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CVISN Planning Workshop

Objectives

· Begin formal planning for your CVISN program

· Develop a preliminary CVISN Program Plan

· Build on the technical training classes and the CVISN Scope Workshop to understand:

· Key management and planning processes

· How to relate these planning processes to the CVISN functional areas of safety information exchange, credentials administration, and electronic screening

· Your state-specific constraints when planning your CVISN program

· Lessons learned from previous states that have gone through this process

· Begin to answer these key questions to define the content of your state’s CVISN Program Plan:

· What is the program work breakdown structure?

· What organizations will be supporting the program and projects?

· What is your procurement strategy?

· What is a realistic schedule for the program?

· What are the program phases and critical milestones?

· What specific personnel assignments must be made for the program and projects?

· What resources must be applied to meet the schedule?

· What are the specific products and capabilities expected?

· What issues can be identified at this point in the planning process?

CVISN Planning Workshop
Pre-Work Overview

Pre-work for the Planning Workshop is intended to prepare the state CVISN teams for the workshop.  Pre-work activities include:

· Complete the scenarios and key top-level design activities from the CVISN Scope Workshop.

· Review the CVISN Guide to Program and Project Planning and the CVISN Guide to Phase Planning and Tracking. 

· Identify and describe in a sentence or two the initial projects you intend to work on.

· Sketch the state agencies and related organizations that will support CVISN, including steering committees, carrier organizations, project team members, and any other structures needed to assure program and project success.  Show lines of authority. 

· Sketch the CVISN program organization chart, identifying roles and named individuals.  Be sure to include: Program Manager, System Architect, Administrator/Facilitator, financial management role, network & infrastructure, each project leader.

· Complete the tables in the CVISN Operational and Architectural Compatibility Handbook (COACH) Part 2, Management Checklists.

· Optionally, prepare or copy a brief description of your state’s 

· legislative budgeting process

· procurement process for off-the-shelf items 

· contracting process for development 

· information systems acquisition/development process steps (e.g., complete and get approval of program feasibility study)

· any other process or procedure descriptions that will affect how you run the program

· Optionally, update the signed Memorandum of Agreement among all participating state agencies.

· List the state’s and region’s strategic plans, business plans, information systems, and transportation plans that affect the components in your state’s CVISN design, or conversely, that CVISN might affect.

CVISN Deployment Workshop Roles

State CVISN Program Teams

· Complete pre-work and mail to State CSA and JHU/APL

· Attend Planning Workshop Day 0 (State Program Manager, System Architect, and Facilitator/Administrator)

· Attend/participate in workshops with core program team; bring own laptop with Microsoft Office 2000-compatible software

· Complete post-workshop follow-up activities

· Complete CVISN program plan

· Complete State top-level design

· Provide contact information & area of specialization about all team members to Host for inclusion on list of participants

CVISN Model Deployment States 

· Present samples of workshop products; relate “Lessons Learned”

· Sit in/float through State discussions, as time allows

ITS/CVO Technical Training Team Members - CVISN State Advisors (CSAs)

· Help facilitate breakout sessions

· Technical support for states (with some APL support during the workshops)

· Technical liaison to and support for States; coordinate during breakout sessions

· Advise states on planning, system design, status monitoring, and management methods

· Relate lessons learned, experience of prototype/pilot states

· Collect and review pre-work and notify FMCSA of problems; ensure all state team members and State Director have copy of pre-work 

· Visit states before and/or between workshops to assist with pre-work (contingent on availability of funding)

· Provide contact information about self to Host for inclusion on list of participants; collect same information plus area of specialization for all members of state teams and provide to FMCSA

Host Organization (KTC - Nancy Dunaway)

· Support all workshop logistics:  facility/rooms, registration services, projection equipment, laptop PC in main meeting room, reproduction machine, general office materials (see APL’s spreadsheet)

· Provide list of actual workshop registrants/participants, sorted by state or support team.  Include contact information, specialization.

