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SharePoint Taxonomy and Governance
2-Day Executive Workshop
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The Governance and Taxonomy Workshop provides you i vital information and skillsyou needto effectively
guidedocument search and managemestrategywithin your organization. Because senior leaders are intelligent
and pressed for timethis workshop iscompressed into two very tough dayd.ife is $iort and the market is
competitive. Youjust don't have time to focus on anything except the most vital skills you need to stay competitive.
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Overview of the Workshop

This two-day workshop is designed to help your management team and SharePoint project team understand your
2NBIFYyATFiA2y Q4 (1Se o0dzaiySaa ySSRaz I2@SNYIyOS @l NI S+
understand terms.

After participatingin this workshop, your executives and project team members will return with a consistent,
practical, and solid understanding of governance and taxonomy concepts, and why these concepts will make or break
your Microsoft Office SharePoint Server 2007 (MQ287) implementation.

The topic covered in this workshop are designed to keep your organization consistent and focused during your
SharePoint implementation, while encouraging tactical freedom and innovation. By the end of this workshop, your
team will have created a concise, effective Governance and Taxonomy Plan that can be put into action the next day.

Purpose
A Get your SharePoint project team on the same page, working toward the same goals, and focused on your key
business needs.

A Create an ongoing ShaP®int plan to avoid the major pitfalls that can defeat the organizational effectiveness
of SharePoint in your organization.

A tNRPGARS | LIXIY F2NIK2g (2 YI1S {KINBt2Ayd Fy AydS
processes.

A Improve effectivecommunication between the project team and the executive stakeholders who are
responsible for the business success of MOSS 2007.

Understand What SharePoint is and why it can make or break your organization

Be able to create a unique taxonomy for yoarganization

Learn how to validate and maintain your taxonomy

I NBFGS I {KFENBt2Ayid LINR2SOG OKINISNI dKIG g2yQli FI

Create a simple and effective governance strategy for your organization

o Do To o o Do

Know exactly what to do to make your SharePoint plan happen
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Delivera bles
A Project Charter

A PolicyTaxonomy Document
A HighLevelGovernance Team Plan

A Immediate Action Plan

Prerequisites
Although not mandatory, it is helpful if those attending the workshop have completed a-ttagend user training
course or have a general derstandingof howto use MOSS 2007.

Intended Audience
Individuals in the job categories listed below will benefit from the knowledge gained in this workshop:

A Executive business and technology leadership
A SharePoint project teams

Marketing professionals

Saks professionals

Human resource professionals

Business analysts

o To o o Do

Project managers

©Mark Ragar Schneider 2009, all rights reserved Page4
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Business Justification and Value Proposition

The twoday Governance and Taxonomy Workshop described in this document costs $4,000 pEhidagcludes the
first fifteen (15) participants and there is auditional charge of $250 for each additional participafhe $250 covers
participation and materials for both day&o the workshop typically costs between $8,000 and $12,000 including

expenses.If this seems expengy please consider the following quotation from the trade journal "NetworkWorld":

A company that employs 1,000 information workers can expect more than $5 million
in annual salary costs to go down the drain because of the time wasted looking for
information and not finding it,|DGesearch found last year.

¢ KAY 1 K Isunv@yhis méntR Kf 1,000 middle managers found that more than
half of the information they find during searches is useless.

http://www.networkworld.com/news/2007/01230Avastedsearches.html

Here is the key principle everyone seems to miEse biggest reason the search engines are ineffective is because your
organization's leadership has to decide what information matters and how it is to be treated and mahageider

words, no corporate search and management technology is going tolbaabffectively meet your information needs
unless your senior leadership team can agree on the policies that govern that information.

The Governance and Taxonomy Workshop provides several deliverables, including a pilot project charter, a governanc
plan, and the toplevel of a taxonomy of policies that you can use to guide your information management requirements.

The Governance and Taxonomy Workshop also focuses the first four hours or so providing an executive overview of th
recent advancement in infmation management technologies, what they mean to your organization, and the key
information you as a business leader need to provide effective direction for your technology t&aiass all done

without technobabbleso that you can immediately begaffectively managing your enterprise information and

intellectual property.

