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Project Orientation Guide

Note: This orientation package is available to the project team.  You should attach or include other general project profile information, the Project Management Plan (PJM.CR.030), or if available a current Project Progress Report.

Introduction

Welcome to the <Project Name> Project!  This document provides an orientation of the engagement, project history, and contact information.  It should provide enough information to begin working with the project team.  However, once on site, you should review the project infrastructure logistics, administration, and relevant deliverables to get up to speed on where the project is today.

Purpose

The purpose of this document is to orient project team members to the <Project Name> project by organizing the often overwhelming amount of information that is presented to new team members.  This document guides new team members through the background material and administrative information for the project.

Audience

The audience for this document are the project team members, including members from the enterprise, system integrators, and other third-party resources who will be involved with the project.

How This Document Is Organized

Note: The table below should be modified based on the specific project requirements.

This section describes each major section of the document.

	Section
	Description

	
	

	Document Control
	Lists change record, reviews, and distribution

	Project Orientation Guide
	Outlines the purpose and use of this document

	<Company Long Name>
	Company information

	Oracle
	Oracle Corporation information

	<Project Name> Project
	Project information

	Appendix A:  Local Areas of Interest
	Local areas of interest

	Appendix B:  Glossary
	Glossary of terms


Distribution and Update Notice

This document is distributed by the <Project Name> project.  The primary person responsible for maintaining or addressing inquiries about this document is as follows:

Note: Add the name, company name, mailing address, phone number, and email address of the person(s) responsible for maintaining this document throughout the life of the project.

<Company Long Name>
Note: This section should include relevant enterprise information that is applicable to the project.

Mission, Values, Strategic Intent, and Success Factors

Mission

<Company Long Name> provides customers with …

Values

The primary values for <Company Long Name> are as follows:

Strategic Intent

<Company Long Name> will …

Critical Success Factors

The critical success factors for <Company Long Name> are as follows:

Business Perspective

<Company Long Name> was founded in …

<Company Long Name>’s management team includes:

Oracle(
Note: This section should include the latest information about Oracle that is applicable to the project.  As a starting point, you can obtain relevant information from the following web site:

http://www.oracle.com/

<Project Name> Project

Chronological Project History

Note: The project manager or team leader should regularly update this list of significant events which has impacted the progress of the project.  The information contained in this section reference any  events that accelerated the project.  This section should also include predicted events based on assumptions and other information which may be of significance.

<Month - Year>

· The project kickoff was on ...

· Resources changes ...

Focus and Sensitive Areas

<Project Name> Organization

Note: Insert a project team organization chart and describe the reporting structure for the project.

<Project Name> Contacts

Note: Update the table below with the primary contacts for your project.

The following list identifies the primary contacts for  the <Project Name> project:

	Name
	Organization
	Project Role
	Email ID
	Phone Number(s)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


For senior managers who are on the project board, include the name of  their administrator, fax number, pager number, and mobile or cellular telephone number.

<Project Name> Mailing List

Note: Update this section to include the primary mailing address for the project.

Project Mailing Address

	<Company Long Name>
	
	Reception Phone:
<Reception Phone>
	

	<Company Address>
	
	Receptionist:
<Receptionist Name>
	

	email address:
	
	Reception Fax:

<Reception Fax>
	


Receiving and Sending Physical and Electronic Mail:

Project Location and Access Information

Project Site

<Insert project site directions here>

Main project room/area, phone:

Parking Restrictions:

Security badges:  Arranged for project staff with an engagement of 

Working Practices

Business Hours

The following company hours of operation apply to the project:

Note: Update this section with the hours of operation that the project should follow.  The after hour policies should include:

- Permissibility of after hours work
- Policies for working off site
- Other general policies

· Normal Working Hours:  Generally, the hours of operation are …

· Lunch/Breaks:  Company breaks occur …

· After Hours Policies:  

Business Attire

The following business attire arrangements have been established for the project:

· Standard:  

· Exceptions (e.g., casual Fridays or weekends):  

Project Team Communications

· Staff will be assigned USER ID’s and passwords for the network, email, and schedule management software

· <Consultant> team weekly status meetings: TBA by <Project Manager>
· Team Lead weekly status reports:
4 P’s format (Progress, Problems, Plans, Priorities)

Using Facilities

The following arrangements have been made for the use of facilities:

· Computer Resources:

· Office Supplies:

· Security Requirements:

· Network Access:

· Telephones

· Parking:

· Other considerations:

Holidays

Note: This section should be updated with the holidays and dates to reflect the total days observed for each organizations involved on the project.

The following holidays will be observed by <Company Long Name>:

· New Years Day

· Good Friday 

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving (2 days)

· Christmas

The following holidays will be observed by <Consulting Firm>:

· New Years Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving (2 days)

· Christmas

Time and Expense Information

Note: This section should be updated to include the time and expense practices and procedures for the project.  This section may need to be duplicated or expanded upon to address the individual requirements for each organization working on the project.

Team members will receive a time sheet listing the tasks they are engaged to perform.  This time sheet is to be submitted on a weekly basis to the Project Manager with the hours spent per task indicated.  This is in addition to the Project Accounting time submission.

Project Accounting Number:
<PA Number>
Labor Tasks:




Note: Include full list of labor tasks

Expense Tasks:




Note: Include full list of expense tasks

Billing and Other Contract Rules:

The following rules govern how time will be entered against the project:

· Enter Project Accounting information weekly

· Separate project timesheet required: <Timesheet Required? Y/N>
Travel and Expense Guidelines

The following travel and expense guidelines will apply for the project:

· Follow Standard <Consultant> Expense Guidelines

· Rental Car

· Net Mileage - only for local project staff unless otherwise arranged

· All expense exceptions must be approved by <Company Short Name> prior to being incurred

· Other information such as flights, return to home policy for long term assignees.

Preferred Hotels

Note: In order to effectively manage project expenses, you should always consider using corporate apartments whenever feasible.

The preferred hotels for the project are as follows:

	Name
	Address
	Project Rate
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Library

Note: Reference or insert applicable sections from the Configuration Management Strategies, Standards, and Procedures (PJM.CM.010) deliverable for more information regarding the procedures for the project library.

<Project Name> Internet/Intranet Pages of Interest

Access to the <Company Long Name> intranet requires the use of a browser and permission.

Note: Update this section with project related web sites.

Appendix A – Local Areas of Interest

Local Areas Of Interest

Below you will find a list of local attractions arranged by category for evening and weekend entertainment.

Note: Modify the sections below to best represent the local areas of interest.

You may also want to consider adding web site locations as applicable.

Hospitals / Emergency Care Facilities

	Type
	Name
	Address
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Restaurants

	Type
	Name
	Address
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Spectator Sports

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Golf, Tennis, Gyms

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Performing Arts

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Art Galleries and Museums

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Amusements

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Libraries

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Theaters

	Name
	Address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Appendix B -- Glossary

Glossary

Note: This section should contain relevant enterprise terminology for the project and contain related sections from the Oracle Method (OM) Glossary. 
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