THE
COMPLETE
PRrROJECT
MANAGEMENT

METHODOLOGY
AND TOOLKIT

GERARD M. A

&P -
<




THE
COMPLETE
PROJECT

MANAGEMENT
METHODOLOGY
AND TOOLKIT



PROJECT MANAGEMENT TITLES

FROM AUERBACH PUBLICATIONS AND CRC PRESS

Managing Web Projects
Edward B. Farkas
ISBN: 978-1-4398-0495-7

The Complete Project Management
Methodology and Toolkit

Gerard M. Hill

ISBN: 978-1-4398-0154-3

Implementing Program Management:
Templates and Forms Aligned with the
Standard for Program Management —
Second Edition (2008)

Ginger Levin and Allen M. Green

ISBN: 978-1-4398-1605-9

Project Management Recipes for Success
Guy L. De Furia
ISBN: 978-1-4200-7824-4

Project Management of Complex and
Embedded Systems: Ensuring Product
Integrity and Program Quality

Kim H. Pries and Jon Quigley

ISBN: 978-1-4200-7205-1

Leading IT Projects: The IT
Manager’s Guide

Jessica Keyes

ISBN: 978-1-4200-7082-8

Building a Project Work Breakdown
Structure: Visualizing Objectives,
Deliverables, Activities, and Schedules
Dennis P. Miller

ISBN: 978-1-4200-6969-3

A Standard for Enterprise
Project Management
Michael S. Zambruski
ISBN: 978-1-4200-7245-7

Global Engineering Project Management
M. Kemal Atesmen
ISBN: 978-1-4200-7393-5

Effective Communications for
Project Management

Ralph L. Kliem

ISBN: 978-1-4200-6246-5

Managing Global Development Risk
James M. Hussey and Steven E. Hall
ISBN: 978-1-4200-5520-7

The Strategic Project Leader: Mastering

Service-Based Project Leadership
Jack Ferraro
ISBN: 978-0-8493-8794-4

Determining Project Requirements
Hans Jonasson
ISBN: 978-1-4200-4502-4

Practical Guide to Project Planning
Ricardo Viana Vargas
ISBN: 978-1-4200-4504-8

The Complete Project Management
Office Handbook, Second Edition
Gerard M. Hill

ISBN: 978-1-4200-4680-9

Staffing the Project Office for
Competitive Advantage

J. Kent Crawford

ISBN: 978-0-8247-5477-8

Project Management Maturity Model,
Second Edition

J. Kent Crawford

ISBN: 978-0-8493-7945-1

Optimizing Human Capital with

a Strategic Project Office: Select,
Train, Measure, and Reward People
for Organization Success

J. Kent Crawford and

Jeannette Cabanis-Brewin

ISBN: 978-0-8493-5410-6



THE
COMPLETE
PROJECT

MANAGEMENT
METHODOLOGY
AND TOOLKIT

GERARD M. HILL

CRC Press

aaaaaaaaaaaa is Group

Boca Raton London New York
CRC Press is an imprint of the

aaaaaaaaaaa
AAAAAAAAAAAAAA




CRC Press

Taylor & Francis Group

6000 Broken Sound Parkway N'W, Suite 300
Boca Raton, FL 33487-2742

© 2010 by Taylor and Francis Group, LLC
CRC Press is an imprint of Taylor & Francis Group, an Informa business

No claim to original U.S. Government works

Printed in the United States of America on acid-free paper
10987654321

International Standard Book Number: 978-1-4398-0154-3 (Hardback)

This book contains information obtained from authentic and highly regarded sources. Reasonable efforts have been made to publish reliable data and
information, but the author and publisher cannot assume responsibility for the validity of all materials or the consequences of their use. The authors and
publishers have attempted to trace the copyright holders of all material reproduced in this publication and apologize to copyright holders if permission
to publish in this form has not been obtained. If any copyright material has not been acknowledged please write and let us know so we may rectify in any
future reprint.

Except as permitted under U.S. Copyright Law, no part of this book may be reprinted, reproduced, transmitted, or utilized in any form by any electronic,
mechanical, or other means, now known or hereafter invented, including photocopying, microfilming, and recording, or in any information storage or
retrieval system, without written permission from the publishers.

For permission to photocopy or use material electronically from this work, please access www.copyright.com (http://www.copyright.com/) or contact
the Copyright Clearance Center, Inc. (CCC), 222 Rosewood Drive, Danvers, MA 01923, 978-750-8400. CCC is a not-for-profit organization that provides
licenses and registration for a variety of users. For organizations that have been granted a photocopy license by the CCC, a separate system of payment
has been arranged.

Trademark Notice: Product or corporate names may be trademarks or registered trademarks, and are used only for identification and explanation
without intent to infringe.

