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Introduction




The European Commission's
Project Management Methodology
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Objectives

This course introduces the PM? Methodology of the European
Commission.

It enables participants to:

— obtain the foundation knowledge necessary for using effectively the PM? Project
Management Methodology.

— understand the full PM? project life cycle, organisation, roles & responsibilities.
— understand the PM? Mindsets.

— Familiarise themselves with the key PM? Artefacts for initiating, planning,
executing, controlling and closing projects.
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Course Content

‘ Introduction

‘ Project (Management) basics

‘ PM? Overview

‘ Project Governance

‘ PM? Mindsets

‘ Phases and Artefacts
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Suggested Course Schedule

« (09:00
e 09:15
* 10:30
e 11:00

e 11:15
e 11:45
e 12:00
e 12:30

Kick-off

Project (Management) Basics
Introduction to PM?

Break

Governance of Projects

PM? Mindsets

Initiating Phase

Lunch

13:30
14:00
14:30
15:15
15:30
16:15
16:45
17:00

Planning Phase

Executing Phase

Monitor & Control

Break

Monitor & Control (cont’d)
Closing Phase

Wrap-up

End course
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Contact the Methodology Office

7 PM?2

European Commission
DG for Digital Services
DIGIT A2.001 — Procurement & Programme Management Solutions
Methodologies Office

Contacts:
Email: EC-Methodologies@ec.europa.eu

Website: pm2.europa.eu
JoinUp: joinup.ec.europa.eu
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Project (management) Basics




What is a Project?

A project is a temporary organisation which is set up to create a unique output (product or
service). A project is defined by its unique scope, time, cost, and quality objectives.

Temporary @ Unique o Output E—) Constraints  */\

*

Start & End Non routine Product or Service Scheduling, Budgeting,
Quality...

A®n Methodologi ;
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Constraints of a Project

Resources
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Project Outputs, Outcomes, Benefits

Project deliverables or outputs are merely a means to an end.

The real purpose of a project is to achieve given outcomes that will yield measurable
benefits.

- I - N

Note that project outcomes and benefits are often realised only after the project has
closed.
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Why do we do Projects?

* Projects deliver Outputs (deliverables)
that deliver a change (social,
commercial, operational, etc.)

* These changes generate outcomes for
the beneficiaries or users.

* Onthelong term these outcomes
produce benefits or impact.

* These benefits realise or support the
organisation strategy.

Outputs

/-\/

Changes

\/‘\\

Outcomes

Benefits/Impact

4%n Methodologi
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Portfolio, Programme, Project Relationship

Main Artefacts

Strategic Planning

Strategic Objectives

Business Strategy
Strategy Implementation
Plan

Operations

(Everyday Work)

Portfolio
Analysis
&
Reports

Portfolio Management

Business I

Case Project

t Programme Management Charter
Project
{ Project Management J Plans

Progress
Reports

Monitor, & Gontrol
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Examples of Projects

Projects are undertaken at all
levels of the organisation and
they can involve 2-3 persons or
many thousands.

Their duration ranges from 4-5
weeks to several years. Projects
can involve one or many
organisational units.

Developing a new product or service

Effecting a change in structure, staffing,
or style of an organization

Designing a new transportation vehicle

Developing, modifying or acquiring a
new information system

Constructing a building or facility

Building a water system for a
community

Running a campaign for political office

Implementing a new business
procedure or process

Responding to a contract solicitation.

B &N opme
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Competences

People Competences

Perspective Competences

Self-reflection and self-management
Personal integrity and reliability
Personal communication
Relationships and engagement
Leadership

Teamwork

Conflict and crisis management
Resourcefulness

Negotiation

Results orientation

Strategy

Governance, structures and processes
Compliance, standards and regulations
Power and interest

Change and transformation

Culture and values

Source: IPMA-ICB (adapted)

B &N opme
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Personal and Professional Virtues

Insightfulness
Magnificence
___Friendliness

Temperance
P I‘U.de NCe Generosity Honour

Judgement
Courage  Magnanimity

Calmness
Self-knowledge

Amn Methodologies
m “oF Office g

2 PM2
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PM? Overview




The Purpose of PM?

The purpose of PM? is to enable
Project Managers to deliver
solutions and benefits to their
organisations by effectively
managing the entire lifecycle of
their project
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The PM? Methodology

7> PM2

PROJECT MANAGEMENT
METHODOLOGY

\

Initiating Planning Executing Closing

Roles & Responsibilities
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The House of PM?

Effective
Solutions & Benefits
Delivery

Control & Agility

| PM2 Mindsets
£

O
z o t 2
Z o n Q

> 7] <
o Q L ™
w W Q 18]
> L o -
(o] = (4 -4
Q o <

The PM2 Methodology Guide
Project Management Best Practices
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PM? Mindsets

PM2 PMZ

Processes

NS o LA

what Peop|e think what it r eally
it looks like looks like
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PM? Project Lifecycle

Effort

|IIIII I"l“ln ,..lll""lTnlnk

nitiating >  Planning >  becting _Closing Sl
Monitor & Control
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PM? Phases

PM? Phases Description
1 | Initiating Get the project off to a good start.
2 | Planning Define deliverables, verify the Business Case, plan work, etc.
3 | Executing Create the project’s deliverables.
4 | Closing Deliverables validation, lessons learnt, project closure.
Monitor & Control: | The Project Manager (PM) monitors & controls the work,
risks, issues, quality, etc. throughout the whole project
lifecycle.

nitiating > Planning > Brecuting > Closing 2
Monitor & Control
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PM? Project Lifecycle - Phases & Drivers

Project
Drivers

Project
Phases

Phase
Outputs

Phase Gates
Approvals

Project
Owner (PO)

initiates

Project Initiation Request

Business
Case

Initiating
W Define Scope
,Assign PM

Project
Charter

Project Project

Manager (PM) Core Team (pcT)
plans executes

Project Project
Charter Work Plan

Monitor & Control

Planning Executing

Project Handbook &
Project Project
Work Plan Deliverables

Project
Stakeholders
evaluate

Project
Deliverables

Closing;
’Capture Lessons
)Accept Project

Project-End
Report

B @ o cpme
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Phase Gates / Approvals

* These check points contribute to the overall project
management quality.

* The three PM? (approval) Phase Gates are:
— RfP (Ready for Planning): At the end of the Initiating Phase
— RfE (Ready for Executing): At the end of the Planning Phase
— RfC (Ready for Closing): At the end of the Executing Phase

RfP RfE RfC

A®n Methodologi .
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PM? Phases & Activities & Artefacts

=r

4%n Methodologi
Siosoloss 73 PM?

Activities

Artefacts

Initiating

- Document the idea/need

- Identify key stakeholders (and
their needs)
- Create a business justification ~ for

the project
- Define the project scope and
organisation

- Organise a Kick-off Meeting

- Tailor the PM? process

- Assign roles & responsibilities

- Elaborate project scope

- Develop work breakdown & project
schedule

- Develop project plans

- Distribute plans to stakeholders

- Organise a Kick-off Meeting

- Coordinate project execution

- Conduct Meetings

- Assure Quality

- Create Project reports

- Distribute information

- Ensure deliverables acceptance

Project Initiation Request
Business Case
Project Charter

Project Logs (setup).

