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1 Executive Summary

This deliverable reports about the end user requirements of the end users participating in the DYNOCA project. The end user requirements are captured concerning the organisational level, the individual team member level and the computing environment level.

The approach was to make interviews with the companies BIG and FORDESI and some of their partners and customers following a guideline developed in the DYNOCA project. In total 13 companies have been interviewed.

Deliverable D1 focuses on the agency typical projects, Deliverable D2 focuses on consultancy typical projects.

The following main topics have been the rough guideline for each company visit:

0 Who is doing

1 What with

2 Whom and with

3 What and

4 How is the business process organised?

After presenting the technical approach in more detail, which has been taken to capture and analyse the end user requirements, the results themselves are presented company by company. Further chapters draw conclusions on the companies’ requirements and on overall conclusion of the results.

2 Introduction

This document is the result of the user requirements analysis carried out in the IST 11065 DYNOCA project. This introduction is intended to demonstrate the meaning of the Tasks 1.1 and 1.2 (End User Requirements Analysis at end User 1 and End User 2 respectively) for the overall project and its integration into the project’s context.

2.1 Objectives

The DYNOCA project aims at enabling and supporting dynamic networked organisations in the consultancy/agency sector carrying out media/design and consultancy projects. Typical for this sector are temporary projects with distributed players of very different size (ranging from large enterprises to micro enterprises and freelancers) working in heterogeneous environments (e.g. SUN or IBM workstations, PC, Apple MacIntosh). The teams, who carry out the work, are sometimes world-wide distributed. Beside the cultural and lingual problems this also means working with people living in different time zones.

An additional feature of this kind of project team is, that the same actor could participate in more then one project at the same time, but playing different roles for a limited period. This has to be handled through easy membership administration services. To protect the confidential information against unauthorised third parties, security mechanisms like secure transmission, encrypted messages and digital signatures have to be an integral part of the DYNOCA developments.

The DYNOCA systems supports the whole life cycle of consultancy/agency projects (CA-projects) including tendering and planning, execution and controlling, and invoicing and payments.

2.1.1 Global Project Objectives

The global objectives of the DYNOCA project are:

 To enable European enterprises including SMEs to increase their competitiveness in the global marketplace, specifically for the consultancy/agency sector.

 To allow European enterprises including SMEs to overcome constraints in working methods and organisation imposed by distance and time and to enable them participating in dynamic networked organisations.

2.1.2 Workpackage Objectives of WP1 ”Requirements Analysis and Consolidation”

Workpackage WP1 is intended to collect, analyse and consolidate the end-user requirements of the companies BIG (Berlin Information Group) and FORDESI as examples of companies working CA projects. Therefore the objectives are:

 To analyse the requirements, the needs and wants of the end-users for distributed work teams in the dynamic networked organisation on different levels, i.e.

o Company level

o Individual worker/employee level

o Computing environment level

 To consolidate the requirements

2.1.3 Task Objectives

The objectives and Task 1.1 and 1.2 respectively are the definition of the user requirements, the capture and analysis approach, and the carrying out of the user requirements capture.

2.2 Contents of Actions of Task 1.1 and Task 1.2

Generally the content of these tasks are twofold:

 Definition of user requirements capture methodology

 Actually carrying out the user requirements capture tasks

2.3 Integration of Task 1.1 and Task 1.2 in Project Coherence

The end user requirements identified and consolidated within workpackage WP1 is the basis for all ongoing tasks in the DYNOCA project. Depending on the outcome, the business reference model, the software reference model and the pilot scenarios are defined.

2.3.1 Inputs

Due to the fact, that Tasks 1.1 and 1.2 are the first two tasks carried out in the project, no inputs coming form other tasks are required.

2.3.2 Outputs

The outputs of the two Tasks 1.1 and 1.2 are described in the Deliverables D1 and D2 respectively. The conclusions of the user requirements analysis are used for consolidation in Task 1.3 ”Consolidation of Requirements for DYNOCA” and its Deliverable D3 ”Consolidated DYNOCA End-User Requirements”.

2.3.3 Continuing Tasks

Continuing tasks on the results are:

 Task 1.3 ”Consolidation of Requirements for DYNOCA

 Task 2.1 Reference Model for Dynamic Networked Organisation

 Task 2.2 Reference Model for Modular Software Systems for Support

 Task 2.3 Pilot Scenario Definition

 Task 3.1 Specification of DYNOCA System

3 Technical Approach

One of the first tasks of the DYNOCA project is to analyse the requirements of companies acting as end users in the DYNOCA consortium. More than this it is necessary for the project development to achieve a common requirement description. The development and representation of these common end user requirements is the main purpose of the task 1.3 within this workpackage. To achieve this it is necessary to analyse a broad range of business entities (companies, organisations, single persons, ...) potentially participating in a dynamic networked organisation.

Due to this fact the consortium took the decision to analyse the requirements of the DYNOCA project end user as well as several of their business partners in the distributed production.

The activities of the end-user requirements analysis can be divided in three basic steps. Within a first step the information needs to be gathered at the selected companies sites. In a second step this information needs to be depicted. In a third step the information needs to be analysed with respect to the aims of task 1.3 respectively the project aims.

3.1 First Step

The first step, the gathering of information was done in the form of individually interviews performed by several members of the DYNOCA consortium. To ensure the comparability of the interview results the consortium developed a guideline document. This document supports the persons, responsible for the information gathering at the different end user sites by providing a basic interview structure and additional information about the DYNOCA project which should be given to the interviewed companies/persons.

Basically an interview for the end user requirement analysis should be divided into a formal and a content related part. The form of the interviews should be more or less free definable to gather a maximum of information and it is up to the partners to find out there own interviewing policy. But with respect to the aims of the DYNOCA project it seems to be useful to develop a common understanding in terms of usability of the interview outcomes. As described above it is necessary to achieve a common requirement description based on the results of the interviews.

Due to this it is the understanding the developed guideline document to lead the process of interviewing based on a conceptual framework and checklists for the different chapters of the interviews complemented with explanations and possible questions. 

3.1.1 Formal Part of the Interviews

The different aspects related to the formal Part are depicted in Figure 3‑1 below.

[image: image3.emf]
Figure 3‑1: Formal parts of the interview.

The introduction of the DYNOCA Project, the participants as well as the aims of the project with respect to the funding of the European Commission should take place in the beginning of the interviews. This applies also to the explanation of the formal aspect of the interview itself.