Library of Congress Cataloging-in-Publication Data

Hill, Gerard M.
The complete project management methodology and toolkit / Gerard M. Hill.
p. cm.
Includes index.
ISBN 978-1-4398-0154-3 (hardcover : alk. paper)
1. Project management. I. Title.

HD69.P75H53 2009
658.4'04--dc22 2009015823

Visit the Taylor & Francis Web site at
http://www.taylorandfrancis.com

and the CRC Press Web site at
http://www.crcpress.com



Contents

ACKNOWIEAGMENLTS «..uveviiriiriiiiiieitinininninninisesintstsiitesessissessessesstsstsstsstsstessessessesestssssstsssssssssessessessessessessessesns xvii

It OdUCHION e eeneeeeeeerreeeeeeerssneeeeeeessanseeecsssnnessecssssnsseesssssnsessesssssnsessssssansessesssssassesssssansesssssssnassesssssanaesesssssnnssessssnnans XIX

SECTION I METHODOLOGY PROCESS GUIDE

T Phase 1: Profile ProCesSes ....covuruiuiriiririsisissssssisiscesissssssssssssesissssssssssssssssestsssssssssssssssssstsssssssssssssssssssssssssssassenes 11
L1 CuStomer Profile....coueuiiiieiiiiiciiicieictre ettt et 11
SChEdUle/ TIMING ..ttt ettt b et skt b et ne s 11

Process Steps and Toolkit Reference ......ccuvveuiirieieeinieuiinciinicirtnccnctr et 11
RESPONSIDIIITY .ttt ettt 11

PIIMATY citiiiiiie ettt ettt et st be e b 11

Alternates and AdJUNCES......cceiiuirieiiiiieiiicce ettt 12

Process INPUL c.c.voviiviiiiiccc e 12
Process Output (Project Management Deliverable) ..o, 12

1.2 ProJECt PrOfIE .oueeiuiieiiiiciitci ettt bttt ettt ettt 12
Schedule/ TImMING.....c.cuiiiiiiiiic e 12

Process Steps and Toolkit Reference . ....ceivuiiiirieriiiniiiiiicienceecetree et 12
RESPOISIDIIITY 1.ttt ettt ettt sttt 13

PIIMATY coeiiiiiiiiiee e s s s e 13

Alternates and AdJUNCES.....cveveuiriiiiiieieicee e 13

Process INPUL c..eeuvieiiiiiieiiciecee ettt ettt et e sae s 13

Process Output (Project Management Deliverable)..........ccouvieiiinicininiciininiiicecccneeeseene 13

1.3 ST PIOMIle. ittt 13
SChedUle/ TIMINEG ...eveteiiieteirieicrtc ettt ettt ettt benes 14

Process Steps and Toolkit Reference ......c.ivvvueinirieiniiieinieieinieicincceresceeret et 14
RESPONSIDIIITY .ttt ettt 14

PIIMAIY ¢ttt ettt ettt 14

Alternates and AdJUNCES......c.cucuiuiiiiiiii e 14

Process INPUL....coiuiiiiiiiiiiic s 14

Process Output (Project Management Deliverable)..........ccccooiiiiiiiniiiie, 14

L4 Vendor Profile. ..o eiieiieiiicic ettt bbbtttk 15
Schedule/ TImINg . ...covvviiiiiiiiiiice s 15

Process Steps and Toolkit Reference ......coevueiririeirinieiiiicirecnccnesc et 15
RESPOISIDIITY 1.ttt ettt sttt 15

PIIMATY cooeeiiiiiciieee et e e 15

Alternates and AdJUNCES.....c.coveuirivieiiiiieicee et 15

ProCess INPUL c..eueiiiiiiieiiet ettt ettt ettt en 15

Process Output (Project Management Deliverable)..........occivieiiineicineiininiciineinccecneceeenenes 16

<



vi ® Contents

1.5 BUSINESS PrOfIIE. . cuiiiiiiieiiirici ettt bbbt 16
Schedule/ TImMING.....c.cuiiiiiiiiiic e 16

Process Steps and Toolkit Reference . ..c..oivueirinieriiiniiiiniciinccesce ettt 16
ReSPONSIDILILY ...cviiiiiiicicc s 16

PIIIMIATY contiiiiiitieitetet ettt st et a e a e s b e ettt b e 16

Alternates and AdJUNCES......cceueiiiiiiiiiiiicec et 16

ProCess IIPUL c.evieieiieiiiieicieste ettt ettt st sttt et ettt sh et eb e n e sae e 16

Process Output (Project Management Deliverable)..........coouveiiiicinincininiiicecncceeeeeene 17

1.6 MANAGEMENT PROFILE......c.cciotiiiriieinieicinectnteeestee sttt sttt enes 17
SChedUle/ TIMINEG ..ottt ettt ekttt es 17