Planning Kick-off/ MoM

Project Handbook

- Roles & responsibilities
- Management plans
- Requirements management

Project Stakeholder Matrix
QOutsourcing Plan

Project Work Plan
Deliverables Acceptance Plan

Transition Plan

Business Implementation Plan

Executing Kick-Off/MoM
Meeting Agendas/MoMs
Project Progress Report
Project Status Reports
Quality Review Report
Change Requests

Deliverables Acceptance Note

Ready for Planning

Ready for Executing

Ready for Closing

- Organise a Project-End Review
Meeting

- Capture lessons learned and post-
project recommendations

- Get final project acceptance

- Release project resources

- Archive project information

Project-End Review Agenda/ MoM
Project-End Report

- Lessons Learned

- Best Practices

- Post Project Recommendations

Project Acceptance Note

- Monitor Project Performance
§ - Control Schedule
£ - Control Cost
% - Manage Quality
< . Manage Requirements
- Manage Project Change
- Manage Risks

- Manage Issues and Decisions

- Manage Stakeholders

- Manage Deliverables Acceptance
- Manage Transition

- Manage Business Implementation
- Manage Outsourcing

Monitor & Control

Regularly updated
Risk Log

Issue Log

Decision Log

Change Log

Project Work Plan
Requirements Document

Checklists
[T Phase-exit Review Checklist
O Quality Review Checklist
[] Deliverables Acceptance Checklist
[T Transition Checklist
[[] Business Implementation Checklist
Stakeholder Checklist




The PM? Artefacts Landscape

Requirements
Management
Plan

Project Change
Management
Plan

Risk
Management

Plan

Issue
Management

Plan

Outsourcing
Plan

Quality
Management
Plan

MANAGEMENT PLANS

Management

Plan

1
1
1
1
1
1
1
Communications :
1
1
1
1
1
1

Deliverables
Acceptance
Plan

Business Case J

Project
Work Plan

Project
Handbook

Project Initiation
) J Project Charter J

Request

Initiating

PROJECT LOGS

Change Log

Risk Log

Issue Log

1
1
1
1
1
1
—‘—u_-—"'_'-'-.-._'_'_
1
1
1
1
1
1

Decision Log

1
1
1
1
1
1
L
1
1
1
1
1
|

Project
Stakeholder Matrix

Planning

Implementation

Transition Plan

Business

Plan

Change
Request Form

1

MEETING DOCS : 1 PROJECT REPORTS :

! 1

Meetings : : Project Progress I

Agendas 1 Report :
R

1 : :

Minutes : 1 Quality Review :

Of Meetings : : Report :

1! I

! 1

! 1

: 1

1

: 1

Monitor & Control

Project Work
Plan (updates)

Project Status

Project-End
Report

: CHECKLISTS
: Phase-exit Quality Stakeholders
1 Review Checklist Review Checklist Checklist
1
—-_._,_.—-—"'_'-._'_'_
1
1
! Deliverables Transition Business
: Acceptance Checklist Implementation
1 Checklist Checklist
1
1
1
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Tailoring

e First, understand purpose and
value of the PM? methodology

 Don’t cut, but customise
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e Balance control gained against
effort required

* Eliminate waste, but respect
the integrity of the method
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The purpose of documentation is to...

* Help people think something through

* Provide a clear picture of the project requirements.
*  Facilitate communication.

* Facilitate agreement by all project stakeholders.

* Offer a baseline for the monitoring & controlling.

*  Document important decisions made (and track
changes).

* Respond to Audit requirements.
* Integrate new-team members.

* Support organizational memory.
*  Support maintenance
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The Expanding Reach of PM?

Open PM?
v1.0
PM?v2.5
European
Institutions EU Member
States
I PM? Europe &
EU Grants the World
EU Agencies Beneficiaries V3.1
PM2v1.0 PM?v2.0 European = * & ’ '
DIGIT European EU — A ~ :
(IT Projects) Commission . . ' Contractors Peis | I
uropean Counci '-'ii‘: o .
Public
Sector

European Financial

Institutions
Private Sector
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The PM? Guide & Artefacts — V3.1

L PM

Praject Managemant

Mathodology

< i‘-‘i.l‘\\m\.
sottware o,
intermey,
{ jications e
ke 3PP resext

The PM? Project Management Methodology Guide & Artefacts v3.1
AVAILABLE via Web: https://pm2.europa.eu/index_en
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Project Governance




A PM? Project

Is (above all) a project (i.e. not operations, not a
work activity, not a programme etc.).

has a duration of more than 4-5 weeks and
involves more than 2—3 people.

runs within an organisation and can be subject to
internal or external audits.

requires a clearly defined governance structure
and clearly assigned roles and responsibilities.

requires approval of its budget and scope.

includes more than just construction/delivery
activities.

includes transition and business implementation
activities.

requires a certain level of documentation,
transparency and reporting.

requires a certain level of control and traceability.
has a broad base of internal (and external)
stakeholders.

may require the collaboration of several
organisations or organisational units.

Contributes to raising the organisation’s project
management maturity.

m
agh

mr

Methodologies
b%c: ologies r: PM2
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The PM? Governance Model

Business

Governing Appropriate Governance Body (AGB)

Layer

Steering A 4 -

Layer ) - Project Steering Committee (P5C) ~
f \

Requestor side Provider side

Directing Project Owner Solution Provider

Layer (PO) (SP)
t
£F

Managing Business Manager callaborstion & Project Manager 2

Layer (BM) Communication (PM) E E
=
il
a

Business Implementation

Performing Group (BIG) Project Core Team (PCT)

Layer (User & Business Representatives)

. Gaovernance . Operational . Some decision power Project Team

. Advizes & Decides . Supports (optional) . Acts
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The Project Owner (PO) Role

* Acts as the project sponsor, promotes the project’s success

e Provides leadership and strategic direction

e Chairs the Project Steering Committee (PSC)

e Accepts the business objectives

e Coordinates the resolution of escalated issues and conflicts

* Monitors project progress regularly (high level)

* Mobilises resources (a.k.a. budget)

e Assures that project outcomes are in line with the business objectives

e Drives organisational change and monitors proper evolution and change
implementation JEU————— .

e Approves all key management Artefacts m | . |

., o
. .
-----------------------------
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The Solution Provider (SP) Role

* Assumes the overall accountability for project deliverables/services requested (’%‘%\
by the Project Owner (PO)

e Represents the interests of those designing, developing, facilitating,
procuring, implementing,
and possibly operating and maintaining the project outputs (e.g. IT System)

e Agrees on objectives for the provider activities and approves the deliverables
for the project

* Mobilises the needed resources from the provider side and appoints the PM

e Approves the objectives of any outsourced activities and deliverables and
becomes accountable for the contractor’s performance R —

., o
. .
-----------------------------
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The Business Manager (BM) Role

e Acts on a daily basis on behalf of the Project Owner (PO) g
e Guarantees cooperation and an efficient communication channel with the Project ‘

Manager (PM)
e Drives the definition of business and project objectives

e Manages the activities on the business side of the project and ensures that the
required business resources are made available

» Coordinates the Business Implementation Group (BIG) and acts as a liaison
between the User Representatives (URs) and the provider organisation

e Ensures that the project outputs produce the expected results (outcomes and
benefits)

* Ensures that the client organisation is ready to accommodate and use the final am————— .
project outputs | | . |

e Leads the implementation of the business changes within the user community m | i |

., o
. .
-----------------------------
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The Project Manager (PM) Role

* Executes the project plans as approved by the Project Steering Committee (PSC) @
* Daily manages and coordinates the Project Core Team (PCT) activities and resources @@

* Ensures that project objectives are achieved within the quality, time, and cost objectives
* Manages stakeholder's expectations

* Ensures that all key management artefacts are delivered and approved by the Project Owner
(PO) or the Project Steering Committee (PSC)

* Ensures the controlled evolution of delivered outputs, through proper change management
* Performs risk management activities for project-related risks

 Escalates unresolvable project issues to the Project Steering Committee (PSC).

* Monitors and reports project status and progress to the Project Steering Committee (PSC)

--------------------------------
o .
o

* Liaises between the Directing and Performing Layers of the project E | |

., o
. .
-----------------------------
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Project Steering Committee (PSC)

- Project Steering Committee (PSC)

Architecture

Document . . .
Management Project Owner Solution Provider Office
Officer (DMO) (pO) (sP) (A0)

Data Protection Business Manager Project Manager Project Support

Coordinator (BM) (PM) Office

(DPC) (PSO)
Infol}(;:zlinn SEErELE Contractor's R Project Quality
Security Officer Representatives Project Manager Manager PEEITETEE
(LISO) (URs) (CPM) (PgM) (PQA)

Slide 40
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Initiating

Project Initiation Request

Business Case

Project Charter

Planning Kick-off Meeting

Project Handbook

Project Work Plan

Deliverables Acceptance Plan

Transition Plan

Business Implementation Plan

Management Plans

Requirements Management Plan

Project Change Management Plan

Risk Management Plan

Issue Management Plan

Quality Management Plan

Communications Management Plan

Executing Kick-off Meeting

Project Coordination

Quality Assurance

Project Reporting

Information Distribution

Monitor Project Performance

Control Schedule

Control Cost

Manage Stakeholders

Manage Requirements

Manage Project Changes

Manage Risks

Manage Issues & Decisions

Manage Quality

Manage Deliverables Acceptance

Manage Business Implementation

Manage Transition

Manage Outsourcing
Closing

Project-End Review Meeting

Project-End Report

Administrative Closure

=o|o|8 ololz> -2 > 5> >k 0>

—ﬁﬁg—ﬁﬁﬁﬁﬁﬁ—ﬁ—ﬁﬁﬁ

ﬂﬂﬂzﬂﬂwﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

—nna—n—nnnnnw—nnn

PM? Artefacts & Activities
Overview RAM (RASCI)

Project Steering Committee:
accountable for the Project Work Plan?