At the end of the interview there should be a kind of conclusion containing further relationships of the DYNOCA project to the interviewed company as well as a short overview of the expected DYNOCA system features and possible benefits for the described processes.

3.1.2 Content Part of the Interviews

The different aspects related to the formal Part are depicted below.

[image: image4.emf]
Figure 3‑2: Contentual aspects of the interview.

After a short preface covering the formal aspects questions in content can be taking place. Basically it can be a good strategy to structure these questions into the areas

0 Who is doing

1 What

2 With whom and 

3 What do he need for this.

But in fact the interviewer has to develop his own strategy and should change it if necessary even during the interview depending on the current circumstances. However, the following checklist is structured like depicted above.

3.2 Second Step

Within a second step the selected interview results should depicted based on a common methodology selected and agreed by the participants of the consortium.  This methodology should be easy enough to ensure the readability for all involved persons. On the other hand the selected methodology should be able to cover the complex information gathered during the several interviews. This is of particularly importance for the following information analyses.

The decision of the consortium was to describe the selected information in a textual format based on the guideline questionnaire to ensure a maximum degree of freedom. To support a common understanding of processes and structures the consortium agreed also on a supporting graphical methodology individual adaptable by the interviewing partner.

3.3 Third Step

Within a third step the depicted information should be analysed to compile the end user requirements needed for the DYNOCA system development. These analyses were roughly done by the interviewers during the information gathering by separating subjectively the information in project relevant and non relevant. 

After depicting results of the interviews by the individual interviewers, a conclusion of the several interviews was done by the DYNOCA end user (FORDESI / BIG) it self. Within this the concrete end user requirements as they were needed for the Task 1.3 were developed.

4 Results of Interviews

4.1 Interview results: BIG

4.1.1 Introduction

Berlin Information Group (BIG) is a new, independent company specializing in the collecting, organising, and publishing of content in English, relevant to an international public, about the city of Berlin and other European cities. BIG publishes through three media: berlinfo.com, b-magazine, and Berlin Information Consulting. The company operates with 3 partners, 2 employees and an external network of more than 20 freelancers. The core of the business is the content development, which uses freelancers and external content partners to generate or deliver content, as well as to edit content. The scenario we are looking at is the online product berlinfo.com and the role of BIG as producer. The project berlinfo.com divides into main sub-projects: content, technology, marketing, ad sales, design, administration, whereby the strongest level of interdependencies exists between content, technology, and marketing. 

4.1.2 Who

4.1.2.1 Geographical Location

This point is strongly connected to the questions about the organisational structures of the company.

· How is the geographical distribution of the company?
Localized office in Berlin-Mitte with freelancers: throughout the city in different locations
· Are there other locations involved in a typical project?
None as yet, satellite city-offices planned across Europe.
4.1.2.2 Core Business

· What is the business area the company is acting in?
English-language information/content provider
· What are the core business types of the company?
Developing content for publication through our products: berlinfo.com, b-magazine, Berlin Information Consulting and re-sale with content partners.

4.1.2.3 Size

· How many employees are involved in the different core business areas?
5 permanent, 20+ freelancers
· What is the overall turn over?
Projected: Fiscal 2000: DEM 389,000; Fiscal 2001: DEM 1 + million
· What is the turn over within the core business?
n.a.

4.1.2.4 Organisational Structure

· What is the basic organisational model of the company?
Partners are responsible for development of content, technological foundation, finances, marketing and personnel. Partners may assign project managers, who then in turn organise project teams and assign sub-projects (i.e. the Content Manager was appointed by the partners, he manages the content in co-operation with the partners but may assign freelancers to organise sub-projects.

· Who is organising the project teams?
Partners and perhaps project managers
· What are the steps to establish a project team?
Contract/Concept( Partners Meeting ( Definition of Goals/Tasks/Timeline 
( Division of Labor ( Definition of Project Team/Sub-teams/Team-Members.
· Describe the responsibilities of the members in the team?
Partners are responsible for defining projects, and assigning project managers for sub-projects. Each member of the project team, i.e. sub-contractor/freelancer is responsible for their assigned tasks, which includes maintaining communication through progress reports.
· In how many projects is an individual person involved?
Partners maintain control over all projects and are directly involved in more than one project. Project managers can be involved in one or more projects.

4.1.2.5 Role in Scenario

· What is the role of the company in the described scenario?
BIG is the producer of berlinfo.com
· Is the company performing this business in different roles?
BIG could be sub-contractor, supplier, or purchaser within the same business sector of content providing.

4.1.2.6 Working Environment

This point should clarify how the daily work environment of the interviewed employee looks like.

4.1.2.6.1 Office

· Describe the premises / size of the typical office?
The offices are located within 3 rooms of a 19th Century Factory building. Each room is about 20 to 25 sq.m.. and equipped with standard office facilities. 

· Is the typical office an open plan office?
They are not open plan offices.


· How many employees are working in average within an office room?
3 to 4.

· What is the typical working time?
Time schedule is generally flex with  a standard daily core time from 10:00-15:00, Mon-Fri, Freelancers have a varying schedule according to availabilty of work-stations.

· Where is the office located?
Berlin-Mitte.

4.1.2.6.2 Travel

· How many days per year are the involved persons travelling?
Outside appointments for partners average  from 60 to 80 days per year.

· What kind of “office” equipment is used during the travel?
Laptop, mobile phones, and Psions-handhelds.

· What kind of “office functionality” is used during the travel?
E-mail, fax, mobile telephony.

· What is the typical/average travel duration?
Appointments take from 2 hours up to one day. Seldom longer than one day.

4.1.2.6.3 Technology

· What kind of technology is used?
E-mail, web, LAN with http-protocol, fax, telephone, mobile phone, data-transfer via FTP, online forms.

· What kind of software is used?
- Office: USE. Office Management: (FileMaker)
- Content: Custom Editorial Tool (FileMaker)
- Word Processing: Apple Works, MSWord, BBEdit
- Web Development: WebStar, DreamWeaver, BBEdit, Photoshop
- Internet: Eudora, Netscape, Explorer, Fetch, Anarchie
· What kind of appliances are used?
PDA (Psion), mobile phone, laptop, desktop PC, fax machine, network printer, online fax.