Process Steps and Toolkit Reference ......cvviuiinieiiirieiiinieiineiecenetecereetseve e 17
RESPONSIDIIITY .cnveviiiteiiictere ettt 17

PIIMATY citiiiiiieeeeee ettt sttt st be e e 17

Alternates and AdJUNCES.....coveveiririeiniiienieicee ettt 17

Process INPUL ..o s 18

Process Output (Project Management Deliverable)..........cocoiiniiiiiininnininiiicccecnee, 18

2 Phase 2: Plan ProCesses ...couuirenrecsesesesussesissssesisssscssssssessssssissssssesssssstsssssssssssssssssssssssssssssssssssssssssssassssssssssssssess 19
2.1 CUSTOMIET PLALlcuctiiiiiiiiietiiret ettt bttt ettt b et b et b et b ettt ettt b et b es 19
Schedule/TImINg.....c.c.iiiiiiiiiiii s 19

Process Steps and Toolkit Reference ......cccvuuuiirieiirinieiiiiniciinieiniceeee et 19
RESPOISIDIIITY 1.ttt sttt sttt 20

PrIMAry coooiiiiiiiiiiiii e e 20

Alternates and AdJUNCES.......coueiiiiiiiiiiiiiiic e 20

Process INPUL c..couviiiiiiiiiciici et 20

Process Output (Project Management Deliverable).........cocoveiiiiiiniciininiiiciicccceee 20

2.2 Profect PIAN coccoiiiiiiciicce ettt 20
Schedule/ TIMINEG .c.orveviirieieiieice ettt es 20

Process Steps and Toolkit RefErence . ...coevueiririeriiinieieiirieieese et 20
ReESPONSIDILITY ..ttt 21

PIIMATY cetiiieieeeee ettt ettt et st s eeee 21

Alternates and AdJUNCES.....coveveeiririeiniiieincee ettt 21

Process INPUL .....ocuiiuiiiiiiii s 21

Process Output (Project Management Deliverable).......coeeoireiiinieinineinicincnececneccseeeenes 21

2.3 ST PLAN ittt b et b aes 21
Schedule/TImING.....c.cciiiiiiii s 21

Process Steps and Toolkit Reference ......ceoivueuiririeiiniiieiriiicinitctsce ettt 21
ReESPONSIDIITY 1.ttt ettt sttt 22

PIIMAry (oo s 22

Alternates and AdJUNCES.....c.oouiuiiiiiiiiiiiiicece s 22

Process INPUL c..cuviiiiiiiiiiii et 22

Process Output (Project Management Deliverable)..........cccoiviviiiniiiiniiiiniiiiiiiccccee, 22

24 Vendor PIAN ..ottt 22
SChedule/ TIMING . .c..oveeieeieiieieie ettt ettt sa s 22

Process Steps and Toolkit Reference ......coeveuirieieiniinieiniieinecsc s 22

RESPONSIDILILY ..ttt 23

PIIMATY cottitieiiet ettt ettt et et st b e e s s naee 23

Alternates and AdJUNCES.....c.evveveirieriinieeiecene ettt b et 23

Process INPUL.....cciiiiiiiiii s 23

Process Output (Project Management Deliverable).......coeuioirieiineininciininicinicnnceccneeceeneees 23

2.5 BUSINESS PLAN c1utiitiiiictiirict bbbttt bbbttt ettt 23
Schedule/ TImMINg.....cooviiiiiiiiiiiii e 24

Process Steps and Toolkit RefErence ......covueueiriiuiiniiieninieiiiriccire et 24



Contents ™ vii

ReESPOISIDILITY 1.ttt sttt 24

PIIMALY wetiteiiititeiet ettt ettt sttt e et ettt 24

Alternates and AdJUNCES......oveeruirieiiiiencce ettt 24

PrOCESS TIPUL ..ttt ettt sttt 24

Process Output (Project Management Deliverable)..........cocoveiiiiiiiniiiiiiiiicccee, 25

2.6 Management PIan.......ccoiiiiiiiiiiiiiicc e 25
Schedule/ TIMINE . .c.oiveviiieieiieic ettt es 25

Process Steps and Toolkit Reference ......coerueuiriirieriiinieiiiniciiese ettt 25
ReESPONSIDILITY .ottt 25

PIIMATY cetiiieieeeeee ettt ettt st eeee 25

Alternates and AdJUNCES....cveveuiririeeirieieinecee ettt ettt 25

Process INPUL.....ciuiiuiiiiiiii s 25

Process Output (Project Management Deliverable).......co.eeoiriiiinieinineiininicinnicncecnecenenenes 26