Project Owner:

almost full accountability

Project Manager:
does the work but is NOT accountable
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Summary — Roles & Responsibilities

e The PM? Governance — Roles &
Responsibilities

e The Project Steering Committee (PSC)
 The Project Core Team (PCT)

* Differences between Project Mode and
Service Mode

e The Responsibility Assignment Matrix - RAM
(RASCI)
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PM?2 Mindsets




The PM? Mindsets

The PM? Mindsets are reminders of effective behaviors and attitudes.
. . )
to manage their projects. They provide a common set of beliefs and values for all PM? teams,

helping them navigate through the complexities of project reality.
Remain mindful that PM methodologies are
@ there to serve projects and not the other way
@

Apply PM? best practices

Balance in the most productive way the often-conflicting

project management “Ps” of:

product, purpose, process, plan, people, pleasure/pain, participation, perception
and politics.

around.

Maintain an outcomes orientation in relation : : : :
Invest in developing technical and behavioural

competences to become better project contributors.

to all projects and project management
activities.

Involve project stakeholders in the organisational
change needed to maximise project benefits.

Are committed to delivering project results
with maximum value rather than just

following plans.

Share knowledge, actively manage Lessons Learned,
and contribute to the improvement of project
management within their organisations.

Foster a project culture of collaboration,
clear communication and accountability.

Draw inspiration from the PM? Guidelines on Ethics
and Professional Virtues.

‘@C}, Assign project roles to the most appropriate
people for the benefit of the project.
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PM? Mindsets: IAQs (Questions for the Brave!)

Project Managers and Project Teams who practice PM? also ask the important questions:
* Do we know what we are doing?

— Tip: Develop a clear and shared project vision. Manage the project using a holistic approach and optimise the whole
project, not just parts of it. Follow a process but stay Agile and try to regularly remind yourself why you are doing
something.

* Do we know why we are doing it? Does anyone really care?
— Tip: Make sure your project matters. Understand its goals, value and impact, and how it relates to the organisational
strategy. Define upfront what project success is and deliver maximum value and real benefits, not just outputs.
*  Aretheright people involved?

— Tip: People make projects work. The primary criterion for involving people and assigning project roles should be to serve
the needs and objectives of the project, and not politics, friendship, functional hierarchy, proximity or convenience.

* Do we know who is doing what?

— Tip: Know what you should be doing, and make sure others know what they should be doing. Is it clear to everyone?
Clearly define and understand roles, responsibilities and accountabilities.

*  Deliver at any cost or risk?

—  Tip: Show respect for people’s work and organisational funds and avoid high-risk behavior and tactics. Always keep in
mind that it is not just about the end result —how you get there also matters. Manage your projects based on positive
values and principles.

LY %)i%‘}:lé)dologies S PM2 Slide 45
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PM? Mindsets: IAQs (Questions for the Brave!)

... and continue asking important questions:

Is this important?

— Tip: Everything is NOT equally important. Identify, and agree on, the project’s Critical Success Criteria (CSC), Minimum
Viable Product and Critical Success Factors (CSFs), and allocate effort and attention both tactically and strategically for
the benefit of both the project and project management goals.

. Is this a task for “them” or for “us”?

— Tip: Make sure that client and provider groups work as one team towards a common goal. Real teamwork really works;
so foster clear, effective and frequent communication.

. Should | be involved?

— Tip: Contribute from any position. Be proud of the skills, value and positive attitude you bring to the project. Help
everyone who needs to be involved get involved. Promote and facilitate the contributions of all stakeholders.

Have we improved?

— Tip: Commit to ongoing self- and organisational improvement by gathering and sharing knowledge. Project teams
should reflect on how they can become more effective and adjust their behavior accordingly.

* Istherelife after the project?

— Tip: The product (or service) lifecycle has just begun!
Make sure you have contributed to its success.
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Bringing it all Together: Processes + Mindsets

Help us make decisions on
trade-offs between project
dimensions of time, cost, scope
and quality

The attitudes and behaviours
which help us focus on what
is really important in
achieving our project goals

PM?

Processes &
Artefacts

Together

They help us navigate
the complexities of
managing projects in
organisations
and make
PM? both more
effective and complete

48 Methodologi
B & e opme
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Phases and Artefacts




Initiating Phase

[ ] e o )
Client need Project Initiation Request Business Case Project Charter

S N | TS|

[[] Project Initiation Request
["] Business Case

["] Project Charter
O Project Logs (setup)

Ready for PIanning@

Artefacts

Monitor & Control
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What happens in the Initiating Phase?

Initiating
e/ ez Set the project objectives.
. Get the business justification.
e # w Make the preliminary planning.
A . .
Start the project documentation.
v
p
Identify key stakeholders
(and their needs)
A
(
Create a business justification * R -
for the project
\ J
v
[ Deﬁn; Zﬁzapnrgfnc; r?cope * Project Charter
L .
RfP (Ready for Planning)
B & Yoo 2 pm2 Slide 50



Initiating Phase: The PM? Artefacts Landscape

Requirements Project Change
Management
Plan

Ma
VAR A MEETING DOCS PROJECT REPORTS

Outsourcing Deliverables Meetin Project Progress

Plan Acceptance Agen Report

Plan

p t P t Minutes Quality Review

. rojec rojec - ool Report

EEiEss Ceee Work Plan Handbook ransition Plan Sl

B Project Status
e t Project-End

Project Initiation t
Request Form Report

Request

Project

mplementation
Stakeholder Matrix

Plan

Project Charter

HEE> g > eeawe R

PROJECT LOGS o CHECKLISTS
Plan ( S Phase-exit Quality Stakeholders
Change Log Risk Log Review Checklist Review Checklist Checklist
D L Deliverables Transition Business
sue Log ecision Log .
Issue Log ecision Log Acceptance Checklist

Checklist
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Project Initiation Request (TOC)

Initiating Phase

ﬁ
Ensure that the problem/need/opportunity as well as project concept is captured
in writing.
(D
A: PO
Problem, need g a g Project Initiation
or opportunity ‘\ ‘\ l’%‘ Request
R: BM S: PO, UR >
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Initiation Request | N/A A/S R S/C | N/A | N/A
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Project Initiation Request

Initiating Phase
TABLE OF CONTENTS ! oam—
1 PROJECT INFORMATION......ccuuuuurerrrisisissssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssssssssssssssssssd
O A o oY1= o o [ RSP
1.2 INGtIator, DG and UNIt cooeeieiiiin it e e et et e s b e raaesaaeraaeraaneraaneraanerenn
O T o] oY 1=Tot @ 111V Y=Y @ )
1.4 SOIUTION PrOVIAEE (SP) ..cveeiiiiie ettt et e et ee e e et e e e et e e e s et e e e eaaeeesaaeeeeerans
R Yoo o)V o= AN Uy o Te] o YT
N SR D 1 oo 2= [ LT
1.7 EStiIMated EffOrt (PDS) vuuuueieeiiieeiiiiieieeeeeeiiiiiie e e e e ettt es e e e e e e e ettt s e e e e e eeasbaaeeeeeeeasssaneeeeeeasstannaaeaens
1.8  Target DeliVErY Datl...ccuu i eiiiiii e e et e e e et e e e et e e e et e e eat e e e et e e eaaaeeeerans
1.9 TYPE OF DEIIVEIY ..ot e et e e et e e e et ee e e s et e e e etae e e sataneeestaneesssaneeeesans
2 PROJECT DESCRIPTION .....ccuiiiiiiiiieeiicectenctetenstescroscsscasssasssascssssasssasssassssssasssasssassssssasssasssnssssssad
2.1 Context/Situation (Business Need / Problem / Opportunity ).......cceeeeeereereereeereeeeeeeeeeeeseeeneens
2.2 LBl BaSIS .. ciuuuiiiiiiieeeitie ettt e et e e e et ee ettt e e e et aeetat e et et aerttaearataaaerrtaaaaeerans
P20 T O T ) o] o V=T ( o174 o T F=L V7= )
2.4 IMPACt (NI 1EVEI) .. e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeeees
P T U ol ol =T O ) (=] o - PP
2.6 AssuMPLioNs (NN IEVEI).....ccoe i e e e e e e e e e e e e e e e e e e e e e e e aeeeeeeeeeees
2.7 Constraints (NN TEVEI) ... oo eeeiiiii et e e e e e ee e e e e e e e ee b aeaees
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Business Case

Initiating Phase

« Captures the reasoning for the project.