4.1.3 What

4.1.3.1 Business Case 

If the company is just working on a limited sub-project, it is useful to understand the interdependencies of the sub-project to the over all project and how they are realised by the interviewed company. 

Berlinfo.com is one product of BIG. Other products of BIG will use data from same core database. Content data for berlinfo.com is organised with the implementation of other products in mind.

· Describe the participants, the tasks and the objectives of the over all project?
Participants are: 

- Objective: collect, organise, publish information in English about city

- Tasks: tasks are divided into main areas of content management, technology development, marketing, ad sales, administration and finances.

- Participants: content partners, content manager, technical manager, press person, freelancers, ad sales manager, 

· Describe the involved functions / employees, tasks and objectives of the subproject?
n.a.

4.1.3.2 Project Structure

· How is the (sub-) project organised?
See attached project overview.

· Is the project planning and controlling based on activities, events, both ore others?
The project planning revolves around the content management and the milestones of content accumulation. Likewise, controlling takes place around these milestones. 

· What kinds of roles are existing in the project (technical and/or administrative project manager, work package manager, steering board, ...)?
.

· Describe the effort in co-ordinating the own activities with the rest of the project?
Since the whole organisation of the project lies with the company, all efforts are taken to ensure coordination as best as possible. There is constant communication between project managers and partners through office software and by virtue of seating arrangement all in the same room. Communication is difficult between freelancers and content manager.

· What kinds of data are used unique just for one project?
Data derives from same databases but project/client determines selection and ultimate form of publishing.

· What kinds of data are used for more than one project?
n.a.

· What kinds of data are used for every project?
n.a.

· Is there a need to define data-types for single projects?
Yes. The client determines this need.

· How is the communication organised within the company? 
Main means of communication/organisation is through direct daily personal contact facilitated by office management software documenting thoughts, news, ideas, decisions, etc.

· How is the communication organised within the project?
Same as above for the internal communication within the project. External communication by means of e-mail and telephone with the obvious limitations.

· Are there any interdependencies in the communication?
Interdependencies within the office is a given, as partners and project managers often work on different projects together.

· Does a black board exist (communication between all members of the project)?
Only internally, excluded freelancers and content partners.

4.1.3.3 Structure of Work

· What are the common interdependencies of the project-activities (End-Start, Start-End, End-End, Start-Start, other functional interdependencies)?


· What are the functionalities to control work progress and due dates?
There is no functionality as such. Work progress is monitored in every instance by the partners and the project manager  with the help of office management software.

4.1.4 With whom

Relevant data of the business entities involved in the project work. Depending on the degree of complexity the questions from chapter 2.1.2.1 can be used.

n.a.: Role of other businesses entities is as content partners or marketing partners. These are typically SMEs, with between 1-15 employees. Relationship is based on delivering content sent via e-mail, fax, or mail. Systems are not interfaced. Data must be entered by the berlinfo.com content department. 

4.1.5 With what

4.1.5.1 Systems

· What kind of systems / applications are involved in the focused project and what kind of data are handled with them (Project planning software, finance and controlling, ...)?
- internally: 7  Apple Macintosh workstations, 3 of which are laptops, 1 workstation doubles as internal web server and data server
- externally: 1 IBM-PC for technical consultant, Apple Macintosh workstations for the partners at home, various platforms for freelancers. None of the latter is directly connected to the office. Datatransfer via e-mail or ftp.
– Applications: software (see 2.1.1.6.3.)

· What kind of data coming from project partners?
Text, pictures, mostly as e-mail Text or MS Word texts and attached pictures in .psd, .tiff, .gif or .jpg format, QuarkXpress files. Otherwise printed matter by postal sevice or fax.

· How are these data integrated in the own processes(e.g. file exchange via e-mail in a proprietary application format)?
E-Mail, with attachment usually as MS Word with copy and paste.
Fax, Letter are integrated by typing.
Telephone, Mouth-to-Mouth, also integrated by typing.


· What kinds of partner applications are involved in these processes?
No particular.

4.1.5.2 Information Types

As an information type can be seen every structured data needed to be processed during the project. This can be typically the name and address information of a partner, a standard conference protocol or a time sheet but also a scan of a picture if is containing (structured) information to process in further tasks.

What are the common information types used in this kind of project?
There are two basic types of information regarding the content: data entries and articles. There are a variety of types of information within the office communication.
1. Content: 
- Data Entry: name, e-Mail, website, address, public transport connection, opening times, credit cards accepted, additional info, text commentary.
- Article: text with table of content and tables as well as pictures.
2. Office:  using Office Software .USE: addresses, minutes of meetings, documents about daily progress, news, ideas, schedules. These are occasionally accompanied by images sent as attachments.

4.1.5.3 Media Types and Infrastructure

· What are the typical media types used in a project (picture, sound, text, (3D-)models, ...)
text, pictures

· What is the typical infrastructure used in a project for information exchange / communication (fax, phone, e-mail, http, ftp)?
Infrastructure is supported by office management software, e-Mails, phone and fax

4.1.5.4 Functions

· What typical functionality is used within the project processing and what kind of data is needed for this?

Example: Resource/Capacity planning needs resource data (name, availability, load forecast,) and task information (task ID, assignment to a project, due date, interdependencies, predecessor,)


4.1.5.5 User Types in the Project

· Are there typical users with limited access rights or specific views on the processes defined in the project (planner, administrator, ...)?
Partners have access to all information in all projects. Content manager has privileges specifically related to content, including data server and web server, but only limited access to office and administrative data. Technical consultant has only access to development of website and limited access to office and administrative data. Freelancers have only access to one folder in network and to viewing internal web server. Content partners have only access to published information.

4.1.5.6 Office Environment

· Does the typical office environment used in this project differ from the common working environment described above.
No. 