APL Subject Matter Experts (SMEs)

· One of the APL SMEs will serve as Workshop Manager

· Prepare workshop pre-work and necessary documentation for distribution by FMCSA

· Prepare and present technical sessions of workshops

· Coordinate/dry-run the model deployment states’ presentation of the workshop products

· Act as subject matter experts during workshops

· Provide workshop workbooks (presentations), worksheets, handouts, and breakout template files on a CD.

· Post all workshop pre-work materials and other necessary references on FMCSA's CVISN Web site

Federal Motor Carrier Safety Administration (FMCSA)

· Welcome participants to workshops

· Provide feedback and next steps in concluding remarks for each workshop

FMCSA Service Center Support
· Master of Ceremonies (”MC”) for each workshop series.  Coordinate with APL Workshop Manager to:

· Keep sessions on time

· Handle schedule/attendance deviations

· Support FMCSA ITS/CVO Headquarters Office in addressing/resolving programmatic and funding issues 

FMCSA/NTC Administration Support (as required)
· Support workshop administrative duties/registration desk (all workshops)

· Provide general support for FMCSA MC

______________________

CVISN Planning Workshop 

Approach 

Using pre-work as a foundation, follow the planning process outlined in the CVISN Guide to Program and Project Planning.  The flow of modules and products in the workshop is shown in the figure below.  The process begins with a CVISN Deployment State reporting on their program plan and lessons learned during its development.  Then the states are presented with the guidelines and tools to develop their plans, beginning with general program planning and the safety information exchange functional area planning.  

The State work occurs in the “Breakout” sessions, identified in the figure.  Each State team, assisted by CVISN State Advisors (CSAs) and CVISN subject matter experts, will develop functional area elements of their program plan during these breakout sessions and work on the entire plan during a dedicated State work session toward the end of the workshop.  One or more states will be asked to present their interim results achieved during each breakout session.  Each state will present its preliminary plan on the last day.

The Master Session Plan for each day of the Planning Workshop follows the figure.



CVISN Planning Workshop 

Master Session Plan - Day 0

For State Day 0 Participants 12:30-5:00 PM

	Pre-Workshop Session
	Time (min)
	Leader

	REGISTRATION OPENS at 11:00 AM
	
	Host

	P1. Welcome & Workshop Preview                 

(12:30 PM start)

· Preview of workshop

· Walk through breakout plans

· Identify resources available

· Introductions

· Address questions/issues
	60
	Led by Workshop Manager;

All Day 0 attendees participate; State participants include Program Manager, System Architect, Administrator/Facilitator.

	P2.  Work Breakdown Structure - 



    Review and Prep!

· Review WBS concepts

· Example CVISN WBS

· Potential pitfalls
	60


	Led by APL Planning Process SME

All Day 0 attendees participate; State participants include Program Manager, System Architect, Administrator/Facilitator.

	BREAK
	10
	FMCSA MC

	P3a. Parallel Session for Program Managers

· Hot topics
	60


	Led by FMCSA

Participants - State Program Managers, FMCSA, APL

	P3b. Parallel Session for System Architects

· Plans for the Design Workshop

· Other hot topics
	
	Led by APL SME

Participants - State System Architects

	P3c. Parallel Session for Administrators / 


    Facilitators

· Use of Breakout session template files

· Other examples
	
	Led by APL SME

Participants - State Administrators / Facilitators, CSAs

	P4.  Study of States Pre-Work 

a. Guidelines

b. Break and Breakout: Each state reviews pre-work 
with CSA; identifies incomplete portions; 
discusses problems or special needs.

c. Status Summaries
	10

20

30
	All participate

a. Leader - Workshop Manager

b. Leaders - CSAs

c.    Leader - MC, FMCSA

	Illinois Presentation of Preliminary Top-Level Design (from Scope Workshop)
	20
	Illinois CVISN Program Manager


     Note:  No meals are to be provided for Day 0 of the Planning Workshop. 

