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How to Use this Template

This “study” project team proposal template includes several structured sections that contain a description and supporting information for a project team proposal (PTP.) As the initiator of the PTP, do your best to fill in as much information as you know, but remember that the OpenTravel Specification Manager is available to help you create or finalize the PTP.

Section 1: Proposed Project Team Name – is where you enter the name of the proposed project team. Note that the project name appears in other places in the document, such as on the cover page, so see the suggestion in the “Blue Text” table below for doing a search and replace on this field.

Section 2: Description – is where you describe the Purpose (a brief description of the study including any background and rationale. This should be understandable to those not necessarily familiar with your industry or this particular area), Goal (why the study is being conducted and the overall goal of the study. Goals could include research results, a business requirements definition project proposal or a schema project proposal) and Scope (further details of what you are studying that will help other OpenTravel members/non-members understand your project) of the project.

Section 3: Initial Contributions – is where you list any documents (name, type of document and source of document.) Documents may include research, requirements, questionnaires, etc.  If no documents are to be contributed, leave the list blank.

Section 4: Resource Requirements – is where you identify the resources that the project team desires from OpenTravel staff (do not fill in sections that the project team plans to perform on its own).  Upon receipt of the completed form, the Interoperability Committee will review resources requested and make a recommendation to the Board as to what resources can be accommodated.
Section 5: Anticipated Completion Date – this is where you enter the date that you would like to see the project study completed and ready for review and publication.

Section 6: Sponsoring Member/ Work Group – this is where you enter your contact information.

Section 7: Additional Participants – this is where you add other individuals from your company that will be participating and/or individuals from other OpenTravel member companies (if you know of any) that will be participating. Remember that as an open standards body, any OpenTravel member company may participate in any project team, so this section is often updated after the PTP is sent to all OpenTravel members so they can elect to participate if they want to.

Section 8: Delivery Schedule – this is where you list the products that you plan to deliver (e.g. study report, business requirements, project team proposal, use cases). The deliverables are dependant on the type of study that is being conducted.
Section 9: Glossary of Terms and Acronyms – this is where you can define any terms and/or acronyms that may help project team participants and other readers of the PTP, such as the OpenTravel IO Committee, to understand the project. 

The “Blue Text” Fields: In some sections of the PTP template, there is text that appears in a blue font. This is to aid you in describing the proposed project. Simply enter your information into these colored fields (overwriting the existing text.) The following table contains an overview of each of the colored fields in the PTP:

	Field
	Description/ Notes

	Project_Name
	The name of the project. You may want to do a “search and replace” on this field as it appears several times in the document, e.g. replace Project_Name with Enhanced Tours Schema.

	[Date]
	This is the date you created the PTP. It appears in the footer of pages. You may want to do a “search and replace” on this field, e.g. replace [Date] with March 1, 2010.

	Member_company_name
	This is the name of your company. You may want to do a search and replace on this field as it may appear several times in the document.

	Qty
	A numeric quantity (generally used to indicate the projected quantity of meetings or an hourly duration.)

	Individual_Name

Mailing_Address

Telephone_Number

Fax_Number

Email_Address
	Contact information.


1. Proposed Project Team Name

Project Name: [Project name goes here]
2. Description

Purpose

[Provide a brief description of the project including any background and rationale. This should be understandable to those not necessarily familiar with your industry or this particular area.] 

Scope

[Provide an overview of the business requirements this project will define, along with any further details that will help other OpenTravel members/non-members understand your project.] 

Goal

[Expand here on why this project is being conducted and its overall goal. Goals could include prioritized or finalized requirements or a schema proposal document. ]

3. Initial Contributions

[Include the document name, type of document and source of document.  Documents could include research, requirements, questionnaires, etc.  If no documents are to be contributed, leave the list blank.]

	Document name
	Type of Document
	Document Source

	
	
	

	
	
	

	
	
	

	
	
	


4. Resource Requirements

[Please identify the resources that the project team desires from OpenTravel staff (do not fill in sections that the project team plans to perform on its own).  Upon receipt of the completed form, the Interoperability Committee will review resources requested and make a recommendation to the Board as to what resources can be accommodated.]

	Minute taking
	

	Facilitation
	

	Schema development
	


	Planned activity
	Number per month
	Number of months
	Duration

(hours)
	Total Time (hours)

	Conference calls
	Qty
	Qty
	Qty
	Qty

	Face to face meetings
	


	Total OpenTravel Specification Manager time required for this project (to be completed by Specification Manager.)
	Qty hours project team calls

Qty hours schema development

	Mail distribution list required?
	

	Please provide the name of the mail distribution list:
	


5. Anticipated Completion Date/Publication

	Study Completion Date
	


6. Sponsoring Member /Work Group

This specification has been submitted by Individual_Name on behalf of the OpenTravel OpenTravel_workgroup_name Work Group.

Contact Information:

Name: Individual_Name 

Company: Member_company_name
Mailing Address: Mailing_Address
Telephone: Telephone_Number
Fax #: Fax_Number
E-Mail Address: Email_Address
The chair of this Work Group/ Sub-Committee has reviewed this submission for completeness and understands this particular Work Group/ Sub-Committee is the Sponsoring Work Group/ Sub-Committee, responsible for the communication process.  This does not mean the Chair or Work Group/ Sub-Committee is approving the actual work or its inclusion in any specification.

_______________________

Chair’s Signature or Initials

(electronic is acceptable)

7. Additional Participants

The following OpenTravel members/companies are participants in this study:

	Member
	Company
	E-mail Address

	Individual_Name
	Member_company_name
	Email_Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


8. Deliverable Schedule

	Component
	Status
	Estimated Completion Date

	[List the products you plan to deliver (e.g. study report, business requirements, project team proposal, use cases). The deliverables are dependant on the type of study that is being conducted.]
	
	

	
	
	

	
	
	

	
	
	

	
	
	


9. Glossary of Terms & Acronyms

	Term or Acronym
	Definition

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	© 2010 OpenTravel Alliance.
	Version DRAFT 0.1
	[Date]


	© 2010 OpenTravel Alliance.
	-4-
	Version DRAFT 0.1 – [Date]