« Provides the justification for the project and establishes its budgetary constraints.

« Provides information to determine whether the project should move ahead or not.

0
A: PO
Project Initiation g o g A
R: BM S: SP, PM _
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Business Case | C A R C S S N/A
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Initiating Phase: Business Case

Initiating Phase

TABLE OF CONTENTS
1 PROJECT INITIATION REQUEST INFORMATION a4
2 CONTEXT. 5
2.1 Current Situation Description and Urgency 5
2.2 Current Situation Impact 5
2.2.1 Current Impact on Processes and the Organization 5
2.2.2 Impact on Stakeholders and User 7
2.3 Interrelations and Interdependencies 7
3 EXPECTED OUTCOMES 7
4 POSSIBLE ALTERNATIVES. 7
4.1 Alternative A: Do nothing 7
4.2 Alternative B: <Solution Title> 8
4.3 Alternative C: <Solution Title>. 8
4.4 Chosen alternative: <Solution Title> 8
5 SOLUTION DESCRIPTION 10
5.1 Legal Basis 10
5.2 Benefits 10
5.3 Success Criteria 10
5.4 Scope 10
5.5 Solution Impact 10
5.6 Deliverable: 10
5.7 Assumptions. 10
5.8 Constraints 10
5.9 Risks 11
5.10 Costs, Effort and Funding Source 11
5.11 Roadmap. 11
5.12 Synergies and Interdependencies 11
6 GOVERNANCE 13
6.1 Project Owner (PO) 13
6.2 Solution Provider (SP) 13
6.3 Approving Authority 13
APPENDIX 1: REFERENCES AND RELATED DOCUMENTS 14
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Project Charter

Initiating Phase

ﬁ
* The key element of the project approval process (along with the Business Case).
* Provides a basis for the more detailed project planning.
* Itincludes the What, How and When fundamentals of the project.
R 0..°2
Project Initiation CD%
Reqguest @8.&3
—_— A: PSC
| © of¢ _
Business Case M
- R: PM S: SP, BM
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Charter I A C S C S R C
Slide 56
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Initiating Phase: Project Charter

3.8 Risks...

5 APPROACH

TABLE OF CONTENTS
1 EXECUTIVE SUMMARY 4
2 CONSIDERATIONS ON THE BUSINESS CASE 4
3 PROJECT DESCRIPTION 5
3.1 SCOPE eevieiiiiiee e 5
3.1.1 Includes ("IN" SCOPE)...c.crverrerrerrrrrereaanne 5
3.1.2 Excludes ("OUT" Scope).......ccccevruvueurnnenes 5
3.1.3 Scope Statement.........cccoeveviiiiiiniieniinns 5
3.2 Success Criteria 5
3.3 Stakeholder and User Needs 5
3.4 Deliverables...........cccooovvmiiiiiiiiiiniiiinn 5
3.5 FeatureS......cccoovieiiiiiiiiiciiiiciccccisnieeenns 6
3.6 CONSTIAINTS...eiviiitiiititit ettt 7
3.7 Assumptions..... 7
7
4 COST, TIMING AND RESOURCES 7
A1 COSturiiiniiiiiiiiecriee ettt 7
4.2 Timing and Milestone: 9
4.3 Planned Resources 9
10
5.1 Methodology.... 10
5.2 Change Management ... 10
5.2.1 Project Change 10
5.2.2 Configuration ManagEMENT ......c..cciruiruiriieeeieiieteieterteie e sbesteste st sbesse st et eneensenseaensenne 10
5.2.3 Organisational Change .........cccocvevevvecnenns 10
6 GOVERNANCE AND STAKEHOLDERS 11
6.1 SErUCTUrE...coeovieiieiiciiiciecs 11
6.2 Roles and Responsibilities...........ccccevvevecrenne 11
6.3 Other Stakeholders..........c.ccoccevniviiniiiiinnnn 11
APPENDIX 1: REFERENCES AND RELATED DOCUMENTS 12

Initiating Phase
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Initiating Documents Strategy

Initiating

Project Charter

[eT0)
=

c

c
i
a

Business Case

Project Initiation
“Reqguest
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Phase Gate: RfP (Ready for Planning)?

S ) e s
B

RfP

Ph Review

06 / Unit:|
Project Hame:]
Preject Ouner |

Salution Provider:|
Froject Manager

e s> Phase-Exit Rewew|

g
Favivwrer Hama T e a0
-
cusing Faaan
Overall Compliance (%) X 300% .
Overall Phase-Exit Review| 0%
L] Eracunng
Area Phase-Exit Revlew Status Imptemenseace,
Initiating St
Planning ]
Exscuting Onthers —
Transition) Accep:
Delveravles Axestance]
Clasing
P
G ot dore, n temats o Frmeess T e e v e
4 work o n e ves b ma
3 : some: bt needs mgrovement

3 [Weess requiremeris Tor N question
[aove
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Planning Phase

LE

f 1 f ) f ' ‘m
® E— — E— \
S :€
Planning Kick-off
anning Hieeo Project Handbook Project Work Plan Stakeholder Matrix Plans

meeting

Planning Kick-off/ MoM
Project Handbook

- Roles & responsibilities

- Management plans

- Requirements management

Project Stakeholder Matrix
Project Work Plan
Transition Plan

Business Implementation Plan
Ready for Executing e

Monitor & Control ‘

Artefacts

Slide 60
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What happens in the Planning Phase?
RfP (Ready for Planning) -

( Kick-Off meeting ) Agenkécakﬁ; o » Develop the project scope statement.
(& J \/— . . .
v « Determine the project approach and main

Project Handbook
&

activities.

Tailor the PM? process

v

Assign roles &
responsibilities

v

Elaborate project scope

v

Management

project  Develop the schedule for the various tasks
stakenolder and estimate the necessary resources.

« Assign roles and responsibilities.

Project Handbook

1 e« Develop the Project Handbook and various

( Develop work breakdown Project prOJeCt pla ns for the pI’OJeCt
and project schedule Work Plan
L
v .

Develop the project plans All Project Plans

. J L.
v

2R 2R 2 2R AR

Distribute plans
to stakeholders

J

RfE (Ready for Executing)
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Planning Phase: The PM? Artefacts Landscape

Project Initiation
Request

Requirements Project Change
Management Management
Plan Plan

Risk
Management

Plan

Plan

Outsourcing

Issue Quality
Management Management
Plan Plan

MANAGEMENT PLANS

Communications
Management

Plan

Deliverables
Acceptance
Plan

Business Case

PROJECT LOGS

Change Log Risk Log

Issue Log Decision Log

Project
Work Plan

Project
Stakeholder Matrix

Planning

Business
Implementation

Transition Plan

Plan

MEETING DOCS

PROJECT REPORTS

Project Progress

Report

Quality Review

Report

Project Status

ecklist

CHECKLISTS

Quality

1ecklist

Transition
Checklist

Stakeholders
Checklist

Checklist

485 Methodologies
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Project Handbook (1)
 PamingPhase

1
- Summarizes the project objectives. I
Documents the overall project management approach and tailoring. E .

Defines the key controlling processes, the project policies and rules.