In other words, your participation in the Governance and Taxonomy Workshop provides you with the vital information
and skills your leadership team needs to effectively guide decursearch and management strategy within your
organization.Because senior leaders are intelligent and pressed for time, I've found that this process can be
compressed into two very tough day$hat is, by the way, why my company is called VitalSKilllLife is short and the
market is competitive We just don't have time to focus on anything except the most vital skills you need to stay
competitive.

Keep in mind that this is a workshop and not a class or semiimaithe coach, you are the star as¢ftés and together
we're actually going to get this done in two day§'e won't just talk about it, we'll actually do iPlease remember that
I've successfully done the work with some of the biggest and most prestigious organizations in thelwwvoolds.
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About the Author and Instructor

Mark Ragar Schneider
mark@vitalskill.com

Blog =www.SharePointPlan.com
612.799.612.799.3469

Mark Schneider has over 30 years experience in successful technology leadership, specializing in strategic technology

planning and governance. He is a gifted communicator who is able to simplify complex issues into understandable

action items that get vari ous s asahietenterprideaarctstecttandriecitnibae s a me p a
negotiator for a successful $500,000,000 IT outsourcing project. He has served as contributing author for a number of
publications, most recently including the newly -released Office SharePoint Server 2007 Best Pactices by Microsoft

Press. He has provided taxonomy and governance planning for Special Operations Command, The California Legislative

Data Center as well as numerous Fortune 500 corporations. He is President of VitalSkill LLC, a provider of technology

strategy, governance, and taxonomy workshops. Mark can be reached at his blog site www.sharepointplan.com.

His experience includes:

A Taxonomy and governance planning for US Speci al Operatio
number of Fort une 500 companies.

A Served as Chief Technical Architect and Negotiator for a

A Contributing Author for SharePoint Best Practices and Sh
Press

A Chi ef @& opne bfihe fast duccessful online banking malls

A Author of strategic and organizational change blog www. s
AHi ghly ranked speaker on organizational change, project m
SharePoint BestPractices Conference

A Technical trainer and speaker with successful engagement
A Successful experience in leading strategic technical pla

non-profit orga nizations, and educational institutions
A International experience publishing and presenting techn

A Proven project management and governance expertise for a
large-scale proje cts, project portfolios, and rapid or radical projects

A Graceful and effective organizational change management,
development

A Architecture and standards management f avs, Marpspfl OfficcaUNiXo n de
ERP, LAN, WAN, telecom, embedded systems, compliance, security, disaster recovery, SAN, and NAS

A Budget management experience for projects up to $50,000,
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Q: Does the workshop benefit large corporations or small, public or private, for profit or

not-for -profit?

A: The workshop is effective for all sizes and types of organizations. Very successful workshops have been held by
semiconductor equiment manufacturers, major law firms, insurance companies, medical suppliers, military
organizations, intelligence organizations, academic institutions, a think tank, a major civil engineering company,
2yS 2F (GKS ylFriA2yQa f ut@@ad dziAftAGASAT FyR | avYlff

Governance and Taxonomy Workshop FAQ

Every organization depends on its people, financial resources, and information to remain successful. The worksh
provides a forum and process to get all three aligned and aimed at the same goals.

Q)81 17106 OAOU OAAET Walhyithe workBhogd? ) AA Al 1 xi A

A: This is not a technical workshop; the focus is on understanding how to establish simple and effective processes fo
identifying and managing information critical to your organization. Once that information framework, or
G 0 | E 2 ys@s¥ablished, it can then be automated. But the focus of the workshop is not on automation but on
understanding what exactly it is your business needs to do with its information in order to stay effective.

Q: How many people should attend the workshop?
A: The workshop should include no more than ten participants. Although it is a lot to ask, the participants really need
to be in the workshop for the full two days.

Q:Who should participate?