4.1.6 Diagrams

4.1.6.1 Generic overview  Berlin Information Group
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4.1.6.2 Input - Output  overview  model: berlinfo.com
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4.1.6.3 Business process 01: external freelancer to www, 2 pages. 
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4.1.6.4 Business process 01  external freelancer to www, continued.: 
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4.1.6.5 Business process 02: internal freelancer to www, 2 pages.
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4.1.6.6 Business process 02: internal freelancer to www, continued
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4.1.6.7 Business process 03: partner program to partner platform, 2 pages.
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4.1.6.8 Business process 03: partner program to partner platform, continue
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4.1.6.9 Business process 04: advertising on berlinfo.com, 2 pages
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4.1.6.10  Business process 04: advertising on berlinfo.com, continued.
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4.1.6.11  Business process 05: project partner on to project platform
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4.1.7 User evaluation

4.1.7.1 Problems Identified 

The overall problem is the separation between various project area databases making it necessary to enter the same data repeatedly. For example entering addresses both at the administrative and at the content level. A parallel problem can be found at several sub-project levels: i.e. content, design, marketing, ad sales. Needed is a single database with various access levels so all parties both internal and external know what information already exists and what can be added, and which allows the same data to be published within different media. 

For example, in the project area content, those producing the content – freelancers, content partners – have no access to the content database. All content must first manually go through the content manager, who must first organise the various content media (e-mails, faxes, letters, print material) and heterogenous data types (addresses come in an assortment of formats before he can enter them. This creates a bottle-neck of content. To alleviate this, content producers must be integrated into the content database. Initial data must enter database only once: as raw data by content producer. The database interface software must allow for various access levels to account for each stage of further processing of raw data, i.e. raw data, organised data, edited data, published data.

A similar scenario exists within project area design, where a common database comprised mostly of images (logos, banners, print ads) needs to be accessible to both external designer and internal office (ad sales, marketing, web consultant) technical communication as well as to external ad partners. This would allow office to directly send graphics necessary for marketing and advertising, and allow ad and marketing partners to directly download BIG ads or banners.

Also for project areas marketing and ad sales, there is no common database. Common documents such as various press releases or ad pricelists and ad specifications must be accessible to partners, freelancers and external partners. 

Also regarding communication between employees, there needs to be some office blackboard communication medium established to integrate freelancers and their various ideas, because they do not have access to the office software.

4.1.7.2 Future Plans

These include a solution to the above mentioned problems by developing online capabilities for entering content. Such a model would include various levels of content storage and access through templates and forms for both BIG, content producers and partners in ad sales and marketing. In particular for content partners the template would include a function for integrating images, texts and event calendars into the central database.

4.1.7.3 Relation to the DYNOCA-System

The DYNOCA system should offer a solution for allowing partners, freelancers and BIG to communicate with one interface, providing different groups, internal and external, different access to different parts of the same data system.
Interview results: WOK

4.1.8 Introduction

The project case is one of the largest medical congresses in Germany organised by WOK, a small consultancy with 3 employees. Despite its small size, WOK has established an expanding network of partner companies enabling them to successfully manage this large event. The overall event in itself is not one but a combination of several sub-congresses, with different organisations producing each one. The interdependencies of the different companies on the different layers within the event, ranging from the producers to the members of the network are of particular interest.

4.1.9 Who

4.1.9.1 Geographical Location

This point is strongly connected to the questions about the organisational structures of the company.

· How is the geographical distribution of the company?
Localized, with temporary offices during project. The project itself culminates in an event that takes place in a different space with offices as well. 

· Are there other locations involved in a typical project?
See above.
4.1.9.2 Core Business

· What is the business area the company is acting in?
Consultancy/agency sector
· What are the core business types of the company?
Advertising and business communication concepts, organisation of events, fairs etc., specifically for customers in the medical sector, also consultancy for start-ups in the biotechnology sector
4.1.9.3 Size

· How many employees are involved in the different core business areas?
3 permanent, 1 freelance, plus office personnel between 2 to 3 during project time
· What is the overall turn over?
2.5 mill. DM

· What is the turn over within the core business?
n.a.

4.1.9.4 Organisational Structure

· What is the basic organisational model of the company?
CEO is responsible for customer contacts and concept work.
Project manager to support CEO and supervise projects.
Secretary for all secretarial work.
· Who is organising the project teams?
CEO, project manager
· What are the steps to establish a project team?
According to the requirements of the individual project, partner companies or freelancers are chosen. These are instructed and, where applicable, encouraged to work with each other independently.
· Describe the responsibilities of the members in the team?
Each member of the team, i.e. sub-contractor/freelancer is responsible for their work as well as maintaining internal communications.
· In how many projects is an individual person involved?
Both CEO and project manager are involved in 4 to 5 projects.

4.1.9.5 Role in Scenario

· What is the role of the company in the described scenario?
In the specified case, the company has the role of general sub-contractor (Generalunternehmer).
· Is the company performing this business in different roles?
No.

4.1.9.6 Working Environment

This point should clarify how the daily work environment of the interviewed employee looks like.

4.1.9.6.1 Office

· Describe the premises / size of the typical office?
The offices are located within a new purpose-built industry/office complex. The offices are about 20 to 25 sqm. and equipped with standard modern office facilities. The company shares spaces and infrastructure with two other companies, with whom they collaborate on projects as well. The company occupies 4 rooms in the complex.


· Is the typical office an open plan office?
They are not open plan offices.


· How many employees are working in average within an office room?
1-2

· What is the typical working time?
For CEO and project manager the time is flexible according to project needs. Secretary’s time is fixed, usually from 9:30 to 18:00.

· Where is the office located?
In Hennigsdorf, a town outside Berlin, with direct public transport connections to Berlin,as well as to the motorway circling Berlin.

4.1.9.6.2 Travel

· How many days per year are the involved persons travelling?
CEO daily, and occasionally for more than one day. Project manager two to three times a week.

· What kind of “office” equipment is used during the travel?
Laptop for CEO, mobile phones and Psions-handhelds (Synchronised) for both CEO and project manager. Further office communication is SMS via desktop PC from office to mobile phone.

· What kind of “office functionality” is used during the travel?
E-mail, fax, telephony, internet via mobile phone for CEO. One request was to have a functionality that allows speech recording.

· What is the typical/average travel duration?
Less than one day.

4.1.9.6.3 Technology

· What kind of technology is used?
E-mail, web, LAN, WAN via PCAnywhere for both CEO and project manager, fax, telephone, mobile phone, data-transfer via FTP as well as ISDN (leonardo, fritz) to some connected companies.

· What kind of software is used?
MS Office esp. Excel, Access Databases, MS Exchange Server with MS Backoffice, shared with other company (WISO, see data-model) on floor.

· What kind of appliances are used?
Desktop PC´s, PDA (Psion), mobile phone, laptop, fax machine, dictaphone for secretary.