It becomes the basis for managing the project throughout its lifecycle as an important point of

reference.
Business Case g
(EeN
— A: PO
PIann}ing Ki;k—Off 4 Project
Meeting Minutes Project Charter ‘\ Handbook
— R:_PM S: BM__
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Handbook I I A S C | R C
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Project Handbook (2)

TABLE OF CONTENTS

1. ABOUT THE PROJECT HANDBOOK 4

2. PROJECT OVERVIEW 5
2.0, PrOJECE SUMIMIATIY c.uitiiteieiiiieeeeeititt e e ettt e e sttt e e e sttt e e e it e e e e s ab bt e e s e sbeeeesnabteeeenbaeeesebbneeeesnnneeeennns 5
2.2. Critical Success Factors and Project Management Objectives..........cocvevverierienieiiineenenicnieneens 5
e T o e =T ot A | =] g o] o LTSRS 5

2.4. Project Dependencies or Interrelations....

2.5. Project Constraints...

3. PROJECT APPROACH 6

3.1, PrOJECE LIFECYCIE ..ttt et st et 6

3.2. PM? Tailoring — Required Project Documentation
5. PROJECT PROGRESS MEASUREMENT 15
3.3. Other Standards
3.4, Specific Project Management Rules 5.1. Project Progress Measuring APPrOaCh .......c...eiiueiiiiiiiie ettt 15
3.5. Conflict Resolution and Escalations 5.2, PrOJECT REPOIES ittt ettt e e et e e s e bt e et e e be et e s e sbaneeeeebeneeeas 15
5.2.1. Status and Progress REPOITS. .....ccouiiiiitiiieeitie ettt ettt ettt sttt ettt e e sbbeesabeesabee e 15
4. PROJECT PROCESSES
5.3, PrOJECt CRECKIISTS ..c.ueevietieiiieite sttt ettt sttt ettt e see s s b e b entenaeenee 15
4.1. Risk Management........ccueeeveiveerinivienesniieeeeeniens
6. PROJECT ROLES & RESPONSIBILITIES 16
4.2, Issue Management.......ceeeveeeeeereereieiciireniireeeeeeeees
4.3. Requirements Management 6.1. Consolidated Responsibilities Assignment Matrix (RAM/RASCI) ......c.cocvereevresrverreenieseesreeineennens 16
4.4, Project Change Management .. 6.2. Description of Project Roles and Responsibilities ...........ccuiiriieiieeiiiinieeececee e 16
4.5. Quality Management 6.2.1. Project StaKENOIAEIS .....ccueiuiieiiiiieiiee ettt et 17
4.6. Configuration Management.................oooovvvveee. 6.2.2. Project Steering CoOmMMILLEE (PSC) .....cveiiiuiierieeiiieesiieesitiesiteestee st ee ettt sieeesabeesabeesabee e 17
4.7. Communications Management.........c.ccccoeeernnnnne 6.2.3. Business Implementation Group (BIG)....
4.8. Deliverables Acceptance Management................ 6.2.4. Project Core Team (PCT)....
4.9. Transition Management .........ccccoeevieeiniiiieeinnnes 6.2.5. Project Support Team (PST)
4.10. Business Implementation Management............. APPENDIX 1: REFERENCES AND RELATED DOCUMENTS 25
4.11. Resource Management..........oooeeveuvmrnrinneeeeeenens
4%n Methodologies r ;
m E Ofice 2 T2 PM?2 Slide 64



Project Stakeholder Matrix (1)

« Lists all (key) project stakeholders and their contact details and clearly states

their role(s) in the project.

- It may also include a classification or categorisation of each stakeholder

Business Case
QEN
— A: PO
Eﬁ% Project Charter ‘\ m

- R: PM s: BM
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Stakeholder Matrix I I A S C | R C
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Project Stakeholder Matrix (2)

1. PM?-P02: Project Stakeholder Matrix

TABLE OF CONTENTS

1. STAKEHOLDER MATRIX
1.1, SEAKENOIAEE LISt ..cuvieeeiriiiiieeieetee ettt ettt
1.2. Steakeholder Role
1.3. Stakeholder Management and Actions....

L _ _ Teams I | PSC | | Support | | Operational Roles
8 /8 LB
&/ /S S /3 47 >
/& /&) & s/ /< < . &
D958 /e B0 1
I8 Y IS ) ¢
) Joouls f@*ﬁa‘?@f o‘i&?f &/ 8/8/ /8 fgs""f
8 EE 'ZEH EE \égqséyd\é?g@? ij 7 “? Qg éf d‘§ éés‘cg 05?5?‘3? °3> Cé@d’& Comments Contact

B &N opme
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Project Work Plan (1)

. . N N f )
« |dentifies and organises the project into activities, sub-tasks, and work packages. _ ﬁ
« Establishes a base to estimate the duration of the project. l=_ €
« Determines the required resources and schedules the work. —_—
 Itis used as the basis to monitor the progress and control the project.
LT ProjectWorkPlan :
o ! !
usiness Case (9£ : o :
\B/C— QS.BC) i Bre?kdlgwn i
A: PSC .. !
? i or 0Osts i
Project Charter ‘\ “‘g‘ : EffESt?fiLafest w:
L — RPM__S BM, PCT __— L _— .
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Work Plan I A C S/C C C R S/C
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Project Work Plan (2)

ro-

TABLE OF CONTENTS 7&
1. INTRODUCGTION.......cceitiiiiiiirmirnnnennneesiiiisissteeiteesseassssssssssssssssssstttetesssssssssssssssssssssssssremessssssssssssssssssssssnns 3 r_

1.0, PrOJECE SUMMIAIY. ittt ettt e e e e e e e e e e e e e e e e et e e eee s e e s s s snnssssnereneeeeeas 3 — ;___ €
2. WORK BREAKDOWN .....ccutiiiniininniiesnniiissneiissneiesseeiessseisssesssseessstesssssesesseesesssessssssssssssssssassssssssssssseses 3 —
3. EFFORT & COST ESTIMATES......cccoctiiiiutiiinneiisnneiiseeiisseesissessssesssssnesssssesesssssssssesssssssssssesssssesssssssssssssses 5

R I S T T =P PPPPP 6

3.2, RESOUICE NEEAS ...eeeieieeeiiiiteee ettt e e ettt e ettt et e e et e e e s aaab bt e e e s e abb et e e e sbbbeeeeeanbbaeeeesnbbneeessnnnees 6
4. PROJECT SCHEDULE......cciciiuiiiiniiiinniininntiissntiissnesisnesessneiesssniesssnsssssnesssstesssssesesssesssssesssssesssssasssssssssssns 8
5. RELATED PIMIZ PLANS ......ctiiuietiinnitisnsiteesssssnestssssssssssssstssssssssssssssssssssssenssssssstssssssssssssssasssssssssssssasssssns 10
APPENDIX 1: REFERENCES AND RELATED DOCUMENTS ......cccoeuuueiiiiiiiiiiiiinnnseenssesseessssssssssssssssssssnses 11

Apr 17 |7 May 17 14 May 17 21 May 17 28 May 17 4 Jun 17 11 Jun 17
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Planning: The PM? Management Plans

e Risk Management Plan

* [Issue Management Plan

* Requirements Management Plan

* Project Change Management Plan

e Quality Management Plan
 Communications Management Plan

-

/

Part of the Project Handbook
Or standalone

1. PM*-P06 Risk Management Plan
TABLE OF CONTENTS

1. ROLES AND RESPONSIBILITIES csuneseveesmsecem s e
2.RISKN 1. Project Change Management Plan

3. RISKIL
4. Risk p| TABLE OF CONTENTS

5. Riskn 1 INTRODUCTION

6 UPDA]| 2. CHANGE "4 atiacrasram nnner, ce
7.erequ 3. ROLES A 1+ M P09 Project Quality Plan [ .
8 THE RI| 4. CHANGE TABLE OF CONTENTS
5. THERI| 5. CHANGE 1.1
6. CHANGE 2. QUALT
7 7. manaGi >
8 COMMU

9. ESCALAT &.
7.Ri

BE AR A AR AR

A

B &N opme
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Communications Management Plan

e o
- =.
«  Ensures that the Project Core Team and all the Project Stakeholders will have the ° \ °
information they need to perform their roles throughout the project.
«  Defines and documents communication activities, their goals, content, format,
frequency and audience with both the performing and the participating organisation.
A: PO
I Project Handbook j Project Communications
Project V&Vork Plan Stal\l;j;?ilfer “ ‘a@ Manslgae:ﬁent
S: BM R: PM > -
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Communication Management Plan I I A S C | R C

B &N opme

Slide 70



Transition Plan

Ensures a controlled and smooth transition from the old state to the new state in which
the new product/service developed by the project is put in place.

Communications Deliverables % o
Management Acceptance
Plan Management Plan @g.qu
-_.__/’.__
A: PSC
Business Project Work Plan @ Transition
Impler;li:tation Transitigé)n Plan Unedds:
L R: PM
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Transition Plan I A C C C C R C
B & Yoo 2 pm2 Slide 71



Business Implementation Plan

« All business implementation activities are critical for smooth operations.
«  Business implementation activities are complementary to transition activities.
«  Outlines the impact of the project on the organisation.

«  Defines the change management activities that permanent organisation need to carry out, usually
as part of ongoing operations or future projects (post-actual project activities).

