Trey Research
Memo
To:	Kevin McDowell
From:	Zainal Arifin
Date:	November 30, 2011
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Re:	A. Datum Corporation Ubiquitous Computing Project
We have assigned Kelly Rollin to be the project manager for the Ubiquitous Computing Project. This project is an important and intriguing project for Trey Research and A. Datum Corporation. When complete, the Ubiquitous Computing Project will significantly increase A. Datum Corporation’s productivity and quality measures by providing instant and universal access to the company’s data and programs.
[bookmark: _GoBack]As project manager, Ms. Rollin is responsible for working with your team to develop a project plan that describes the objectives, deliverables, and implementation plan for the project. She will work with functional managers at Trey Research to assign the appropriate resources to the project. She will also coordinate with you and other managers at A. Datum Corporation to identify the resources needed from your company.
Ms. Rollin will execute the project plan, monitor progress and performance, and take corrective action if necessary. She will communicate assignments to functional managers and the members of the project team. For the duration of the project, Ms. Rollin will prepare and present status reports every two weeks to the Trey Research/A. Datum Corporation project steering committee.
To ensure the success of the project, Ms. Rollin has the authority to manage the project, assign resources, and make financial commitments on behalf of Trey Research. Her authority for the Ubiquitous Computing Project specifically includes:
· Communicating directly with A. Datum Corporation regarding the project.
· Communicating directly with the Trey Research management team regarding the project.
· Making financial decisions relating to the project including procurement, expenditures, and authorizing payments.
· Delegating authority and responsibilities to resources with the approval of the resources’ functional managers.
· Negotiating with functional managers and customer contacts for resources.
· Requesting assistance from any member of the steering committee to help resolve issues that arise.

I have the utmost confidence in Ms. Rollin and ask that you support her in achieving the objectives of this project. If you have any questions about her authority or responsibilities, please contact me.

Zainal Arifin
Sponsor for the Ubiquitous Computing Project and Vice President of Engineering
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