4.1.10 What

4.1.10.1 Business Case 

If the company is just working on a limited sub-project, it is useful to understand the interdependencies of the sub-project to the over all project and how they are realised by the interviewed company. 

The Business case in question is the “Hauptstadtkongress – Medizin und Gesundheit 2000”, a medical fair and congress which incorporates three seperate congresses: “Krankenhaus, Klinik, Rehabilitation”, “Pflegekongress”, “Deutscher Ärztekongress”. These seperate congresses are organized partly by different partners. WOK is involved in the organisation or execution of all seperate congresses.

· Describe the participants, the tasks and the objectives of the over all project?
Participants are: 

· WISO - a company in charge of overall organisation of the event. They appoint WOK to run the congress.

· Program Partners for the programs of two of the three congresses (“Krankenhaus, Klinik, Rehabilitation” and “Deutscher Pflegekongress”). These are for example the main sponsors as well as the leading health and medical organisations in Germany.

·  Kongressgesellschaft f. deutsche Ärzte e.V., responsible for organisation and execution of the third congress “Deutscher Ärztekongress”, also in charge of organisation of the industrial fair, which runs at the same time and is an integral part of the whole “Hauptstadtkongress fur Medizin und Gesundheit”. In both instances they cooperate closely with WOK on issues of execution.

· WOK - as executive organisers, with a network of connected companies ranging from graphics design and production to event and exhibition design and building.

· KMA – Klinik Management Aktuell, a medical journal as main sponsor, also partly responsible for execution of the event

· Describe the involved functions / employees, tasks and objectives of the subproject?
n.a.

4.1.10.2 Project Structure

· How is the (sub-) project organised?
See attached project overview. 

· Is the project planning and controlling based on activities, events, both or others?
The project planning revolves around the congress itself, hence it is event orientated. Some controlling mechanisms are however based on activities.

· What kinds of roles are existing in the project (technical and/or administrative project manager, work package manager, steering board, ...)?
See attached project overview.

· Describe the effort in co-ordinating the own activities with the rest of the project?
Since the whole organisation of the project lies with the company, all efforts are taken to ensure coordination as best as possible.

· What kinds of data are used unique just for one project?
n.a.

· What kinds of data are used for more than one project?
n.a.

· What kinds of data are used for every project?


· Is there a need to define data-types for single projects?


· How is the communication organised within the company? 
Main means of communication organisation is personal exchange of ideas, appointments etc, with the help of the exchange server and connected Psions.

· How is the communication organised within the project?
Depending from the partner, contractor or sub-contractor, the organisation of communication ranges from shared communication tools (MS Exchange Server) and regular meetings up to telephone conversations to explain aspects of single jobs.
As explained above the aim within the network of companies connected to WOK is to encourage inter-communication between the partners involved at that level. 

· Are there any interdependencies in the communication?


· Does a black board exist (communication between all members of the project)?
No.

4.1.10.3 Structure of Work

· What are the common interdependencies of the project-activities (End-Start, Start-End, End-End, Start-Start, other functional interdependencies)?
See attached project model and business process flow models.

· What are the functionalities to control work progress and due dates?
There is no functionality as such. Work progress is monitored in every instance by the project manager. The bulk of due dates for speakers and visitors including data such as accommodation and payment is handled by different Excel sheets and some Access databases. 

4.1.11 With whom

Relevant data of the business entities involved in the project work. Depending on the degree of complexity the questions from chapter 3.1.2.1 can be used.

See the above mentioned chapter.

4.1.12 With what

4.1.12.1 Systems

· What kind of systems / applications are involved in the focused project and what kind of data are handled with them (Project planning software, finance and controlling, ...)?
MS Office, esp. Excel to large degree.
MS Access databases used for mailings and visitor control.
MS Exchange Server partly used for appointment scheduling and internal address control.

· What kind of data coming from project partners?
Text, pictures, figures in all kinds of data-types and formats, ranging from .txt to dBase-lists to Powerpoint-presentation to photographic images.

· How are these data integrated in the own processes(e.g. file exchange via e-mail in a proprietary application format)?
E-Mail, with attachment usually as MS Word and sometimes QuarkXpress or Photoshop 
Fax, Letter are integrated by typing.
Telephone, Mouth-to-Mouth, also integrated by typing


· What kinds of partner applications are involved in these processes?
No particular.

4.1.12.2 Information Types

As an information type can be seen every structured data needed to be processed during the project. This can be typically the name and address information of a partner, a standard conference protocol or a time sheet but also a scan of a picture if is containing (structured) information to process in further tasks.

· What are the common information types used in this kind of project?
Program decided by the program commission; content, speakers, times, rooms
Address information for visitors; standard address info plus position within organisation (i.e. chief medical officer, chief administrative officer, etc.).
Booking information for visitors; account and price
Address information for speakers;
Program information for speakers; room, time, picture
Accounting information for visitors; account, price, paid in
Accounting information for speakers; account, price, paid out
Booking information exhibition spaces; time, space, infrastructure, further equipment or technology needed (i.e. ISDN, water, power etc.)

4.1.12.3 Media Types and Infrastructure

· What are the typical media types used in a project (picture, sound, text, (3D-)models, ...)
text, pictures, oral presentation

· What is the typical infrastructure used in a project for information exchange / communication (fax, phone, e-mail, http, ftp)?
Due to the disparate nature of the project, no typical information exchange can be identified. The smallest common denominator seems to be telephone and fax. Every other means of communication requires setting up of special facilities or knowledge with the involved partners.

4.1.12.4 Functions

· What typical functionality is used within the project processing and what kind of data is needed for this?

Example: Resource/Capacity planning needs resource data (name, availability, load forecast, ...) and task information (task ID, assignment to a project, due date, interdependencies, predecessor, ...)


4.1.12.5 User Types in the Project

· Are there typical users with limited access rights or specific views on the processes defined in the project (planner, administrator, ...)?
WISO potentially views all information, but excluding internal accounting of WOK
WOK views all information, including accounting information of WISO where relevant for the project, but excluding internal accounting of WISO (the congress account is a WISO account administered by WOK).
Program committee partners view content information concerning the program
Congress office views address information of visitors for mailings
Congress office views booking information of visitors, but not general account info
Office for medical congress views program, bookings and mailings for medical congress, but no information concerning the other congresses.
Office for medical congress views booking information for industrial fair incl. sponsors, but not arrangements with sponsors.
Graphics sub-contractor views both programs with all speakers and their texts without booking and account information.