Business e Business
Implementation Project Handbook 5 Implementation
Plan ‘\ Checklist
— A: PO
Transition Pl project Work pl g Project Work Plan
ransition Plan roject Work Plan ‘\ 'Eﬂe‘ (updated)
- — - _— R: BM St PM -
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Work Plan I I A R C | S |
B & Yoo 2 pm2 Slide 72



QOutsourcing Plan

« Outlines the scope of products and/or services to be contracted outside the organisation.
« Defines the time, cost and quality expectations from the Contractor’ organisation.

- Identifies responsibilities for the full contract lifecycle (the Project Manager, procurement group, the
Contractor’s organisation, etc.)

Status & Signed
Outsourcing Plan Business Case Progress Purchase Order(s)
b | e -
A: AGB
@ e I Signed Signed
Project Work Plan Project Charter r’é‘%‘ Contract(s) Timesheet(s)
- — L __— R: PM sssp L — L —
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Outsourcing Plan A C C C | S R |
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RfE (Ready for Executing)?

Archived
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Executing Phase

@
; a
- Coordinating Project Work

Executing Kick-off meeting .m’

Project Deliverables

Al

L J ° )
Aa L ad
G o > Coordinating

/&N People and Resources

Distributing Information

Executing Kick-Off/MoM
Meeting Agendas/MoMs
Project reports

Change Requests

Deliverables Acceptance Note

O
Monitor & Control ‘

B @ o cpme

Quality Assurance

Artefacts
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What happens in the Executing Phase
RfE (Ready for Executing) -

[ Kick-0ff meeting ] = Agencs & oM « Coordinate the project work,
| | feendadMoM |
_________ v people and resources.
i S = esines « Execute various project plans.
H _ J : \/— .
L N « Report on the project
Ay | == Auditreports progress and status.
- ' i\ J : L.
g‘ i Create project reports i * Project reports * PrOduce the prOJeCt
£ i\ ) — deliverables.
1 1| obstibuteinformaton | | - Prepare for their reception
hS— R - (the requestor organisation).
Ensure deliverables Deliverables
T [ acceptance ] * Acceptance Note
i | AeceptanceNote |

»

y
RfC (Ready for Closing)
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Executing Phase: The PM? Artefacts Landscape

MANAGEMENT PLANS

Outsourcing
Plan Acceptance

Plan

Transition Plan

Project Initiation
Request

PROJECT LOGS

Risk Log

Decision Log

Issue Log

Deliverables

Project V
Plan (u

1 1
: MEETING DOCS : PROJECT REPORTS
1 1
I Meetings 1 Project Progress
: Agendas : Report
] -_____.--"'".-__- ]
1 1
: Minutes : Quality Review
1 Of Meetings 1 Report
! ! e  _—
1 -.______..-"'"'._-_- 1
e e - - - 1
1] Prdjéetafus T[T
Change | Report
Request Form [

Transition
Checklist

b Methodologies
Office

"PM?2
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Project Coordination

Facilitates the project’s progress by continuously providing information to the Project Core Team

(PCT) and supporting the completion of assigned work;

Includes allocating project resources to activities, performing regular quality checks of interim

results, maintaining ongoing communication with all project team members, and keeping everyone
involved in the project motivated through leadership, negotiations, conflict resolution

Project Handbook e
—_ A PO
) @ 9 Signed-off work
Project Work Plan \:M
- R: PM S: BM R
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT

Project Coordination I

I A S I | R I

B &N opme
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Project Reporting

« Communicates consolidated information concerning project performance to the
appropriate stakeholders, enabling decision-making.

* Typically provides information on scope, schedule, effort/cost and quality, the status of
risks, issues, project changes and outsourcing.

 May also contain agreed project indicators and metrics for evaluating progress.

l\(/lzgrr:;g:rr:ecr??ggsn Project Handbook 9
(feN
—_— Y A: PO
I Project Logs Q
ProjecJt g{hecilists Project WorkPlan M
. R: PM S: BM N
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Reporting I I A S/C I/C I/C R C
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PM? Project Reports

Project Progress Report

1. PROJECT OVERVIEW ...corvumminnsinsnsessessenienmeasssssssnssssisisansansas

1.1. Executive SUMMaAry.....ccciieiieieiieeess s srnnsennsenn e s eenna e
1.2. Project Stakeholders......ccoooiiiiiiiiccccc e,
1.3. Milestones and Deliverables........cccccovvvviiiiirieiciiiiieceeniennnnn,
1.4, Project Plan (per Work Package) .......cccevivvmveeniiieeniinninnens
1.5. Budget and CostS ...cviiiiiiiiiiiiiiiiiice e e

2. PROJECT DETAILS ...cvvrmerienienrianesissinnresiieriesssssssensanmesosissssn

2.1.5c0PE Changes .....ccoviuuueeriiiiiieeece et e e e s
2.2. Major Risks and Actions Taken .....cccicveeeiieiiee e nnennnnnns
2.3. Major Issues and Actions Taken .......veeeeeeeeeeeece e
2.4. Other On-going and Planned Actions .......cccccvvvviiiiiinnnnnnn.

2.5, AChIEVEMENTS vttt e e e e e

3. APPENDIX 1: REFERENCES AND RELATED DOCUMENTS ......

Project Status Report

Project Status Report

Project:

Project phase:
Reporting period:

PM?

to

OVERALL STATUS: / /Red

Project Owner (PO); <Name>
Business Manager (BM); <Name>
Salution Provider (SP); <Name:>
Project Manager (PM): <Name>

PROJECT PROGRESS.

1

»

Initiating | Planning | Executing Closing

PROJECT INDICATORS

Schedule: / [Red

> Baselined delivery date: <x/xx
> Forecasted delivery date: <ci/xo/fo0
»  Variance: <+ xx months>

Cost. / /Red

> Baselined: <oc workdays, <LRgs €
*  Spent: <xcr workdays, <pus €

»  Forecasted: < workdays, <00 €
> Variance : <0% (Forecasted - Baselined)>

Wonitor & Control

MILESTONES

- <describe project milestone 1>
: <describe project milestone 2>
hexz;, <describe project milestone 3> 4
Jrxfrorz; <describe project milestone 4>
fxxfocz <describe project milestane 5>
<nfrufrocg; <describe project milestone 6>

PROJECT INDICATORS (AT CURRENT STATE)

Status: / /Red

Planned: <xc- workdays

Actual work: <xc workdays

Esmed Value [Progress); <xx> workdays
Remaining work: <xc- warkdays

Matior Projes s

Green curve: Planned effort workdays) over weeks
Red curve: Current cost consumption (warkdays)
Blue curve: Earned value {workdays)

PROJECT CHANGES (INPUT FROM CHANGE LOG)

Status: 75 /Red

> Severs: <>
> <id i, category <xx, status <o
> <id x>, category <xx>, status <o
> <id x>, category <xx, status <o

RISKS (INPUT FROM RISK LOG)

Status: 75 /Red

> Active: <
o <id e, level <xoc, 3Ction <X
F <id e, level <o, action <
¥ <id e, level <uc, action <oc

ISSUES (INPUT FROM |SSUE LOG)

Status: /! /Red

» Urgent: <o
¥ <id s, size w0, severity woc
B i e, Size €0, SEverity <o
B <id oo, size 0, sevarity oo

ACTIVITIES PERFORMED AND PLANNED

B &N opme
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Information Distribution

Keeps project stakeholders informed about relevant project details through the regular
distribution of project reports, as per the Communications Management Plan and project

stakeholder needs

Projectgl}eports Communications g
: Management ;
Project Logs \Plan/_ . ‘\ %ﬁj]
A: PO - Q —>
Minutes of Project Work 9 {@N
Meeting Plan Ae
\_W— L — R I\/I R Information Distribution
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Project Reporting I I A C | | R C
Slide 81
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Quality Assurance

«  Gathers evidence that proves the project work is following high-quality standards,

methodologies and best practices.

«  Describes in the Quality Management Plan and executes the relevant activities.

« Includes determining whether appropriate project controls are in place, confirming that
they are being implemented and assessing their effectiveness.

