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RESOURCE SHARING AGREEMENT GUIDELINES
10-2007
Purpose and Background:  The purpose of this agreement is to clearly define the services to be provided when sharing resources on projects.  These guidelines have been developed as the result of the PDLT 2007 Project Delivery Review process which identified a need to define the process for what, when and how to share resources efficiently.  PDLT agreed on the following concepts:

· Resource sharing should occur.  Leadership teams are encouraged and permitted to share resources.

· Keep the process simple.  Utilize project based agreements between Regions and/or between Regions and Technical Services.

· Utilize MS Project as a tool to assist in (not drive) resource sharing.  

Benefits to Resource Sharing
· Maximize ODOT's ability to better distribute the workload.

· Meet project deadlines to keep ODOT successful.

· Keep ODOT staff busily engaged in a variety of interesting, meaningful, and challenging work.

· Share expertise.

· Enhance staff training and core competency.

Agreement Template 
A template is conveniently provided on page two as a roadmap to assist when developing resource sharing agreements.  Resource managers are encouraged to modify and adjust this template as needed to create an agreement that works best for their specific situation.  

Assumptions
1) All requests for resources shall go through the appropriate resource managers.  
2) The applicable resource managers will develop a written resource sharing agreement outlining roles and responsibilities, duration of sharing agreement, expectations, and any other information that will promote successful resource sharing.
3) Agreements will be signed by the resource managers.  A copy should be provided to the managers ultimately responsible for the project and the service delivery.

4) Once resources are assigned to the internal team, they should remain on the team until the agreed upon tasks, milestones, and/or project is completed or until other commitments are made that modify this agreement.
5) Any significant changes to scope, schedule or budget shall prompt the applicable resource managers to review the resource sharing agreement and may require renegotiation of the agreement.

6) Discipline leadership teams will discuss resource needs and availability on a quarterly basis.

7) Evaluation of the resource sharing agreement should be conducted, to include:

· At the end of the assignment, the applicable resource managers should discuss the quality of the process – what worked well, what could have been better, etc.
· Providing resource managers should solicit employee performance feedback from receiving resource managers during the standard performance review process.

· Resource managers can expect PDLT to periodically request information about how the process worked.


RESOURCE SHARING AGREEMENT TEMPLATE
Project Information
	Project Name:
	     
	Project Key #:
	     

	Project Location:
	     
	Bid Let Date:
	     

	Project Funding:
	     
	Project EA #:
	     

	Requesting Resource Manager:
	     
	Providing Resource Manager:
	     

	Region/Branch:
	     
	Region/Branch:
	     

	Anticipated Overall Work Start Date:
	     
	Anticipated Overall Work Completion Date:
	     


Resource Needs   Choose all that apply (double-click on box to check/uncheck)
Attach the MS Project Schedule highlighting the tasks and deliverables needed, as well as the level of effort expected and estimated start/completion dates for each.  In the table below, provide additional information regarding the work needed, to include: expectations for communication, information sharing, informal products/deliverables not typically listed on the schedule; information needed by the resource to begin or complete work; resource(s) assigned; and any other information that would assist in clarifying the details of the agreement.  
 FORMCHECKBOX 

Entire Project

	Deliverable(s)
	Resource(s) Assigned

	     
	     


 FORMCHECKBOX 

Scoping Activities/Tasks
	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

Project Initiation
	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

Design Acceptance Package

	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

Advanced Plans

	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

Final Plans

	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

PS & E

	Deliverable(s)
	Resource (s) Assigned
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 FORMCHECKBOX 

Project Closeout

	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

Construction

	Deliverable(s)
	Resource (s) Assigned

	     
	     


 FORMCHECKBOX 

Other

	Deliverable(s)
	Resource (s) Assigned

	     
	     


Expectations/Special Conditions
List and describe any expectations, special conditions or other items of agreement here, such as where the work needs to be performed, travel assignments expected, project team meeting participation needs, anticipated risks and impacts to scope/schedule/budget, resource availability limitations/timeframes available, contingency plans, and any other commitments that will help ensure successful resource sharing.
	     


Signatures
The intent of this document is to clarify and document our agreement to share resources.  The signatures below represent our commitment to follow this agreement and to work together as a team to ensure the most efficient, cost effective and timely delivery of our projects.
	Resource(s)
	Date



	Resource Manager (Provider)
	Date



	Resource Manager (Receiver)
	Date


cc:
Applicable responsible managers (e.g. Tech Center Manager, TS Section Manager, Area Manager)
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