4.1.12.6 Office Environment

· Does the typical office environment used in this project differ from the common working environment described above.
There are various office situations during the project cycle. The WOK offices in Hennigsdorf stay as they are, while the congress office moves during the project from a location within Berlin to the actual congress centre, the ICC. All functionalities must be available there as well

4.1.13 Diagrams

4.1.13.1 Overview project ‘Hauptstadtkongress Medizin und Gesundheit’
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4.1.13.2 Business process 01: program to print
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Business process 02: addresses to mass-mailing
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4.1.13.3 Business process 03: mass-mailing to ticket delivery via booking
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4.1.14 User Evaluation

Too many different partners, send different data (e-mails, schedules, announcements, images, payment, etc.) to same people. Overall problem is co-ordination of communication between layers of partners, organisers, different congresses, different partner companies with WOK. All these needs must be integrated. They want to concentrate on unified visitor booking system and mass mailings, also payment systems are not satisfactory. This last problem results from different organisers each having a different payment system.

Interview results: Dra Suzete Abreu

4.1.15 Introduction

Dra Suzete Abreu is an experienced freelancer in the marketing area. She works as freelancer and she develops her carrier in developing Comunication Marketing Campaigns. She works together with other companies who complement her work, though she is responsible for the whole project.

4.1.16 Who

4.1.16.1 Geographical Location

This point is strongly connected to the questions about the organisational structures of the company.

· How is the geographical distribution of the company?
Localized office in Lisbon

· Are there other locations involved in a typical project?
No.
4.1.16.2 Core Business

· What is the business area the company is acting in?
Consultancy
· What are the core business types of the company?
Integrated Marketing Communication.

4.1.16.3 Size

· How many employees are involved in the different core business areas?
1 (freelancer, Dra Suzete Abreu herself)
· What is the overall turn over?


· What is the turn over within the core business?
n.a.

4.1.16.4 Organisational Structure

· What is the basic organisational model of the company?
The project organisational structure differs a lot from project to project.

· Who is organising the project teams?
Dra Suzete Abreu herself.
· What are the steps to establish a project team?
Definition of SOW( Definition of Goals/Tasks/Timeline ( Definition Competencies Required( Definition of Project Team/ Team-Members.
· Describe the responsibilities of the members in the team?
Dra Suzete Abreu is responsible for the creative process and manages all the relations with the other parties involved in the project.

· In how many projects is an individual person involved?
Dra Suzete Abreu can be involved in one or more project at the same time.
4.1.16.5 Role in Scenario

· What is the role of the company in the described scenario?
Dra Suzete has the role of subcontractor of Fordesi.

· Is the company performing this business in different roles?
Yes, Dra Suzete Abreu can be hired directly by the end client.

4.1.16.6 Working Environment

This point should clarify how the daily work environment of the interviewed employee looks like.

4.1.16.6.1 Office

· Describe the premises / size of the typical office?
The office is located within a tipycal Lisbon building. Dra Suzete occupies 1 office of about 15 – 20 sq.m. in a complex where two other companies also have offices. Dra Suzete shares common spaces and infrastructures with the two others companies. This office complex is and eqquipped with standard modern office facilities.

· Is the typical office an open plan office?
N.a.


· How many employees are working in average within an office room?
N.a.

· What is the typical working time?
Time schedule is very flexible according to project needs and project phase.

· Where is the office located?
Lisbon – Near the center.

4.1.16.6.2 Travel

· How many days per year are the involved persons travelling?
Almost all the clients and other parts involved in the projects are located in Lisbon, so there aren’t many travelling days per year.

· What kind of ”office” equipment is used during the travel?
Laptop and mobile phones.

· What kind of ”office functionality” is used during the travel?
E-mail, fax, mobile telephony.

· What is the typical/average travel duration?
Appointments in Lisbon take from 2 hours up to one day. Meetings out from Lisbon can take up to 2 days, including travel time.

4.1.16.6.3 Technology

· What kind of technology is used?
E-mail, web, fax, telephone, mobile phone.

· What kind of software is used?
- Word Processing: MSWord
- Internet: Explorer
- Mail: Outlook
- Graphics: Macintosh Drawing Aplications
· What kind of appliances are used?
Mobile phone, laptop, desktop PC, fax machine, network printer, online fax, fotolitos in film.

4.1.17 What

4.1.17.1 Business Case 

If the company is just working on a limited sub-project, it is useful to understand the interdependencies of the sub-project to the over all project and how they are realised by the interviewed company. 

The business case in question is the “ Campaign to start the Marketing and Comercialisation of Forgest (ERP Tool)”. Dra Suzete was hired by Fordesi and is responsible for all the project.

· Describe the participants, the tasks and the objectives of the over all project?
Participants are:

- Objective: To start the promotion to comercialise Forgest

- Tasks: , Communication Strategy definition, Development of the creativity work, Development of the Art Work and Printing.

- Participants: Dra Suzete Abreu, Risco and Quádrica

· Describe the involved functions / employees, tasks and objectives of the subproject?
n.a.

4.1.17.2 Project Structure

· How is the (sub-) project organised?
See attached project overview.

· Is the project planning and controlling based on activities, events, both ore others?
The planning of creative work is very vague. The other work is planned and controled based on activities and sometimes on events.

· What kinds of roles are existing in the project (technical and/or administrative project manager, work package manager, steering board, ...)?
Dra Suzete Abreu coordinates all the work herself.

· Describe the effort in co-ordinating the own activities with the rest of the project?
As the activities start as the other ends there is only the effort to make sure that they end and start on time.

· What kinds of data are used unique just for one project?
Fotolitos in film and art work.

· What kinds of data are used for more than one project?
n.a.

· What kinds of data are used for every project?
n.a.

· Is there a need to define data-types for single projects?
No.

· How is the communication organised within the company? 
N.a.

· How is the communication organised within the project?
 External communication by means of e-mail and telephone.

· Are there any interdependencies in the communication?
All the information is centralized and distributed by Dra Suzete Abreu.

· Does a black board exist (communication between all members of the project)?
No.

4.1.17.3 Structure of Work

· What are the common interdependencies of the project-activities (End-Start, Start-End, End-End, Start-Start, other functional interdependencies)?
End - Start

· What are the functionalities to control work progress and due dates?
There is no functionality as such. Dra Suzete Abreu controls the work personaly.

