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Introduction
July 1, 2007
Greetings!

This manual serves as a guide to the members of Administrative Technical Advisory Group (ATAG). It provides a brief portrait of the group, including details related to its operation and policies.

The continued development of the manual will preserve an organizational historical perspective, and provide a reference to current status.  It will serve as an enduring guide, providing an overview of the group’s purpose and function.

It is my honor to present this manual to the membership and any other interested parties.
Sincerely,

Shelley Ruff
Director, Application and Information Solutions
Office of Information Technology

Ohio University 
Table of Contents
1A Portrait of the ATAG


1History


1Mission


1The ATAG website


1Membership


2Operation


2Charge


2ATAGPolicies & Procedures


2Project Review


3Membership Issues


3Secretary


3Chairperson


3General Membership Responsibilities


4Meetings


4Voting Procedures





A Portrait of the ATAG
History
In 2007, the IT Advisory Council (ITAC) was formed to help the Office of Information Technology (OIT) better serve the Ohio University community by centralizing the review and approval process for IT initiatives.  ATAG is one of four sub-groups of the Advisory Council:
· Faculty Advisory Committee on Technology (FTAG)

· Administrative Technology Advisory Group (ATAG)

· Student Advisory Committee on Technology (STAG)

· Network Architecture Committee on Technology (NTAG)

ITAC and all its subgroups were formed under the initial leadership of J. Brice Bible, Ohio University’s Chief Information Officer.  Shelley Ruff, Director of Application and Information Services, led the effort to form the ATAG sub-group.  
Mission
ATAG is committed to sustaining OHIO’s excellence and competitiveness in the delivery and implementation of administrative services at the University.  It provides advice, guidance and recommendations regarding administrative technologies to ITAC.  By allowing all areas in the OHIO community to participate in the process of IT decision-making, ATAG ensures optimal use of University resources through collaborative effort.
The ATAG website
ATAG maintains a website that provides information to members, and to anyone with a general interest in the group.  

The current web address is www.xxxxx.xxxxx.  Go to the website for details about any of the following:
· Contact Information

· Meeting information

· Membership listing
· Current projects and project status

Membership
ATAG is comprised of University decision-makers in all planning units, including administrators, technology professionals, administrative system users, faculty, and training personnel.  A complete detailed listing of members can be seen at the ATAG website.
Operation
ATAG operates under the auspices of the IT Advisory Council of Ohio University (ITAC).  The policies and procedures of the ATAG are as authorized by ITAC.  ITAC reports to the University’s Chief Information Officer.
Charge
ATAG coordinates communication between IT’s campus constituency and the ITAC in the following manner:

IT’s CAMPUS CONSTITUENCY:  ATAG gathers and reviews project proposals relative to administrative systems, and, together with IT’s Project Management Office (PMO), prepares selected proposals for review by the IT Advisory Council.

ITAC:  ATAG submits proposals to the ITAC through the PMO, for final review and funding decisions as needed.  ATAG advises ITAC regarding the relative feasibility, necessity, and value of proposed projects.
ATAG Policies & Procedures  
Project Review
ATAG will review IT-related projects as follows:

Proposal:   Proposals requesting administrative information technology services will flow from campus constituents to the Business Process Development Office (BPD), a division of the Application and Information Services (AIS) area in IT.  BPD will gather proposals and present them to the ATAG.  Proposals must be submitted to BPD in a prescribed format using the template found here:  www.xxxx.xxxx.
Review & Selection:  ATAG will review and discuss requests for major application system changes, upgrades, replacements, etc.   The factors which will be considered in determining the relative viability and value of the proposals will include:

· Need

· Cost/Economic Benefit

· Visibility/Impact
· Ability to increase effectiveness of administrative services

· Fit with University goals and initiatives (e.g., VisionOHIO)

· Risk

Preparation:  Proposals selected by ATAG will be prepared for submission to the IT Advisory Council by the Business Process Development Office (BPD) in IT.  BPD will work with the end-users to strengthen and finalize the business case presented to the IT Advisory Council, as needed.  

Submission:  Proposals and associated recommendations are finalized by BPD, per PMO specifications.  Finalized proposals are sent to the IT Advisory Council by the PMO, and copied to ATAG members.

Membership Issues

Eligibility:  Membership is open to any qualified University employee.  
Permanent members:

· Director, Business Process Development Office
· Business Analyst, Business Process Development Office

Term members:

· One representative member from ATAG’s sister group, NTAG, as appointed by the chair.

· One representative member from each University Senate (Faculty, Administrative, Classified, Graduate & Undergraduate Student Senates), as appointed by the respective chair.
· At least one member from each Planning Unit.  (Appointment should be approved by the appropriate Planning Unit Head.)
Term:  Each term member has a two year term.  

Voting privileges:  All members have equal voting rights of one vote each.
See detailed membership list at the ATAG website:  www.xxxx.xxx
Secretary
The Business Analyst in the Business Process Development Office serves as ATAG secretary.  The ATAG Secretary is responsible for the coordination, processing, and reporting of the activities of the ATAG.  The Secretary is also responsible for the maintenance of records.
Chairperson
The Director of the Business Process Development Office will serve as the ATAG chair.  The primary responsibilities of the Chair include convening and conducting all meetings, preparing the agenda, and representing ATAG (as needed) in activities external to the University.
General Membership Responsibilities
All members are expected to:
· Attend and actively participate in meetings.
· Represent their areas by gathering and sharing information with other ATAG members, and with area colleagues, as appropriate.
· Vote as needed.
Meetings
Format:  ATAG meetings are held in accordance to Robert's Rules of Order. 
Invitees:  All ATAG members are invited to, and should attend, every meeting.  
Guests: Attendance by guests is by invitation only, solely at the discretion of ATAG members.
Content:  Proposals for IT projects and related issues are discussed and reviewed.
Agenda & minutes: The Secretary prepares and disseminates the agenda and takes the minutes.  Members approve meeting minutes at the meeting immediately following.  The Secretary forwards approved minutes to the IT Advisory Council.  Agendas and minutes can be viewed at the ATAG website.
Frequency:  Meetings are held every two months.

Voting Procedures
Voting methods: Official votes may be cast during an ATAG meeting or via email, as dictated by circumstances.  The Chair and/or Secretary will provide guidance as needed.
Quorum:  The presence of a simple majority of voting members constitutes a quorum.
Passage of motions: A motion requires a two-thirds (2/3) majority of the vote for passage.
***







