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Change Agent Network Roles and Responsibilities
Primary Contact
[image: image1.emf]Thank you for your participation in the Sunflower Project.  Your role and partnership are keys to the successful implementation of the new SMART system.  As the Primary Contact you are the crucial link between your agency and the Sunflower Project, providing a connection for others within your agency: training contact, technical contact, subject matter experts (SMEs), project managers, end users, and agency leadership.

The list below outlines your responsibilities as they relate to the Sunflower Project.  This list, used in conjunction with your Agency Task List, Change Agent Network meetings, and Business Process Workshops will help you and your agency achieve readiness.  

Your primary point of contact for the Sunflower Project is your Agency Readiness Liaison.  If you have any questions or concerns, please contact your Agency Readiness Liaison.  If you are unsure of whom your Agency Readiness Liaison is, please consult the Sunflower Project website at http://www.da.ks.gov/ar/fms/.
· Take ownership of your agency readiness 

· Champion change for the Sunflower Project

· Advocate the Sunflower Project and communicate information throughout your agency

· Attend project presentations, workshops, and training 

· Understand the content in workshops, presentations, and other messages to communicate back to your agency contacts and users; and proactively follow up with your Agency Readiness Liaison as needed for clarification and to bridge any knowledge gaps

· Participate in meetings with your Agency Readiness Liaison 

· Work through the action items on the Agency Task List 

· Understand the new Oracle/PeopleSoft functionality

· Work with Agency SME’s to map the agency’s “as is” process to the new “to-be” process

· Communicate business processes and roles to the employees at your agency 

· Be knowledgeable of Sunflower Project activities and responsibilities

· Be aware of the changes the SMART system will have on your agency’s operations

· Identify and communicate with your Agency Readiness Liaison regarding organizational cultural factors that may enhance or detract from the agency’s readiness

· Work with your Agency Readiness Liaison to identify and address potential sources of resistance to change within your agency

· Manage activities required to prepare for implementation

· Assess agency's readiness for the transition to the new SMART system

· Attend meetings as requested

· Provide information to your Agency Readiness Liaison as needed

· Adhere to project quality standards

· Complete work on time

Change Agent Network Roles and Responsibilities

Technical Contact
[image: image2.png]Thank you for your participation in the Sunflower Project.  Your role and partnership are keys to the successful implementation of the new SMART system.  As the Technical Contact, you are responsible for the transition of your agency’s legacy systems, data, and interfaces to the new SMART system.   Your coordination of data extract and clean-up will provide vital information needed for testing and quality assurance. 
The list below outlines your responsibilities as they relate to the Sunflower Project.  This list, used in conjunction with your Agency Task List, Change Agent Network meetings, and Interface/Conversion Workshops will help you and your agency achieve readiness.  

Your primary point of contact for the Sunflower Project is your Agency Readiness Liaison.  If you have any questions or concerns, please contact your Agency Readiness Liaison.  If you are unsure of whom your Agency Readiness Liaison is, please consult the Sunflower Project website at http://www.da.ks.gov/ar/fms/.

· Attend interface workshop(s)
· Attend conversion workshop(s)
· Perform data clean-up

· Create data extracts for loading into SMART 
· Perform data conversion and develop interfaces

· Validate data conversion by developing test files and test cases

· Update technical and functional documentation

· Adhere to project quality standards

· Complete work on time
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Training Contact
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Thank you for your participation in the Sunflower Project.  Your role and partnership are keys to the successful implementation of the new SMART system.  As the Training Contact, you are responsible for coordinating Sunflower Project training activities for your agency.  Training is the essential link to help end users transition their current role into the SMART role.

The list below outlines your responsibilities as they relate to the Sunflower Project.  This list, used in conjunction with your Agency Task List, Change Agent Network meetings and Train-the-Trainer program, will help you and your agency achieve readiness.  

Your primary point of contact for the Sunflower Project is your Agency Readiness Liaison.  If you have any questions or concerns, please contact your Agency Readiness Liaison.  If you are unsure of whom your Agency Readiness Liaison is, please consult the Sunflower Project website at http://www.da.ks.gov/ar/fms/.
· Communicate role-based training paths to your Agency management

· Communicate with your Agency Readiness Liaison regarding agency training standards and practices that may influence agency users’ acceptance of the project training program

· Participate in the role-mapping process 
· Provide the names of designated SMART trainers from your agency and coordinate their participation in the Train-the-Trainer program

· Coordinate end user training registration for your agency

· Encourage participation (or availability to attend) of agency end users in training sessions

· Organize registration for post go-live training sessions

· Adhere to project quality standards

· Complete work on time
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Subject Matter Experts (SMEs)
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Thank you for your participation in the Sunflower Project.  Your role and partnership are keys to the successful implementation of the new SMART system.  As a Subject Matter Expert, your input is fundamental to the design and configuration of the SMART system.  

The list below outlines your responsibilities as they relate to the Sunflower Project.  This list, used in conjunction with your Agency Task List, Change Agent Network meetings and the various workshops, will help you and your agency achieve readiness.  

Your primary point of contact for the Sunflower Project is your Agency Readiness Liaison.  If you have any questions or concerns, please contact your Agency Readiness Liaison.  If you are unsure of whom your Agency Readiness Liaison is, please consult the Sunflower Project website at http://www.da.ks.gov/ar/fms/.

· Participate in conference room pilots, i.e. prototyping sessions

· Participate in other activities (configuration workshops, business process workshops, etc.)

· Map the agency’s “as is” process to the new “to-be” process

· Identify and communicate with your Agency Readiness Liaison regarding aspects of the new “to-be” process or SMART functionality that will be particularly challenging for your agency users, and work with your Agency Readiness Liaison to address those challenges

· Attend end-user training

· Adhere to project quality standards

· Complete work on time

Change Agent Network Roles and Responsibilities

Project Manager
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Thank you for your participation in the Sunflower Project.  Your role and partnership are keys to the successful implementation of the new SMART system.  As the Project Manager, you are responsible for the creation and progress of the project schedule.  Your leadership and expertise of the project schedule will provide essential information to the Sunflower Project and agency staff.

The list below outlines your responsibilities as they relate to the Sunflower Project.  This list, used in conjunction with your Agency Task List, Change Agent Network meetings and the various workshops will help you and your agency achieve readiness. 

Your primary point of contact from the Sunflower Project is your Agency Readiness Liaison.  If you have any questions or concerns, please contact your Agency Readiness Liaison. If you are unsure of whom your Agency Readiness Liaison is, please consult the Sunflower Project website at http://www.da.ks.gov/ar/fms/.  

· Complete project schedule, including your agency specific activities
· Maintain your project schedule

· Manage project schedule and activities (development, conversion, testing)

· Report agency progress on a monthly basis to your Agency Readiness Liaison by the end of each 
month
· Inform the Sunflower Project of any critical schedule delays that could impact all phases of the 
schedule (development, testing, cut-over)
· Provide information to your Agency Readiness Liaison as needed

· Submit KITO plan for your agency (if required)
· Attend workshops, as requested
· Attend meetings, as requested

· Adhere to project quality standards

· Complete work on time
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