4.1.18 With whom

Relevant data of the business entities involved in the project work. Depending on the degree of complexity the questions from chapter 2.1.2.1 can be used.

4.1.19 With what

4.1.19.1 Systems

· What kind of systems / applications are involved in the focused project and what kind of data are handled with them (Project planning software, finance and controlling, ...)?
Dra Suzete Abreu doesn’t use much software herself, she only uses MS Word for text processing.
The other partners use Macintosh aplications for graphics.

· What kind of data coming from project partners?
Most of the data transfered are pictures or pictures with text. All data transfer is done in hard copy.

· How are these data integrated in the own processes(e.g. file exchange via e-mail in a proprietary application format)?
Art works and fotolitos in fim.

· What kinds of partner applications are involved in these processes?
N.a.

4.1.19.2 Information Types

As an information type can be seen every structured data needed to be processed during the project. This can be typically the name and address information of a partner, a standard conference protocol or a time sheet but also a scan of a picture if is containing (structured) information to process in further tasks.

· What are the common information types used in this kind of project?
Advertises to publish
Brochures
Presentations

4.1.19.3 Media Types and Infrastructure

· What are the typical media types used in a project (picture, sound, text, (3D-)models, ...)
Pictures or pictures with text.

· What is the typical infrastructure used in a project for information exchange / communication (fax, phone, e-mail, http, ftp)?
E-Mails, phone and fax

4.1.19.4 Functions

· What typical functionality is used within the project processing and what kind of data is needed for this?

N.a.

4.1.19.5 User Types in the Project

· Are there typical users with limited access rights or specific views on the processes defined in the project (planner, administrator, ...)?
No, there is no confidential infromation within the consorcium.

4.1.19.6 Office Environment

· Does the typical office environment used in this project differ from the common working environment described above.
No. 

4.1.20 Diagrams

4.1.20.1 Generic overview of the Consorcium
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4.1.20.2 [image: image1.wmf]Business process 01: Freelancer

4.1.21 User evaluation

4.1.21.1 Problems Identified 

The different partners involved use not compatible software aplications, so all the data transfer is done in hard copy.

4.1.21.2 Future Plans

No major changes planned.

4.1.21.3 Relation to the DYNOCA-System

The DYNOCA system should allow Dra Suzete Abreu to have online all the development of the Art works so that she can follow more closely the whole development in terms af graphics and dates.
5 Conclusion of User-Requirements (Overview Table)


Company 1

BIG
Company 2

WOK
Company 3

Dra Suzete Abreu
Conclusion

business area
English-language information/ content provider
Consultancy/ agency sector
Marketing consultancy
The companies’ main business is consultancy and content provision.

core business types
Content Syndication: Developing content for publication through our products: berlinfo.com, b-magazine, Berlin Information Consulting and re-sale with content partners.
Advertising and business communication concepts, organisation of events, fairs etc., specifically for customers in the medical sector, also consultancy for start-ups in the biotechnology sector
Integrated Marketing Communication.
The main core business types are content syndication, organisation of events, communication concepts.

geographical distribution / other locations involved
Localized office in Berlin-Mitte with freelancers throughout the city / satellite city-offices planned across Europe.
Localized, with temporary offices during project. The project itself culminates in an event that takes place in a different space with offices as well.
Localized in Lisbon, no other locations
Mainly at one fixed location/office.

basic organisational model
Partners responsible for developing content, technological foundation, finances, marketing and personnel. Partners may assign project managers to organise project teams and assign sub-projects
CEO is responsible for customer contacts and concept work.
Project manager to support CEO and supervise projects.
Project structure depends on client
Very different, depends on clients and partners.

steps to establish a project team
Contract/Concept( Partners Meeting ( Definition of Goals/Tasks/Timeline 
( Division of Labor ( Definition of Project Team/Sub-teams/Team-Members.
Project defined(, partner companies or freelancers are chosen(partners instructed and, where applicable, encouraged to work with each other independently.
Definition of SOW( Definition of Goals/Tasks/Timeline ( Definition Competencies Required( Definition of Project Team/ Team-Members.
The steps are very different: 

From definition of goals, tasks to team members.

business roles 
BIG could be sub-contractor, supplier, or purchaser within the same business sector of content providing.
In the specified case, the company has the role of general sub-contractor (Generalunternehmer).
Dra Suzete has the role of subcontractor of Fordesi.
Companies acting mainly as sub-contractor.

typical working time
Time schedule is generally flex with  a standard daily core time from 10:00-15:00, Mon-Fri, Freelancers have a varying schedule according to availabilty of work-stations.
For CEO and project manager the time is flexible according to project needs. Secretary’s time is fixed, usually from 9:30 to 18:00.
flexible according to project
Working time is mainly flex.

office location (home, comp. etc.)
Company in Berlin-Mitte
Hennigsdorf, a town outside Berlin
Central Lisbon, sharing office facilities with 2 other companies
Office is mainly located at the company.

travelling effort
Outside appointments for partners average  from 60 to 80 days per year.
CEO daily, and occasionally for more than one day. Project manager two to three times a week.
limited mostly to within Lisbon
The travelling effort is moderate.

“office” equipment used during travel
Laptop, mobile phones, and Psions-handhelds.
Laptop, mobile phones and Psions-handhelds (Synchronised) for both CEO and project manager. Further office communication is SMS via desktop PC from office to mobile phone.
Laptop and mobile phones.
Laptop 

Mobile phones 

technology used/Means of Communication
E-mail, web, LAN with http-protocol, fax, telephone, mobile phone, data-transfer via FTP, online forms.
E-mail, web, LAN, WAN via PCAnywhere for both CEO and project manager, fax, telephone, mobile phone, data-transfer via FTP as well as ISDN (leonardo, fritz) to some connected companies.
mail, web, fax, telephone, mobile phone.
Email

Web

Fax

phone 

Mobile phone.

software used
- Office: USE. Office Management: (FileMaker)
- Content: Custom Editorial Tool (FileMaker)
- Word Processing: Apple Works, MSWord, BBEdit
- Web Development: WebStar, DreamWeaver, BBEdit, Photoshop
- Internet: Eudora, Netscape, Explorer, Fetch, Anarchie
MS Office esp. Excel, Access Databases, MS Exchange Server with MS Backoffice, shared with other company (WISO, see data-model) on floor.
– MSWord
– MS Explorer
– MS  Outlook 
– Macintosh 
– Drawing Aplications