Phase 3: Perform Processes .ottt 27
3.1 Customer PerfOrmMance ...cuieuinirieiriieiieicineetr ettt ettt ettt ettt et 27
SChEdULE/ TIMING .ttt ettt ettt b et skttt ne e es 27

Process Steps and Toolkit Reference ......ccvveuiiniiiieinieininieiniieiieiccece et 27
RESPONSIDIIITY .ttt ettt ettt 28

PLIMATY coiiiiiiiic e 28

Alternates and AdJUNCES........coiviiiiiiiiiiii s 28

Process INPUL .....ooviiuiiiiiciccc s 28

Process Output (Project Management Deliverable)..........cccociiiiiiiic, 28

3.2 Project PerfOrmance. ......cociuiiiiiiiiiiciciccct et 28
Schedule/ TImMING.....c.cuiiiiiiiiiiicc e 28

Process Steps and Toolkit Reference ......covvuiiririeriiinieiiinictenccscte sttt 28
RESPOISIDIIITY 1.ttt sttt ettt 29

PIIMATY ctiiiiiiciiee et e s s e 29

Alternates and AdJUNCES......cveveuiriiiiiricieinecee et 29

Process INPUL c..eeuvieiiiiieiectee ettt sttt et ettt e eanes 29

Process Output (Project Management Deliverable)..........ceevieinincinnecniiincecccneeeeeenes 29

3.3 Sl PrfOrMANCE o.vviieiieiiciiietctcc ettt ettt sttt ettt e bttt a et 29
SChEdULE/ TIMINEG ...ttt ettt ettt e ene e nes 29

Process Steps and Toolkit Reference ... ..cvviruiirieiicinieiiniciinieiirccctretceseet ettt 29
RESPONSIDIIITY .cnvveetciiicte ettt 30

PLIMATY Lottt 30

Alternates and AdJUNCES.......c.cuiiiiiiiii e 30

Process INPUL c..ccuviiiiiiiiiiiii s 30

Process Output (Project Management Deliverable).........cccccoiiiiiiiiiinice, 30

3.4 Vendor PerfOrmMance ......cueiueuiruirieietisiei ettt ettt sttt te s ese et et eseebe s eseeseneeseese st eseaseneesessensesessentesessaneas 30
Schedule/ TImING.....c.cuiuiiiiiiiicicc et 31

Process Steps and Toolkit Reference . ..ccoivueiririeriiiinciiiriciince ettt 31
RESPOISIDIIITY 1.ttt ettt 31

PIIMATY coeiiiiiiciee e e e s e 31

Alternates and AdJUNCES......cveveuiriiieirieieincec et 31

Process INPUL c..euvieiiiiiieiecee ettt ettt et ettt et et naees 31

Process Output (Project Management Deliverable)..........ceoivieiiinieinnciinincinicnecccneeeeeenes 32

3.5 Business PerfOrmMance ...c.coveuiirieuirinieiiiiciceetete ettt ettt ettt ettt 32
SChedUle/ TIMINEG ..ttt ettt b ettt nes 32

Process Steps and Toolkit Reference ... .cevvueiniiiiiniiiinieiinciisccnetrecceietreve et 32
RESPONSIDILITY .ttt ettt 32

PLIMATY 1ottt 32

Alternates and AdJUNCES.......cucuiuiiiiiiii e 32



viii

m  Contents

Process INPUL .....ooviieiiiiiiiiciccc s 33

Process Output (Project Management Deliverable).........cccccociiiiiiiiice, 33

3.6 Management PerfOormance........oocoiviiiiiiiiiiiiiiiiii e 33
Schedule/Timing.......coiiiiiiiiii s 33

Process Steps and Toolkit Reference . ...coivuiiririeriiiniciiitciince et 33

RESPOISIDIITY 1.ttt ettt ettt 33

PIIMATY coeiiiiiiciteee et s e e e 33

Alternates and AdJUNCES......cveveuiririeiriiieincee ettt 33

PrOCESS TIPUL ...t 34

Process Output (Project Management Deliverable).........ociviiinineciniiiniinicincceceeecee 34

Phase 4: PoSt ProOCESSES..cuinuinueninensensinsinsnisnisnissessessessessessessessassssssessessessessessessessasssssssssessessessessessessessesssssssssssses 35
4.1 CUSEOMET POSTINE .ottt ettt sttt es 35
Schedule/ TIMINEG .c.ovveviirieiiiieietceee ettt es 35

Process Steps and Toolkit RefErence ......ceerueiririeriiiniiiiinieteesee et 35
ReESPONSIDIIITY ..ttt 36

PIIITIATY ©outitirtiiteetteieeite ettt ettt et b bbbt et es et e st a e s bt sbesbe e bt ese et eneenbenaenee 36

Alternates and AdJUNCES......coveveirieieirieieineceeree ettt 36

PrOCESS IIPUL ...ttt 36

Process Output (Project Management Deliverable).......coeevireinincininiccniiinicnecnccneceeeeenes 36