A: Of the ten in attendance, seven should be business $ialkiers and three technology stakeholders. The workshop
participants will initially be asked to form the Business and Technology Governance Team, so they should ideally
represent a wide variety of disciplines within the organization. Past participaméesheld the following titles:

Owner

CEO

CFO

ClO

COO

Chief Legal Counsel

Head of Research

Senior Vice President of Marketing
Senior Vice President of Sales
Senior Vice President of Human Resources
Administrative Assistant

Office Manager
EnterpriseArchitects

= =4 4 A& -8 8 -4 8 _a _a _9a -2 -2
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System Administrator
Center of Excellence Chair
Senior Military Officer
Project Manager

Technical Team Lead

Web Designer

Web Developer

Director of Communications
Publisher

Editor

=4 =4 -4 4 -4 8 a8 _a 92 -9

Q:What do | need to do to prepare for the workshop?
A: The sponspof the workshop needs to:

T

Invite seven to ten peopldo attend the workshop. Senior leaders are obviously busy and may not be able to
attend personally. It is, however, important that they personally assign a trusted member of their team to
represent their interests in the workshop.
Schedule a conferencewom. This room should have a single common table with enough seating for the
sponsor, seven to ten participants, and tinstructor. The room should also have a large wadlunted
whiteboard, an easeahounted paper pad, felt pens, and a large screertierLCD projector.
Schedule an LCD projectof.he workshop makes use of an LCD projector which must be supplied by the
workshop sponsor.
Schedule refreshments and meal3he workshop should be supplied with continental breakfast each morning,
coffee, wder, soda, and light refreshments throughout the day, a morning break, a lunch meal that may be
eaten during the workshop, and an afternoon break.
A pad of paper and a peshould also be supplied to each participant.
Gather Information

1. HighLevel Corporat®©rg Chart
HighLevel Description of Products or Services
9EAAGAY T 2Nt NPLRASR ¢l E2y@F3Say 6@ ya NNYzS i dzNF &R
Regulatory and governance agencigth whom you must comply
List of major corporate business initiatives
Any exising requirements or project documents established for SharePoint 2007 implementation

o gAswWwN
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9 Arrival. Theinstructorwill arrive about 30 minutes before the workshop starts.

Q:What is the workshop like?
A: This is the general flow of the workshop:

1 Setup. Theinstructorwill make sure the room is in order, and establish a connection between his laptop and
the LCD projector. As the participants arrive, ittetructorwill make small talk and get to know the
participants. The instructor will also hand owine copy of the workbook to each registered participant.

1 Introductions.When the session starts, thestructorwill give a brief overview of his credentials and the goals
of the workshop. Each participant will be asked to give a brief introductiondimg) name, department, role,
time with the organization, and goals for the workshop.

1 Executive Briefing.Theinstructorwill then give a tweto-four hour executive overview of SharePoint,
Governance and Taxonomy Planning, and the role of disruptivetdatpy in organizational change and
development. Please note that some participants will find this section of the workshop to be boring, irrelevant,
confusing, and others will consider it to be overly basic. It is vital to the success of the workstalp tha
participants be given a common understanding of the technologies employed by SharePoint. This Executive
overview is critical and must not be skipped!

1 Taxonomy PlanningAfter a brief overview of taxonomy best practices and principles, the workshop
participants will be guided into their first efforts at creating a seven category taxonomy plan that describes
GKSANI 2NBFYATFGA2y Q4 dzAS 2F AYyT2NXIGA2Yy O ¢tKAa Ol
have a voice, and ultimately eachrticipant must agree on the same exact seven information categories that
will make up the todevel taxonomy.

2 KSy G(G(KS GlFLE2y2Yé Ad FAYAAKSRE GKS LI NIAOALIVYGA ¢
inadequate, erroneous and incompletdf it stands the test, follows best practices, and enjoys the support of
all the participants, then the taxonomy is considered valid.

This process can be very exhausting and stressful as it involves getting every participant on the same page an
nagrSYSy i 2y GKS 2NBFYATIGAZ2YyQa AYyF2NXIGA2Yy 3F2Ffad
diverse group of stakeholders in complete agreement regarding the information goals of the organization and
the role of SharePoint in meeting those goals.

Note that yourinstructoris very experienced at managing group dynamics to minimize conflict.