CVISN Planning Workshop 

Master Session Plan - Day 1

8:00 – 5:10

	Session
	Time (min)
	Leader

	S1. Welcome & Introduction


	45
	FMCSA MC

	S2. Highlights of a State’s Program Plan

· One CVISN state reports on their plan, lessons learned


	30
	State CVISN Program Manager

	BREAK
	10
	FMCSA MC

	S3. Planning Guidelines

A.
Presentations

· Summarize CVISN planning process

· Explain the workshop process

B.
Breakout/Consultation

· Establish framework for program plans

· Identify State-Specific Constraints


	50

125
	APL Planning Process SME

State Program Manager, State CSA

	LUNCH - Guest Speaker
	60
	FMCSA MC

	S3. Planning Guidelines (Continued)

C.
State presents interim results/questions
	45
	State Program Manager (or designate)

	S4. Safety Information Exchange Planning

A. Presentation of the planning process for Safety Information Exchange


	35


	APL Safety  SME

	BREAK
	10
	FMCSA MC

	B.
Breakout/Consultation

· Plan safety capabilities by phase

· Extend WBS for safety items

· List safety items to buy

· Identify phases for safety WBS items

(State-scheduled breaks, as desired)


	140


	State Program Manager, State CSA




CVISN Planning Workshop 

Master Session Plan - Day 2

8:00 – 5:00

	Session
	Time (min)
	Leader

	S4. Safety Information Exchange Planning (continued) 

C.
State presents interim results/questions
	45
	State Program Manager (or designate)

	S5. Credentials Administration Planning

A.
Breakout/Consultation

· Plan credentials capabilities by phase

· Extend WBS for credentials items

· List credentials items to buy

· Identify phases for credentials WBS items

(State-scheduled breaks, as desired)

B.  State presents interim results/ questions
	140

30
	State Program Manager, State CSA

State Program Manager (or designate)

	LUNCH
	60
	FMCSA

	S6. Electronic Screening Planning

A.
Breakout/Consultation

· Plan e-screening capabilities by phase

· Extend WBS for e-screening items

· List e-screening items to buy

·   Identify phases for e-screening WBS items
	120
	State Program Manager, State CSA

	BREAK
	10
	FMCSA

	B. State presents interim results/questions


	30
	State Program Manager (or designate)

	S7. Procurement Planning

A. Presentation

· Background & challenges

· Contract types & methods of award

· Procurement strategies

· Questions & Discussion 

B. Breakout/Consulting

· Group items into procurements

· Identify contracting approaches


	60

45
	Procurement SME

State Program Manager, State CSA


CVISN Planning Workshop 

Master Session Plan - Day 3

8:00 – 5:00

	Session
	Time (min)
	Leader

	S8. Planning Workshop Recap

· Q&A

· Step back and review the key objectives and guidelines

· Status of CVISN core infrastructure systems.
	30
	APL Planning Process SME

	S9. States Work Session/Consultation

· Develop preliminary program plan presentation, including organization structure, WBS, assignments, phase plan/critical milestones, schedule, procurement strategy.

· Complete lists of issues, actions, and decisions

(State-scheduled breaks, as desired)
	180
	State Program Manager, State CSA

	LUNCH
	60
	FMCSA MC

	S10. State Plan Presentations

· Each state presents their preliminary CVISN Program Plan

· Listeners ask questions, note similarities and differences across states, identify opportunities for collaboration
	120
	FMCSA, Each State

(20 minutes per state)



	BREAK
	15
	FMCSA MC

	S12. Design Workshop

· What will happen at the workshop

· What you need to do between now and then
	30
	APL Planning Process SME, FMCSA MC

	S11. Phase Planning

· How to plan the first (planning) phase
	30
	APL Planning Process SME

	S13. Feedback & Next Steps

· FMCSA provides their observations of this workshop

· Steps to complete the planning and top-level design processes

· Status of CVISN Deployment states’ programs
	45
	FMCSA MC, APL Planning Process SME

	Workshop Wrap-Up

· Participants give feedback to the workshop teams
	30
	FMCSA MC


Master Session Plan (MSP)











3
Planning Workshop Master Session Plan R17.doc
12/18/2001 8:10 AM
2