4.2 ProJect POSTING.....c.oiuiiieiiiiieieierteeete ettt ettt ettt ettt 36
Schedule/TImING .....c.c.iiiiiiiiiii s 36

Process Steps and Toolkit Reference ......ccouvueirieiiirieiiiniciirieiniceeee et 36
RESPORSIDIIITY 1.ttt ettt 37

PrIMAry cooooiiiiiiiiiiii e e 37

Alternates and AdJUNCES.....c..oueiiiiiiiiiiiiiicc e 37

Process INPUL ..ottt e 37

Process Output (Project Management Deliverable).........cccoieiiiiiiiiiiiniiiciiiccccee, 37

4.3 STAT POSTING ..ottt 37
Schedule/ TIMINE ..ovveviiieieiieie ettt es 37

Process Steps and Toolkit RefErence . ....coerueiriirieriiiniiiiiricieisce et 37

ReESPONSIDILITY .ttt 38

PIIMATY ceiiiieieeieeee ettt ettt e s eeee 38

Alternates and AdJUNCES.....cveveuiririeiirieieinecice ettt 38

Process INPUL .....ciuiiuiiiiiiiiii s 38

Process Output (Project Management Deliverable).......coeeoirieiiinicininciniicinicnecccneceeeeenes 38

A4 VendOr POSTILE -..vvevveiiteieiirietctetet ettt ettt ettt b ettt b et bbb bt b et b et b et st eb ettt et b s 38
Schedule/TImINg.....c.ciiiiiiiiiii s 38

Process Steps and Toolkit Reference ......ccourueiririeciriiiiinieiiiriettisccreeeese et 38

ReESPOISIDIIITY 1.ttt sttt 39

PrIMAry cooooiiiiiiiiiiii e s 39

Alternates and AdJUNCES.....ccoviuiiiiiiiiiiiiicc e 39

Process INPUL c..couviiiiiiiiiiiciici e 39

Process Output (Project Management Deliverable)..........cccooveiiiiiiiiiiiiiiiiiciiccnecee 39

4.5 BUSINESS POSTIIIE ...ouiviiicieiiieiciete ettt 39
Schedule/ TIMINE . .c.ooveviiieieirieiiicc ettt 39

Process Steps and Toolkit RefErence . ....coivueuiiirieiiiniciieric et 40

RESPONSIDILITY .ttt 40

PLIMALY 1ttt ettt b ettt b ettt b et 40

Alternates and AdJUNCES.....c.evveuiririeuirinieiineec ettt eb ettt 40

PrOCESS TIPUL ... eutteiiitciiietc ettt ettt sttt ekttt b e 40

Process Output (Project Management Deliverable).......c.occiviiiininecniiiiniinieincccceeceee 40



Contents W ix

4.6 Management POSTING.......ccociiiiuiiiiiiiiiiiiiici s 40
Schedule/ TImMING.....c.cuiiiiiiiiii e 41

Process Steps and Toolkit Reference . ..c..ovvueiiirieriiiniiiiiciencescetnee sttt 41
ReSPOnSIDILIY .c.cviiiiiiiciccc s 41

PLIMALY ¢ttt ettt b ettt b ettt et b et ettt eas 41

Alternates and AdJUNCES......coeueiriiiiiiiiiicce et 41

PrOCESS TIPUL ..ttt ettt sttt ettt b s 41

Process Output (Project Management Deliverable)..........ccouvieiiiiciniciniinicneccceeeeeene 41

SECTION I METHODOLOGY PRACTICE GUIDE

T Profect INItiation uucceucuceeeuicresuccsissiisisscisssscsisussisissssesssssstsssssssssssestsssssstsssssstssssesssssstssssssssssssstsssssssssssssssssasssass 59
1.1 Customer Identiflcation.......eeiriiieiriiiciniicistetcer ettt ettt sttt ettt be e es 60
ConCePt Of THis PLACIICE  cvevetrveviirtetirirteiertet ettt ettt ettt sttt b ettt es 60

Customer Contact INfOrMAation ......c.evurueuiririeirieieirieicrete ettt ettt ettt ettt ettt es 60

Customer Business Manager..........ccooveiiiiiiiiiiiiiiiiiicne s 60

Customer Technical Manager.........ccccoeiiiiiiiiiiiiiniiicice e 60

Customer Business INformation........c..ccciirieiiinieinincineeteescecet ettt 60

1.2 Opportunity IdentiflCatiOn . c.e.eirveuiirtetiiriet ettt ettt ettt sttt b et b ettt e et be e aesenes 61
Concept Of This PractiCe...coueeruirieuiriiieirienicirtet ettt ettt 61

