are set up with appropriate members 
• Include a Fail-Safe option to locate documents 
• For ultra sensitive documents provide legal advice as appropriate 

• Central Legal 
• Mid Level Management 
• Senior Management 

• RAS 
• Central Legal 
• Mid Level Management 
• Senior Management 
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3.5 MILESTONES 
 

Milestones 
Initial Set up and documentation 

Meet with Records and Archive Services to ascertain what stage  
the project is up to 
Meet with key staff to get overview of current documentation from 
previous phases 
Review all previous documentation left my Nathan Voll 
Review and document the current Classified Users and 
Departments / Units / Groups (TRIM Locations) 

January 2009 

Draft and finalise Project Plan Outline with Key Elements to 
consider 
Create Draft Project Management Plan from Plan Outline and 
previous meetings 
Investigate & purchase initial equipment and software 
Develop Draft User Guides and Procedures (TRIM & V Drive) 
Develop draft Document Naming Conventions  

February 2009 

Establish TRIM Context Website  
Finalise Project Management Plan 
Finalise User Guides and Procedures (General, Student Files) 
Finalise Document Naming Conventions (Student Files) 
Establish Faculty Document Store on RAS servers (50 Gigabytes) 
Re-Establish Project Reference Group and finalise meeting times 
Update TRIM Context Website 
Identify Critical and Vital Document Types and ascertain which 
staff members are current custodians of such documents 
Classify NEW TRIM Locations / Groups (based on Job Function / 
Relevant Document Types) 

March 2009 

Allocate relevant staff members to new TRIM Locations 
Weekly update meetings with Peter Lawford 
Monthly update meetings with Project Reference Group 

April – December 
2009 

Source best option for storing Vital & Critical Hard Copy 
documentation 
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Milestones 
Roll Out and Implementation 
February – March 
2009 

Student Files – Admissions and Student Services 
For Clayton, Peninsula and Gippsland  

• Review all TRIM trained staff and establish current use 
• Install new scanners, TRIM software and Adobe Acrobat 
• Introduce Document Naming Conventions 
• Introduce User Guides and Procedures 
• Train relevant staff in use of the new equipment and refresh 

training on TRIM 
• Clear backlog of files since January 2009 

April – October 
2009 

Roll Out training and implementation of TRIM Context as in 
Project Management Plan and for each TRIM Location / Group; 

• Refine File Naming Conventions relevant to group 
• Refine Specific Guidelines and Procedures relevant to group 
• Liaise with Records and Archive Services to create relative 

training workshop for deployment 
• Deploy staff to training session/s 
• Install local software (TRIM, Acrobat, Scanning software) 
• Setup V Dive folders as per requirements 
• Work with trained staff for 2 weeks to ensure there are no 

issues and to monitor activity. Also help to clear backlog of 
documents where needed. 

• Review, Monitor and Audit each TRIM Location throughout 
the period. 

• Act as First Point of Reference Technical Support for TRIM 
software 

• Attend monthly Reference Group Meetings 
 

Address and rectify all outstanding issues 
Reference Group Meeting 
Address backlogging with each TRIM Location / Group and where 
required supply external help to catch up 

November 2009 

Follow up usage, polices, and procedures to refine where required 
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Milestones 
Documentation Review and Refine 

Reference Group Meeting December 2009 
Review and Refine all documentation 

Project Review and Recommendations 
December 2009 Review year and supply feedback / recommendations where 

required. 

4 ASSUMPTIONS 
4.1 PROJECT ASSUMPTIONS 

This Project Management Plan assumes the following; 

• That the Dean and Senior Management of the Faculty are committed to the capture and 
management of its records by way of using the TRIM Context system 

• That all Faculty staff are recognised as having responsibility for Records Management as 
described in the Monash University Record Keeping Policy 

• That the TRIM Software and/or the TRIM Web Browser have been made available for use 
at all campuses including appropriate licensing 

• That Records and Archives Services are responsible for providing advice and support to 
the Faculty by way of training, auditing, editing and technical support 

• That the developed system has been fully tested and used extensively 
• That all appropriate research has been conducted regarding modification, usability and 

viability 
• That appropriate server space has been allocated for FoE Documents (Document Store) 
• That appropriate backup procedures have been implemented and tested 

5 CONSTRAINTS 
5.1 PROJECT CONSTRAINTS 

The following represent known project constraints:  

• Project funding sources are limited, with no contingency, to $100,000 including all Project 
Manager on-costs and equipment. 

• Limited staff technical skills may inhibit the take up of the TRIM context system. 
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5.2 RELATED PROJECTS 
• TRIM Context Staff Interviews and Feedback 
• Monash University Electronic Records Management System (eRMS) Phase 1 
• Monash University Electronic Records Management System (eRMS) Phase 2 
• Monash University FoE eRMS Design Report Stage 1 & 2 
• Monash University eRMS Implementation Plan 
 

6 PROJECT MANAGEMENT APPROACH 
6.1 PROJECT TIMELINE 

The project manger for the TRIM Context Roll Out is expected to take a ‘hands on’ approach to 
training staff and implementing guidelines and procedures for best practice. The idea is to spend 
at least 2 weeks with each TRIM Group / Location to; 

• Introduce TRIM Context 
• Assist with staff training setup (in conjunction with RAS) 
• Refine specific Guidelines and Procedures 
• Introduce global and local naming conventions 
• Help clear backlog of existing files 
• Monitor uploads and action plans 
• Introduce TRIM Context Website as point of reference 
 
Please see the below GANTT Chart for the Project Timeline; 
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Milestone Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 
Initial Set Up and Documentation  

Key meetings with Records and Archive Services (RAS) & general 
staff to establish current position and previous phases 

                        