©Mark Ragar Schneider 2009, all rights reserved Page9
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Project Charter and Governancd&.heinstructorwill then guide the participants through the creation of a

project charter and governance plan that describes thethnds to be used in implementing the taxonomy plan
both technically and organizationally.

Documents Sent by EmailWithin two or three days of the workshop, thestructorwill send the resulting
taxonomy plan and project charter by email to the workslsppnsor. Keep in mind that the resulting

documents are very simple and elegant. It is the process of developing a simple solution that meets the needs
of all of the stakeholders that is difficult. The documents you receive will be very concise ated Sling

entire taxonomy plan will fit on a single page.

Past Clients

T

= =4 =4 =4 =4 -4 4 -4 -4 4

US Special Operations Command/ HQ
Colliers International

California State Legislative Data Center
ProPak

JohnsTech

San Diego Gas and Electric

NAVSOC

Independence Blue Cross Blue Shield
Center of the American Experiment
EcolLab

Amerinet

©Mark Ragar Schneider 2009, all rights reserved Pagel0
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Workshop Syllabus

Microsoft Office SharePoint Server 20Gbvernance & Taxonomy Workshop

Module 1: An Executive overview of SharePoint
Why it is important to your organization, how it is changing the | T world, and the potential risks you face in
implementing it.

f
f

Immediate Benefits:

You will be able to understand the key concepts that make SharePoint 2007 a worldchanging technology.
You will be able to quickly and effectively explain complex SharePoint concepts to your customers,
coworkers and project sponsors.

Module 2: SharePoint Taxonomy Planning Fundamentals

Understand taxonomies, the different kinds of taxonomies and how they interact, how to recognize a good
taxonomy when you see one, and how tokeep your taxonomy.

1

f

f

Immediate Benefits:

You will be able to describe why a thorough and simple taxonomy is vital to the success of your SharePoint
project.

You will have a solid understanding of different approaches to organizing taxonomies based on red-world
examples reviewed in class.

You will have the opportunity to write your organizations' taxonomy plan and have it reviewed by your
peers.

-TAO1I'A o 7O0EOQOEIT C A O2AA1 771 01 A8 ' 1 OAOT AT AA

What governance isand haiv2z | Ol dzt t £ @8 WR2Q A

Creating the Governance Alpha Process,
Picking the Governance Team,

Selling Governance to the Organization,
Making it Fit Your Business.

PoObdPE

Immediate Benefits:

You will understand and be able to explain the role of business governane in establishing and maintaining a
successful SharePoint implementation.

You will be able to effectively coordinate the governance activities of the business policy and technology
governance teams responsible for maintaining the effectiveness of your ShaePoint implementation.

You will have the opportunity to write your organizations' governance plan and have it reviewed by your
peers.

©Mark Ragar Schneider 2009, all rights reserved Pagell
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Module 4: Writing the SharePoint Project Plan

Which project management strategies work best for SharePoint implementatio ns, core team composition and
management, project duration, and initiation?
Includes an overview of common project "failure modes" encountered by SharePoint project teams, and what

to do about them:

Spinning Your Wheels
Viral Growth

Lockdown

Death by a Thousand Cuts
Everybody Go Long

The Tower of Babel

and the Wild Wild West

NouhswnNpE

Immediate Benefits:

f You will understand and be able to explain the use of simplified project management methods in
establishing and maintaining a successful SharePointimplementation.

1 You will be able to effectively communicate the goals, schedule and resource requirements for your
successful SharePoint implementation, and gain executive support for your project.

1 You will have the opportunity to write your organizations ' SharePoint project plan and have it reviewed by
your peers.

Module 5: SharePoint Requirements Management

How to identify, document, and manage requirements so that the team understands them and can get them
done quickly. A strategy for guarding against scope creep that really works. How to identify and document
project risks in clear and simple terms

Immediate Benefits:

1 You will understand and be able to explain the use of simplified requirements management methods in
establishing and maintaining a successful SharePoint implementation.
1 You will be able to effectively gather measurable and simple requirements to guide your project to a

successful conclusion.
1 You will have the opportunity to write your organizations' high -level requirements document and have it
reviewed by your peers.