Initial Project Requirements and Specifications Review..........cccvvueuieirieininieinineincicccneceeenees 62

Customer Readiness ASSESSIMENT . ....euvrveuirirueuirieieiirieieiirtetetrretetsre ettt ene et sae s e saesenes 62

Customer Opportunity ANalysis.....c.coveerrreirireinnieineetneeereee ettt ns 62

1.3 Project Definition DevelOPmMEnt....c.ccuveuiriiieuiriiieiriiiciieiecnteteere ettt 63
Concept Of This PraCHCE...eveutrieuiirietiirieieirtceeete sttt ettt ns 63

PrOJECT ODJECTIVES ... euvuvvineeteiirieteiirtetetrte ettt ettt ettt b et et b et bbbt b et e bt na bt naebens 63

PrOJECt SCOPE STATEIMICIIE. c..vevtrieriieteetrtetet ettt ettt ettt b et sttt b bttt e b eenene 64

Project Initial ESTIMATes. .. ove.erveveuirieieirtetiirieteirtette ettt ettt ettt ettt eb e 64

Project DElIVErables ....c.coueueiriiuiirieiiirieict ettt 65

Project Assumptions and CONSTIAINTS ........ccuciviiiiiiiiiiiiii s 65

1.4 Project Classification DeVElOPIMENT ...cvveuirieuiiriiiiiiieiiirieiertetei ettt ettt ettt 66
ConCePt Of THis PrACTICE . ..oveutrieteuirtiteirtetetstet ettt ettt b ettt ettt sttt eb e 66

Project Classification CIIEEMIA ...e.vvveueerieueirteiiirteitrtetee sttt ettt ettt b ettt b ettt be e saebenes 67

2 Project SElECtion cucueeucuceerucseeurucsissnscsissiessssssissssesisssssssssasssssssessssssssssssstsssssstsssssssessassssssssssessssssssstsssssssssssssssssasss 69
2.1 Project SCIEEMINEG ....cuiiviuiiiiiiiiiiiiitiiii e 69
CoNCEPL OF THis PrACHICE  cvveutteuiirtetiieteiirtet ettt ettt ettt eb ettt b ettt ebese s 69

Conducting Project SCIEEMING ......c.cuiruiieiiiiiiirieiiiiieit ettt 70

2.2 Business Case Development......oocoiiiriiiiiriiiiiiciiintcnes ettt ettt 70
Concept Of This PractiCe...couecieiriiririeieirieie ettt ettt 70

Project Information Element INtegration ......ccoueeeirieuirinieiininieinieieineietreerceseereesenee e s 71

Strategic AlIgNment REVIEW.....c.covvuiiriiiciniiiiiiccret ettt 71

Business Perspective........coiviiiiiiiiiiiiiiiiiiiici s 71

Financial Perspective ...c.coueueirieuiirieuiinieiiinieicristcite ettt 72

Performance PEISPECTIVE c....c.vrveuiuirieuiirietiinieiiintete ettt sttt be e seene 72

Nonnumeric Perspective........ccoviiiiiiiiiiiiiiiiiiiii 73

Business Case Preparation ..o 73

Establish Business Case Development Team........cccoueueeirinieinieeinineiniercenieceseeieeseneenes 73

Review and Integrate Project Information Elements..........ccccccocioiiiininiiiiiciiiininiinnes 73

Incorporate the Resource AlloCation......c.coceveueririeeinirieininieinieie et 74

Prepare Financial Analysis........occoeireriiiniiiiniiiccccnce et 74

Assess Preliminary Business RisK.......cccooreuiririeinnieinnieieee e 75

Analyze Business Perspective Information Elements.........cccocccoviiinnciniiniccniinnne, 75



x B Contents

Analyze Financial Perspective Information Elements........cccoecevirueininecinicinicineccnne. 75

Analyze Performance Perspective Information Elements .......c.coceveevirieininereniniccinieccninen. 75

Analyze Nonnumeric Perspective Information Elements..........cccooviciniiinicinninnne. 75

Business Recommendation ............cccoouiieiiiiiiiiiiiiiiiciece s 75

2.3 ResOUICE ALlOCATION . ....iiiiiiiiiiiciic ettt 76
Concept of This PractiCe...coveeueiriiiririeiiirieiei ettt ettt 76

Review Project Resource Financial Impacts.......ccevvveuiirieiniiieiniicicieceneeeeseeeee s 76

Review Organizational Resource Availability Impacts.......cccoveeeirieininicinniinciccececce, 77

Specify Resource Allocations for the Project.......ccveiireeeinieiinieiincierceneteeeere e 77

2.4 Final Project SELECTON «.cveuiirieuiiiieiiiiieiietcte ettt ettt ettt ettt 78
Concept Of This PraACUCE. cveueevrreuiriiteiirieteirietctnt ettt ettt ettt sn et es 78