Main Software: 

MS Office (Excel, Access, Word)

But a lot of other software is also used, e.g. for web development.

project planning and controlling
project planning and controlling revolves around content management and milestones of content accumulation.
The project planning revolves around the congress itself, hence it is event orientated. Some controlling mechanisms are however based on activities.
planning creative work is vague. other work is planned and controlled based on certain activities and sometimes on events
Planning and controlling is based on activities and events.

co-ordination effort 
Project organisation by company BIG. constant communication between project managers and partners through office software seating arrangement Communication is difficult between freelancers and content manager.
Since the whole organisation of the project lies with the company, all efforts are taken to ensure coordination as best as possible.
Effort limited to transitional phase between projects


The co-ordination effort is difficult to describe: communication between manager and partners.

data used unique for one project
Data derives from same databases but project/client determines selection and ultimate form of publishing.
n.a.
n.a.
Only one company uses unique data.

data used for every project
n.a.
n.a.
n.a.
No company uses data for every project.

data-types definition for single projects
This is determined by the client.
n.a.
Not necessary
Special data type definition is not necessary or is determined by the client.

organisation of communication within the company
Main means through daily personal contact and office management software documenting thoughts, news, ideas, decisions, etc.
Main means of communication organisation is personal exchange of ideas, appointments etc, with the help of the exchange server and connected Psions.
n.a.
Communication within the company is done mainly through personal contact.

organisation of communication within a project
Same as previous plus External communication by means of e-mail and telephone
Depending from the partner, contractor or sub-contractor, the organisation of communication ranges from shared communication tools (MS Exchange Server) and regular meetings up to telephone conversations to explain aspects of single jobs.
As explained above the aim within the network of companies connected to WOK is to encourage inter-communication between the partners involved at that level.
External communication by means of e-mail and telephone.
Communication within the project is done mainly as mentioned before plus external communication effort.

existing of black board
internally, excluded freelancers and content partners
No
No
Most of the companies do not use a black board.

control of work progress and DEADLINES
Work progress is monitored by partners and project manager using office software.
Work progress is monitored in every instance by the project manager. The bulk of deadlines for speakers and visitors including data such as accommodation and payment is handled by different Excel sheets and some Access databases.
no functionality as such. Dra Suzete Abreu controls the work personally
The control of work progress is monitored by manager and partner.

One company has not such functionality.

data coming from partners
Text, pictures, mostly as e-mail Text or MS Word texts and attached pictures in .psd, .tiff, .gif or .jpg format, QuarkXpress files. Otherwise printed matter by postal service or fax.
Text, pictures, figures in all kinds of data-types and formats, ranging from .txt to dBase-lists to Powerpoint-presentation to photographic images.
Mostly as images with or w/o text. Always as hard copy.
Data coming from the partners are mostly text and pictures/images.

data integration in the own processes
E-Mail, with attachment usually as MS Word with copy and paste.
Fax, Letter are integrated by typing.
E-Mail + attachment ( MS Word, QuarkXpress, Photoshop )
Fax, Letter, telephone, mouth-mouth,  are typed into system.
As art works and fotolithos
Normally email with attachments are used with copy and paste.

Sometimes mouth-mouth are typed into system.

involvement of partner applications 
none
No particular.
n.a.
No particular involvement of other partner applications.

common information types
There are two basic types of information regarding the content: data entries and articles. There are a variety of types of information within the office communication.
1. Content: 
- Data Entry: name, e-Mail, website, address, public transport connection, opening times, credit cards accepted, additional info, text commentary.
- Article: text with table of content and tables as well as pictures.
2. Office:  using Office Software .USE: addresses, minutes of meetings, documents about daily progress, news, ideas, schedules. These are occasionally accompanied by images sent as attachments.
Program decided by the program commission; content, speakers, times, rooms
Address information for visitors; standard address info plus position within organisation (i.e. chief medical officer, chief administrative officer, etc.).
Booking information for visitors; account and price
Address information for speakers;
Program information for speakers; room, time, picture
Accounting information for visitors; account, price, paid in
Accounting information for speakers; account, price, paid out
Booking information exhibition spaces; time, space, infrastructure, further equipment or technology needed (i.e. ISDN, water, power etc.)
Advertises to publish
Brochures
Presentations
A variety of information types is used.

It is difficult to extract common information types.

typical media types
text, pictures
text, pictures, oral presentation
Pictures or pictures with text
Typical media types used are text and pictures.

user types in the project
Partners have access  to all information in all projects. Content manager has privileges specifically related to content, including data server and web server, but only limited access to office and administrative data. Technical consultant has only access to development of website and limited access to office and administrative data. Freelancers have only access to one folder in network and to viewing internal web server. Content partners have only access  to published information.
WISO accesses all information, excluding internal accounting of WOK
WOK accesses all information, including accounting information of WISO where relevant for the project, but excluding internal accounting of WISO (the congress account is a WISO account administered by WOK).
Program committee partners view content information concerning the program
Congress office views address information of visitors for mailings
Congress office views booking information of visitors, but not general account info
Office for medical congress views program, bookings and mailings for medical congress, but no information concerning the other congresses.
Office for medical congress views booking information for industrial fair incl. sponsors, but not arrangements with sponsors.
Graphics sub-contractor views both programs with all speakers and their texts without booking and account information.
no confidential information within the consortium.
Normally all partners have access to all project related data.

Conclusion
The overall problem is the separation between various project area databases making it necessary to enter the same data repeatedly. For example entering addresses both at the administrative and at the content level. A parallel problem can be found at several sub-project levels: i.e. content, design, marketing, ad sales. Needed is a single database with various access levels so all parties both internal and external know what information already exists and what can be added, and which allows the same data to be published within different media.
Too many different partners, send different data (e-mails, schedules, announcements, images, payment, etc.) to same people. Overall problem is co-ordination of communication between layers of partners, organisers, different congresses, different partner companies with WOK. All these needs must be integrated. They want to concentrate on unified visitor booking system and mass mailings, also payment systems are not satisfactory. This last problem results from different organisers each having a different payment system.
The different partners use incompatible software, so data transfer must be hard copy.
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