Module 6: Next Day Action Plan

How to hit the ground running the very next day. Plans are great, but results are better- establishing your
team's "next steps" to see results immediately.

You will have the opportunity to write your measurable "next steps" action plan to hit the ground running the
moment you get back to your office.

©Mark Ragar Schneider 2009, all rights reserved Pagel2
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(A Sample Module) Module 1: An Introduction to the Business Impact of SharePoint

2007

This module explains why MOSS 2007 is importagioto organization, how it is changing the IT world, and the
potential risks you face during implementation.

Immediate Benefits:
A You will understand the key concepts that make MOSS 2007 a-alwatufjing technology.

A You will be able to quickly and effectiyadxplain complex MOSS 2007 concepts to customers, coworkers, and
project sponsors.

Objectives
A Understand What SharePoint is and why it can make or break your organization

Be able to create a unique taxonomy for your organization
Learn how to validate andhaintain your taxonomy
/I NBIFGS | {KFENBt2Ayd LINRP2SOG OKINISNI dKFG g2y Qi FI

Create a simple and effective governance strategy for your organization

o To o o Do

Know exactly what to do to make your SharePoint plan happen

©Mark Ragar Schneider 2009, all rights reserved Pagel3
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Governance and Taxonomy Workshop> Module 1: An Executive overview of SharePoint

Quick Ideas Content Area

051 OAAT OAO|
SharePoint mistakes
happen in the
beginning of the
project.

In order to help avoid SharePoifatlures, it is important to have your taxonomy,
governance plan, and project charter prepared before you begin working with ShareR
2007.

©Mark Ragar Schneider 2009, all rights reserved Pagel4d
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Governance and Taxonomy Workshop> Module 1: An Executive overview of SharePoint

Quick Ideas Content Area

The Network Drive

Why does your
2NBFYATF (A;
data becomechaotic
and what can you do
about it?

Unstructured Data

— s

How to automatically structure your data by establishing relationships between data
elements.

©Mark Ragar Schneider 2009, all rights reserved Pagel5
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Quick Ideas

Content Area

1. Ax

, AUA

Application

C:\path\blah blah blah\myfile.xxx

Governance and Taxonomy Workshop> Module 1. An Executive overview of SharePoint

| Quick Ideas

| Content Area

©Mark Ragar Schneider 2009, all rights reserved
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Governing by
Inheritance and
Influence

Web Application

Top-Level Site
Caollection

Top-Level Site
Collection

Top-Level Site
Collection

Top-Level Site
Collection

Top-Level Site
Collection

—

Site Collection

Site Collection

Site

Sub-Site

Governance and Taxonomy Workshop> Module 1: An Executive overview of SharePoint

| Quick Ideas

| Content Area

©Mark Ragar Schneider 2009, all rights reserved
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Smart Folders z

bringing network
data into the 21st
Century

1. Virtualized. Why should | have to know physically where | put my folde
| dond have to physically track things on the Internet, | just search and
download. | give no thought to the kind of computémitalking to or where
it is located. Search, find, getWhy cariét | have that same freedom with
own files?

2. Secure. | want thesmartfolder to be able to manage security and tailor
information to the user depending on the é&spermissions and prigéges.

3. Findable. Not a real word, but you know what | medhl put something in
asmartfolder | want to be able to find it again.

4. Version Control. | want it to automatically take care of version
management.

5. Review and Approval. | want mysmartfolder to have a built in process f(
gaining approval and publishing documents.

6. Navigation Aware. | want mysmartfolders to be aware of other folders
and be able to navigate from one to the other.

7. Email and RSS Enabled.l want to be able to email stutf thesmartfolder
and subscribe to itAny folder anywhere.

8. Web enabled. | want to be able to use anything israartfolder over the
web with noheroic effort
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A simple workflow can automate travel request management across the entire enterp
without requiring code.
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Click to add title

Click to add subtitle

PowerPoint provides a highly intuitive and successful navigation structure

PowerPoint allows the endserto use program functions without writing code
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