Project Selection Principles ......c.coureuiririeirinieinnieiieieinieieteereeneeesee et 78

Determine Final Project Selection Methods ......c.ccvvveuiirieinnieiniicininicnieccneicereceseeseseeee s 78

Conduct Candidate Project ReVIEW .....c.cccvveuiiriiiiirieiiiriciie ettt 80

Conduct Final Project SEletion .......c.eecirieueinieiiirieiiiniccintetrec ettt 81

3 Project Planning......cccececeenenisesnccsinsicsissiissssiisssscsisssessssssessssistsssssstsssssssssssssssssassssssstssssssssssssstsssassssssssssssaens 83
3.1  Project Requirements EXamination ..........ccoiviiiiiiiiiiiiiiiii e 83
ConCePt OF THis PLACHICE cvevtrirtevirirteiirietetrtet ettt ettt ettt ettt ettt et b ettt es 83

Requirements Gathering.......coeuirirueuirinieiininicinitctrt ettt 84

Requirements Documentation and Analysis.........ccocooiviiiiniiiiiiiii 85

Requirements Validation and Approval ... 85

Requirements Baseline SEtting .......ccccoeiiiiiiiiniiiiiiiiiiiiciic s 86

3.2 Technical Solution Development.......cccccuiuiiiiiiiiiiiiiiiiicic e 86
CONCEPL Of THis PLACHICE  cvveutteuiairtetirieteeirt ettt sttt ettt ettt ettt b ettt et b ettt e b es 86

Preparing the Technical SOIUTION. ...c.cciviiiiiiiiiiiiiicc s 87

Specifying Project MIlESTONEs .......c.c.irviieiiieiiinieiiiieiieeere ettt s 87

Specifying Project Deliverables.......c.coviciiiuiiniiioiiiiiiciiiceectee s 87

3.3  Work Breakdown Structure COnSIIUCTON .....veuirveuiuirieiiirietiirieieirtetee ettt sttt 88
Concept Of This PraCliCe. . cueeurueuiririeirieieirietiinieetrt ettt ettt sttt ne e es 88

Preparing for WBS DevelOPMENT ...c.coveveeirieuiinieiiirietiieeeintete ettt 88

Developing the WBS STIUCTULE ....veuiriiieirieiiinieiciretteece ettt ettt es 89

Constructing the WBS ..ottt ettt 90

4 Project EStmating....cvcvceurucresuecsensisesesiistssisissssisessssissssssessssssessssssssssssssssssssssssstssssssssssssstssssssssssssssssssesssssssossses 93
4.1 Project Cost EStMAting.....ccuvueviririeuiriiieiirieteireeietrt ettt sttt ettt b ettt sa e sa et e b nes 93
Concept Of This PrACHCE. cvevetrteuiirieiinieteirtetcirt ettt ettt ettt et b e sa et e b es 93

Identify Types of Cost ESTMAES ....c.evvrveeirieriinieieirieiitrieieirtee ettt sttt es 94

Apply Cost Estimating Techniques.......coceuecririeiniiiniiiiccneecceetrec et 94

Determine Types 0f Project COStS. ...cuurretrirreirieiertrietitrietentntettstetesestetesest ettt et sseseessebese st e enesenes 95

Prepare the Project Cost ESTIMALE. ...coviveuiriruiirieieirieicirieictrte ettt ettt es 96

Establish the Project Cost Baseline ........cccrurueirieiirinieiiinieicinie ettt 96

4.2 Project Schedule EStMAatIng .......c.cciiiiiiiiiiiiiiiiiiiiiiiicc s 96
CoNCEPL Of THis PLACIICE cvveutteuiriitetirieteitrtet ettt ettt ettt b ettt b ettt ebe e es 97

Schedule Development OVEIVIEW ........cciiiruiiiiiiiiiiiiiicee s 97

Determine Activity SEQUENCING ......c.oiviiiiiiiiiiiiiiiiiic s 97

Estimate Activity DUIation.......ccuiioiiiiiiiiiiiiiiiicicicecee e e e 98

Develop the Project Schedule and Critical Path........coooieiiiieiiiiiiciiceecceeee 99

Make Subsequent Schedule AdJUSTMENTS ......oovveeirieiiinieicieerece e 99

Establish the Project Schedule Baseline ........c.cocvueiviiieiniiieinieiiniciecneceeeeneeeereeeee e 100

4.3 Project Resource Utilization ESTMAtING ......ccovvieuiirieiiriiiciiieiiecte ettt 100
Concept Of This PraCUCe...cvevrieriirieieirieiienieteirte ettt sttt ettt sne e enes 100

Resource Utilization Estimating OVervieW.......cocecereuiiniereeiniereineeineeeeniereeneeneennenen. 100