Quality 9 Audit Reports
A: PM
roject Worl ? O roject Logs
- R: PCT St BM
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Quality Assurance I I I S C I A R
n i Mihodolegies 73 DM2 Slide 82



Monitor & Control

“\II |

Initiating

________________________________________________________________________________________________ .
1 [ -
i i Checklists 1
- - gularly up
! Monitor Project Performance _Manage Issues and Decisions ! ! Re .ularl updated 0 e ¢ Review Checkist |
w - Control Schedule - i, [] Risklog ase-exit Review Checklis i
1 Manage Stakeholders 1 . . .
2 IC ) 1o [71  qQuality Review Checklist C
; & -Control Cost - Manage Deliverables Acceptance 8 [ 1ssuelog ‘ o
£ - Manage Quality L 1 . [[] Deliverables Acceptance Checklist
1 8 - Manage Transition ! [1  Decision Log s ; 1
[~} iact Ch ) ) [~ [[]  Transition Checklist
< -Manage Project Change - Manage Business Implementation [ . . L
] - Manage Risks Manage Outsourcing i Change Log [[]  Business Implementation Checklist |
= . . i
\__ -ManageRequirements ___ ____ _________________________ 11 L1 _Projectworkplan _ [ _ Stakeholder Checklist . '
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What happens during Monitor & Control
P UETEEE

All work is observed from the point of view of the Project Manager. The key activities:
Manage:

e Execute all management processes defined in the Project Management Plans, and manage
the outsourcing, transition, business implementation and deliverables acceptance activities
as per the relevant Project Specific Plans.

Monitor:

e Monitor project activities and overall project performance.

e Track the project performance against the baseline to facilitate reporting and controlling.
Control:

e Devise, plan, propose and implement corrective actions to address existing or potential ,:
performance risks or issues, while updating the relevant project plans and logs. %

()

A
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Monitor & Control Activities

— Monitor Project Performance
— Control Schedule
— Control Cost
— Manage Stakeholders
s R e T
— Manage Project Change
— Manage Risks
Manage Issues and Decisions
— Manage Quality
— Manage Deliverables Acceptance

— Manage Transition

pf EEEEEEEEEEEEEEEEENEESR
EEEEEEEEEEEEEEEEEEERESR

— Manage Business Implementation
— Manage Outsourcing
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Monitor Project Performance

e Collects information about the state of the project’s progress and overall health.

e Tracks the project dimensions of scope, schedule, cost and quality, monitors risks, issues
and project change, and forecasts their evolution for the purpose of reporting the overall
project progress to relevant stakeholders as per the Communications Management Plan.

Quality Checklist Project Handbook “
\_/_ \/_
A: PO
Project Logs Project Work Plan @ Project Work Plan
T J(baselined) J(tracked)
- R: PM >
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Monitor Project Performance I I A C C | R C
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Control Schedule

«  Ensures that project tasks are carried out as scheduled and that project deadlines are met.

«  Regularly monitors the schedule and tracks the difference between planned, actual and
forecast activities/deadlines.

« Informs the Project Steering Committee (PSC) about any risks for the schedule for the informed
decision-making.

B @y cpme

Project Work Plan
j dbook .
Change Log Project Handboo “ (updated)
\_/_ \/_
—_— A: PO
M?&MS ENP—— @ Project Logs
roject Work Plan L
Project Reports : {updated)
- R: PM o
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Control Schedule I I A C C | R C
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Cost Control

«  Manages the project costs so that they conform to the cost/effort baseline and overall

project budget constraints.

«  Regularly monitors the budget and tracks the difference between budgeted, actual and

expected costs.

« Informs the Project Steering Committee (PSC) about any risks for the schedule for the

informed decision-making. , ,
QOutsourcing Plan Project Handbook Proy(ajgf\j/!gs)Plan
& Change Log “
\/ \/_
—_— A PO
M%Ms brorect Work Pl @ Project Logs
roject Work Plan L)
Project Reports : (updated)
- — R: PM o
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Control Cost I I A C C | R C
B & Yoo 2 pm2 Slide 88



Manage Stakeholders

* |dentifies project stakeholders, captures their project expectations and requirements.

*  Defines communication strategy and performs activities to communicate with stakeholders
throughout project lifecycle and encourages them to get involved and contribute.

*  Monitors and captures stakeholders' overall project experience and satisfaction.

Project Stakeholde

or groups) who o
can be affecteq by

'sare people
n affect or

o bot
activities performe h.the

. . . i d dur
Deliverable Project Handbook Stakeholder Matrix life of g roi Ing the
Acceptance & ‘ & Stakeholder ‘ e (updated) project’spoujted’ or/and by the
Transitions Plans Matrix ‘\ oUtCOme(s) put(s) and
A: PO
Communications g Issue and Decision SIS
Busi Impl tati i
Management Plan usiness r;lsnemen ation ‘ng ‘\ Logs Checklist
e R: PM S: BM L
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Stakeholders I I A S/C I C R I
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Manage Requirements

* Gathers, documents and validates requirements, and manages their implementation and
change.

* Runs throughout the project lifecycle and relates to other project management processes, such
as quality and change management.

Requirements Business Case & Requirements
M t Project Chart 5
ans.;gaenmen roje arter ‘\ Document
A: PO
Project e GSQ Project Work Plan Project Logs
Stakeholder Project Work Plan ——\ (updated) (updated)
Matrix Eﬂg AvATA &
- — - R: PM s. pcT b —
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Requirements I I A C C | R S
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Monitor & Control: Manage Requirements

( Project Initiation j

A 4

Y

1. Requirements Identification

.

A
Y

2. Requirements Specification

& Evaluation

v

F 3

3. Requirements Approval

.

A
A

»4. Requirements Implementation

'

A

4. Requirements Control
& Validation

v

( Project Approval ]

Project Initiating| | Requirements
Documents Document(s)

Minutes of
Meetings (MoM)

Requirements

Document(s)
Project Requirements
Work Plan Document(s)

Project Logs

Deliverables Requirements
Acceptance Plan Document(s)
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Manage Project Change (1)

Identifies, documents, assesses, prioritises, approves, plans and controls project changes, and
communicats them to all relevant stakeholders.

Changes can be requested (or identified and raised) throughout the project lifecycle by any project stakeholder
and can be related to a change in the project scope, requirements, deliverables and features, or quality

characteristics of the project.

Project Change Business Case
Management & a Chafsjge L(;)g
Plan Project Charter ‘\ (updated)
A: PO
Communications g g Change Request Project Work
Mang.lgaenment Project Work Plan a@ ‘l Form Plan (updated)
- — - __— R: PM S BM e —
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Project Changes I C A S | | R C
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Manage Project Change (2)

(RfP (Ready for Planning)j

v

h 4

1. Change Identification

I

2. Change Assessment &
Action Recommendation

l

3. Change Approval

A

y

No
Yes

4. Change Implementation

A 4

5. Change Control

.

(RfC (Ready for Closing)j

Change

Request Form | Change
Log

Change
Log

Change
Log

Project Work

Plan
Project Logs
Other
Project Plans
Change
Log Project

Reports

B &N opme

Slide 93



Manage Risk (1)

* |dentifies, assesses and manages risks so that they conform to the organisation’s accepted risk

attitude.

* Improves the project team’s confidence by proactively managing any potential event that might

have a positive or negative impact on project objectives.
Arisk is an uncertain event or set of events (positive or negative) that, should it occur, will have an impact on the achievement of

project objectives.

Business Case
roject Charter €
— A PO
_ . Risk ‘ Risk Log
isk Log \—aw . “ | ‘.\ (updated)
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT

Manage Risk I

C A S/C C | R C
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Manage Risk (2)

( Project Initiation J

v

A 4

1. Risk Identification

Y

A 4

2. Risk Assessment

A 4

Y

3. Risk Response Development

Y

4, Risk Monitor & Control

v

( Project End j

Risk Log

Risk Log

Risk Log

Risk Log

Project
Work Plan

Project
Reports

B &N opme

Slide 95



Manage Issues & Decisions (1)

« ldentifies, evaluates and manages issues for resolution by project stakeholders, and decisions

are taken, documented and implemented.

« Issues and decisions are often linked to the resolution of other log items (e.g. risks, changes).

An issue is an immediate problem requiring resolution. Anyone can raise issues. It is always important to solve the root cause, not the
symptom. This will ensure that the problem will not re-occur.

