ACTION PLAN
	Project Name:  Disaster Recovery Preparedness
	Project Lead:  Jim Wisz/Miguel Soares

	Project Deadline:  December, 2005
	Project Milestone Dates:  

	Project Purpose:  Create Business Continuity Plan and Disaster Recovery Plan




	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE/LEVEL of COMPLETION

	
	
	
	A
	S
	C
	I
	OK
	

	Contact DR Consulting Agency & arrange meetings
	Consultant
	Miguel Soares
	
	X
	
	
	
	October 14th 

70%

	Contact HIPAA Consultants
	HIPAA Consultant
	Miguel Soares
	X
	
	
	
	
	October 14th  10%

	Plan and Implement Redundant Voice Circuit
	Info Hwy/Various Voice Vendors
	Miguel
	X
	
	
	
	
	October 31st/30%

	Plan and Implement Redundant Data Circuit
	Control Group
	Miguel
	X
	
	
	
	
	Jan 30th , 2006/10%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  Remote Access Policy
	Project Lead:  Miguel Soares

	Project Deadline:  October 7, 2005
	Project Milestone Dates:  October 7, 2005

	Project Purpose:  Create Remote Access Policy, which will be distributed to all staff




	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE/LEVEL of COMPLETION

	
	
	
	A
	S
	C
	I
	OK
	

	Review Remote Access Policy
	Regina Estela
	Miguel Soares
	X
	
	
	
	
	October 1st / 100%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  Upgrade Dell Gigabit Switches
	Project Lead:  Miguel Soares

	Project Deadline:  October 28th
	Project Milestone Dates:  

	Project Purpose:  Upgrade Speed of Network


	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE/LEVEL of COMPLETION

	
	
	
	A
	S
	C
	I
	OK
	

	Price Dell Switches
	Dell Sales Staff
	Miguel Soares
	X
	
	
	
	
	October 14th  0%

	Upgrade Dell Switches
	Dell Sales Staff
	Miguel Soares
	X
	
	
	
	
	October 28th  0%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  Exchange Upgrade
	Project Lead:  Miguel Soares

	Project Deadline:  December 30, 2005
	Project Milestone Dates:

	Project Purpose:  Upgrade Microsoft Exchange Server


	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE/LEVEL of COMPLETION

	
	
	
	A
	S
	C
	I
	OK
	

	Upgrade Server Hardware
	IT Staff
	Miguel Soares
	X
	
	
	
	
	October 28th/ 0%

	
	Dell Tech Support
	
	
	
	
	
	
	

	Microsoft Exchange Upgrade
	Control Group
	Miguel Soares
	X
	
	
	
	
	December 16th /0%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  UPS Upgrade
	Project Lead:  Miguel Soares

	Project Deadline:  December
	Project Milestone Dates:

	Project Purpose:  




	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE/LEVEL of COMPLETION

	
	
	
	A
	S
	C
	I
	OK
	

	Purchase UPS
	Dell Sales
	Miguel Soares
	X
	
	
	
	
	October 21st /0%

	Install and Configure UPS
	APC Tech Support
	Miguel Soares
	X
	
	
	
	
	October 28th 0%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  Automated Install for laptops and pc’s
	Project Lead:  Miguel Soares

	Project Deadline:  December, 20th, 2005
	Project Milestone Dates:

	Project Purpose:  Automate the Installation of ICS software on laptops and pc’s




	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE/LEVEL of COMPLETION

	
	
	
	A
	S
	C
	I
	OK
	

	Determine price of Dell install
	Dell 
	Miguel Soares
	X
	
	
	
	
	October 28th/0%

	Determine price of Symantec Ghost
	
	Miguel Soares
	X
	
	
	
	
	September 20th /100%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  Standardized Voicemail
	Project Lead:  Miguel Soares

	Project Deadline:  ??
	Project Milestone Dates:

	Project Purpose:  Standardize ICS Outgoing voicemail messages


	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE

	
	
	
	A
	S
	C
	I
	OK
	

	
	 
	 
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

ACTION PLAN
	Project Name:  AC Install on 2nd Floor
	Project Lead:  Nakia?

	Project Deadline:  ??
	Project Milestone Dates:

	Project Purpose:  Install AC Unit on 2nd Floor for IT Room


	PROJECT/TASK
	RESOURCES

NEEDED (if any)
	ACCOUNTABILITIES*

(by name)
	Check appropriate Accountability:
	DUE DATE

	
	
	
	A
	S
	C
	I
	OK
	

	Pricing of solution
	Lloyd
	Nakia?  Regina?  Miguel?
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*Accountabilities Codes: A = Accountable for seeing that the task is completed (quality work, on time).  Only ONE person can be accountable for a task.  The Accountable person is not necessarily responsible for doing the work itself.                S = Supports the work; often contributes to getting the task completed.  C = Is consulted about the work.                            I = Is kept informed about the work.  OK = Approves the work, if required (gives the “OK”).

© MSC Consulting, Inc. 2004.  Do not duplicate without permission scollins@mscconsultinginc.com 