Process and review previous documentation                         
Attend existing TRIM training programs and establish TRIM 
configuration as set by RAS 

                        

Review and Document current User Classifications and Locations 
within the TRIM environment 

                        

Draft and finalise Project Plan Outline with Key Elements                         
Create Draft Project Management Plan                         
Investigate and procure required scanning hardware and software                         
Develop Draft User Guides and Procedures 

Develop Draft Document Naming Conventions                         
Re-Establish TRIM website                         
Finalise Project Management Plan                         
Finalise User Guides and Scanning Procedures                         
Finalise Document Naming Conventions                         
Establish Faculty Document Store (50 gigabytes) 

Re-Establish Project Reference Group 

Update TRIM Context Website 

Identify Critical and Vital Documentation with current custodians 

Classify and allocate staff to NEW TRIM locations 

Weekly Updates with Peter Lawford and Monthly meetings with 
Project Reference Group 
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Milestone Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 
Roll Out and Implementation  

Student Files – Admissions and Student Services 

Critical and Vital Documents - Contracts and Agreements 

Critical and Vital Documents - Children’s Files 

Critical and Vital Documents - Children’s Case Studies 

Critical and Vital Documents - Student Grievance 

Critical and Vital Documents - Discipline Committee 

Critical and Vital Documents - Board of Examiners (BOE) 

Critical and Vital Documents - Academic Progress 

Critical and Vital Documents - Professional Placements 

Critical and Vital Documents - Course Accreditation 

Critical and Vital Documents - Faculty Review 

Other Document Types / Departments / Groups (yet to be 
determined) 

Address and Rectify Outstanding Issues  

Reference Group Meeting 

Address backlogging issues / catch up 

Follow up usage, policies and procedures to refine 

Documentation Review and Refine  

Reference Group Meeting 

Review and refine ALL documentation 

Project Review and Recommendations 
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6.2 PROJECT ROLES AND RESPONSIBILITIES 
The Project Reference Group is to monitor the TRIM Roll Out Project and ensure that all 
documentation such as guidelines and procedures abide by the university policies set forth. In 
conjunction with the Project Manager they will oversee all actions within the scope of this project 
and provide advice where required. 

The Project Manager is responsible for the general day to day roll out and introduction of the 
new TRIM Context system to existing professional staff members. 

Records and Archives Services (RAS) are responsible for running all training sessions and 
general technical support. They are also responsible for actioning specific staff requests where 
applicable such as Security Group creation, hard copy storage and file deletion when necessary. 

Faculty of Education Technical Services will provide the software and support for installation 
on required machines. They will also act as Technical support for newly acquired hardware 
(scanners). 

The Department / Unit leader (where applicable) is responsible for the overseeing of ongoing 
TRIM use by the staff under their management. 

Expert Users will act as a first point of contact for technical issues or help on a faculty based 
level.  

Power Users (Professional Staff) will be responsible for the uploading and maintenance of 
records and files on a daily basis and will have access to search, locate and download files with 
their appropriate usage rights. 

Enquiry Users will only have TRIM access to search, locate and download files with their 
appropriate usage rights. 

 

6.3 ISSUE MANAGEMENT 
Every project inevitably will have a number of issues arise during the project’s lifecycle. A defined 
and methodical process to manage issues will be a useful tool to ensure issues are raised, 
investigated, escalated and resolved in an efficient manner.  

The proper use of an issues log will provide:  

• a method for Location / Group members to openly raise issues 
• a means of re-assigning and tracking issues 
• a means of analysing and prioritising issues 
• a means of reporting on issues 
• an indicator of the project ‘health’, and production readiness 
• a record of resolutions, as reference for future similar or same issues 
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Using the Monash University Project Management – Issue Management guide an issue log will 
be implemented into the Technical Job Desk which can be accessed from the TRIM Context 
Insite. These requests can be forwarded on to the appropriate level of support required and 
defined by the drop down menus. 

It is envisioned that a JobDesk System be implemented to contact RAS directly for simple 
requests and questions from Power Users / Enquiry Users. 

 

6.4 COMMUNICATION PLAN 

 

7 ATTACHMENTS / APPENDICES 

• Current TRIM Internal Location Directory (Locations / Groups) 
• Current TRIM Internal Location Directory Staff Allocation 
• Proposed TRIM Internal Location Directory (Locations / Groups) 
• Recommended Equipment 
• Student Files and Draft Faculty General Naming Conventions 
• Phase III - eRMS User Guide TRIM v0.1 
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8 APPROVALS 
8.1 SIGN-OFF SHEET 

I have read the above Project Plan and will abide by its terms and conditions and pledge my full 
commitment and support for the Project Plan. 

Details 
Dean, Faculty of Education 

 
 
 

Signature 

Sue Willis 

Date: ____ / ____ / ________ 
Manager, Faculty of Education 

 
 
 

Signature 

Peter Lawford 

Date: ____ / ____ / ________ 
TRIM Project Manager, Faculty of Education 

 
 
 

Signature 

Cameron Pettiona 

Date: ____ / ____ / ________ 
TRIM Reference Group, Faculty of Education 

 
 
 

Signature 

David Solly 

Date: ____ / ____ / ________ 
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Details 
 
 
 

Signature 

Marijana Gec 

Date: ____ / ____ / ________ 
 
 
 

Signature 

Joanna Donnegan 

Date: ____ / ____ / ________ 
 
 
 

Signature 

Amanda Berry 

Date: ____ / ____ / ________ 
 
 
 

Signature 

Amanda Banks 

Date: ____ / ____ / ________ 
 
 
 

Signature 

Danielle Wood 

Date: ____ / ____ / ________ 
 
 
 

Signature 

Joce Nuttall 

Date: ____ / ____ / ________ 
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Details 
 
 
 

Signature 

Vicky White 
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