Issue Decision Log
Management : (updated)
Plan ‘\
A PO —
: e g Issue Log
MoMs Project Logs a@ ‘\ (updated)
— R: PM S BM M
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Issues & Decisions I I A S C R C
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Manage Issues & Decisions (2)

( Project Initiation )

v

Y

1. Issue ldentification

A 4

2. Issue Assessment and
Action Recommendation

A 4

Y

3. Actions Implementation

A 4

4. Issue Monitoring & Control

v

( Project End j

Issue Log

Issue Log

Decision Log

Issue Log

Project

Project
Work Plan

Documents
(updated)

Issue Log

Project
Reports
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Manage Quality

( RfP (Ready for Planning) )

+

Quality Qualit .
: o y Review
1. Quality Characteristics Management Checklist
Definition Plan Deliverables
Deliverables ACCEPTE'!"CE
Acceptance Plan Checklist
A 4
2. Quality Assurance Audit Reports
Updated Project
Documents
-
=
]
£
]
3
=S 3. Quality Control Quality Review
E Reports " peliverables
4 Acceptance
S Checklist Quality R?view
£ (updated) Checklist Project
E (updated)
5 A 4 Documents
(=] Deliverables (updated)
4. Deliverables Acceptance Acceptance
Checklist Deliverables
(updated) Acceptance
Sign-off
A 4
5. Final Acceptance ]
Project
End-Report Project
l Repository
(updated) Project

. Sign-off
Project End
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Manage Deliverable Acceptance

The final project acceptance takes place in the Closing Phase.

Ensures project deliverables are based on predefined objectives and set of criteria as defined in the

Deliverables Acceptance Plan.

Quality Deliverables Deliverables
Management Acceptance g Acceptance
Plan Plan ‘\ Checklist
A: PO —_
Qutsourcing Plan broiect Work Pl Decision Log Deliverables
(if applicable) roject Work Plan B ‘\ (updated) Acceptance Note
- — - R: PM S: BM - —
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Deliverable Acceptance I I S C C R C
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Manage Transition

e Ensures a controlled and smooth transition from the old state to the new state in which the
new product/service developed by the project is put in place.

* Ensures the correct transfer of project deliverables to the project requestor organisation.

Communications Deliverables % o
Management Acceptance
Plan Management Plan Qgﬁb
—-_.___,./_._
A: PSC
Business Project Work Plan @ Transition
|mp|er|;:§:tati0n Transitiscl)n Plan Checklist
- — - _— R: PM
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Transition I A C C C C R C
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Manage Business Implementation

* Executes all business implementation activities, critical for smooth operations, even after the
project’s outputs have been delivered to the stakeholder/user community.

e A good practice to also define some post-project change activities, however, their
implementation falls outside the domain of responsibilities of the project.
Business Business
Implementation Project Handbook : Implementation
an GEN :
. i g e Project Work Plan
Transition Plan Project Work Plan ‘\ a@ (updated)
- — - _— R: BM S PM__ —
RAM (RASCI) AGB PSC PO BM BIG SP PM PCT
Manage Business Implementation I I A R C | S |
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Manage Outsourcing

Ensures that the Contractor delivers acceptable quality of work as defined in the

Outsourcing Plan.
This work is undertaken by the Project Manager (PM) in conjunction with the relevant

procurement groups and the Contractor’s Project Manager (CPM).

Status & Signed
Outsourcing Plan Business Case e Purreleen
Report(s ! Order(s)
\/— \/_
A: AGB
& ? Signed Signed
Project Work Project Charter N Za¥5 ey Hineshaettd
Plan G %a\ (s) | |
L. R: PM S: sp - .. _— L

AGB PSC PO BM BIG SP PM PCT

RAM (RASCI)

A C C C | S R |

Manage Outsourcing
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Monitor & Control Artefacts

Requirements
Management
Plan

Outsourcing

Plan

Project
Work Plan

Project Initiation
Request

ct Change Risk

gement
Plan

MANAGEMENT PLANS MEETING DOCS

Transition Plan

Business
tation

Monitor & Control

PROJECT REPORTS

Project Progress
Report

Quality Review
Report

Project Status

PROJECT LOGS

Change Log
_______,_.--"'"_._-_

Risk Log
-_._._.—-"'".-._._-_

Issue Log

Decision Log

Project Work
Plan (updates)

CHECKLISTS
Phase-exit Quality Stakeholders
Review Checklist Review Checklist Checklist
-___._.—"""r._._-_
Deliverables Transition Business
Acceptance Checklist Implementation
Checklist Checklist
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Logs

72PM2

Issue Log
< Project Name>

Issue Identification and Description Issue and Action
ID | Category Issue Name Issue Description & Status  |Identified | Identification Action Details Urgenc | Impact Size Target Issue bility/
Details By Date (effort & responsible] y Date Owner
L1 i<Extemal> <Non-compliance i <Detail text 1> <Open> <Name X> b <For the remediation plan, the <4 <5 <4 oyoefucs ehlame Zx  i<vess d artefacts
(] 2 Decision Log
% .
< Project Name>
Ownership Implementation

1D Category Title Persons present Comments
during decision
<Business> <Name X> <Project Steerii

Change Log
<Project Name>

Identification Assessment Dedision Implementation
D Category Title Description Status Requested Date Action Details Size | Priority Target Escalation Decision Decided Decision Actual Comments
by identified (effort & responsible) Delivery Date by Date  |Delivery Date
Co1 | <Hew <Nome X> | <00/mm/yyyy |<For the new semvice XS | <High, | <dd/mm/my | <Ves=  |<Approved> |<Name Z> | <dd/mm vy
(] 2 Risk Log
|4 .
<Project Name>
Risk Identification and Description Risk Assessment Risk Response:
D Category Risk Name Risk Description & Details Status identified By identification | Likelihood | Impact | Risk | Risk Owner |Escalation |Risk Response Action Details Target Date | Traceability/Comments
Date Level Strategy (effort & responsible)
(=1

RLO1 | <Business> <Proposed> <Nome X> <n/efRee M> icVes>
RLOZ <IT> <investigaring> <Name ¥> Syess
RLO3 | <Externais Cdpproveds Chigme 73 N s BT elame ks eVess f06/3013%
RLQ4 [<IT> Approveds <16/04/15> <2 <d> <8>
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Summary — Monitor & Control

* Monitor project performance

e Control Project variables
(compared to plans)

e Use Project Logs to control the
project

* Execute Project Management
Plans and related activities

e Take corrective actions -> update
plans
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RfC (Ready for Closing)?

Archived

DG / Unit:]
Project Name
Project Ouner:

snlmm pm@m\

Bl i hodoosie 73 pM2 Slide 106



Closing Phase

Closing
@ VA
[\ RVl
Project-End Review: . Admini e Cl
meeting Lessons Learned Best Practices ministrative Closure
Initiating Planning Executing > Closing >
E | Project-End Review Agenda/ MoM
% Project-End Report
E - Lessons Learned
- Best Practices
- Post Project Recommendations
O Project Acceptance Note
Monitor & Control
Slide 107
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What happens in the Closing Phase

RfC (Ready for Closing)

Project-End Review
Meeting

\ 4

Capture lessons Learned
& Post-Project
Recommendations

\ 4

Final project acceptance

\ 4

Release resources

A4

Archive project

End of Project

Project-End Review
* Agenda/MoM
.
Project-End
* Report
.
Project Acceptance
* Note (if required)
I ——

- 9

Projects Archive

Closing

Finalise all project activities.
Document project’s final state.

Discuss and capture Lessons
Learned and Best Practices, and
post-project recommendations.

Accept project deliverables.
Formally close the project.

48n  Methodologi
B & oo
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Closing Phase: The PM? Artefacts Landscape

Requirements
Management
Plan

Outsourcing

Plan
B ) Project
usiness Case o
Work Plan
Project Initiation Project

Proje

Request

Project Change

Ma

MANAGEMENT PLANS

Project
Handbook

Busines

Deliverables
Acceptance
Plan

Transition Plan

S

mplementation

Stakeholder Matrix

Plan

MEETING DOCS

Meetin

Agen

Minutes
Of Meetings

Request Form

PROJECT REPORTS
Project Progress

Report

Quality Review
Report

Project Status

Project-End
Report

PROJECT LOGS
Change Log Risk Log
Issue Log Decision Log

Project W

Plan (

CHECKLISTS
Phase-exit Quality Stakeholders
Review Checklist Review Checklist Checklist
Deliverables Transition Business

A

ptance Checklist
Checklist
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Wrap-up




Course End: Lessons Learned (& Shared)

 What are your top 3 learnings?
* Which aspects of this course were delivered effectively?
 How can this course be improved?
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You are using PM? for your project? We would like to hear about it!
Contact Us
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