5

6

Contents W xi

Identify Resource SKIlls......ccvieuiirieiiiiieiiiiieiiic ettt 101

SPECify ProJECt RESOUICES . .uvvviuiiiiiietiiriet ettt ettt ettt sttt ettt ettt 102

Examine Resource Utilization COonStraings ........oevveeririeiriinieininieinicteenieseeesetee e sseseene e 102

Establish the Project Resource Utilization Baseline .........cccoccoivviiiniiioiniiiniiiciiccccece, 102

Project Management Plans.......cciiinininiiniinninniiniiiininininininiiisisisisisisisimssssssssss 105
5.1  Project Work Plan Developmient.. ... euierueuerinieuirinieininictne ettt ettt ettt 106
Concept Of THis PraCHICE. ..eveuerteuiirietiirtetttrtet ettt ettt ettt et sttt et eenes 107

Prepare the Project Work Plan.....co.c.coiieiiriciiniicinic ettt ettt 107

Examine and Finalize the WBS.......coccoiiiiiiicc s 107

Examine and Incorporate Project Cost EStImates.......ccceueiviiiiiiiniiiiiiiiiiiccnecccccceees 107

Examine and Incorporate Project Schedule Estimates .......cccooviiiiiiiiiiniiiicie, 108

Examine and Incorporate Project Resource Utilization EStimates .........cceevvueivinicinincininiccinnnene. 108

5.2 Primary Project Management Plans Development.........ccccivviiiniiiiiniiiniiiiiciccceeesceee e 109
Concept Of This PractiCe. . oueiririiirinieiriinicieieete ettt ettt sttt 109

Using Primary Project Management Plans ..........ccooveeiniieiniiiiniiiccececeneeseeeseeenen 109

5.3  Project Support Plans Development ......cccoucueeiiieirinieiniiciecireceecereeeee et 110
Concept Of This PraCtiCe...cueureuiirieiiirieuiinieterirte ettt st b et se e ene s 110

Using Project SUPPOLt PLans ....c.ciiicieiiieuiirieiinicieec ettt 111

Project Risk Management «.....cuuceererensensensnnsnnsnesnesnississessessessessessessssssessessessessessessessessessassasssssssssessossessessessenss 113
6.1 RiSK ASSESSIMENL. .c.eviiiieiiieteiirtetetrt ettt ettt b et st n et a et 113
Concept Of This PraCHCE...evevrieuiirieteirietiirtet ittt ettt sttt sne s 113

Risk COMPONENLS ...euvvviireiiieieiinietciireeietrtetet ettt ettt 114

Risk AssesSment PErSPECIVES .....c.ervveeirieieirieieineereinieteieneetetneereesse et sae e 114

Risk Assessment TechniqUues......ccovvveirieueiriiiciniccrec et 114

Risk IdentifICaTION c.c.veveeirieiiirictiirictcrccret ettt 115

Business Risk EXaminations ......cccoeueirieeciniiieiniiencinerereccseeeneeeesieie e 115

Project Risk EXaminations......eeerieueeinieieininieinieieenieicentete ettt saenene 116

Compile Project RISKS ...coveveiriiueiriiiiiieic et 117

RUISK ADALYSIS 1.ttt ittt b ettt bttt b ettt 117

Establish a Risk Analysis Method.........cceceriiueiniieiiniiiiniie e 117

Determine Project Risk Probability .....ccccoveiiinieiiiiniiiiiciccccencecceeenieee 117

Determine Project Risk IMpact ......cucivveiiiiiiiiniiiiiiiicceccccceee e 118

Calculate Overall Project Risk Impact.....cccocoucciviiiiiiiiniiiiicceccce, 118

Risk PrIOFIIZATION ...ttt 118

6.2 Risk Response Strategy Preparation..........ceciveeuiirieuininieininieiiieieeeete ettt 119
Concept Of This PractiCe. . oueeririeirinieiitinieieteset ettt sttt 119

Identify Risk ReSPONSe STrategIes .....ccvveurirreririnieririnieiiriereineeieitreeteetseeree sttt sne s 119

Implement Risk ReSponse Strate@ies. ....c.covrueuirrieririereririireinieieiinieieiseereesereessereesseseeesesesessesesnenes 120

Preventive Risk Response Strategies.......oeevviveiniirecinieiiinieieiniecinieeeneeceseeeeeeee e 120

Reactive Risk ReSponse Strategies........oeeerueinieiecininuiinieieiniereenieretneeneesieseenseneesnenens 120

Assess Risk ReSPOnse STrAteIes .....c.vvveueirieuiiinietiinieiiiici ettt ettt et 121

Assess Strategy FOrmMUIATION ...c.coveviriiieiniiiciriictcc et 121

Assess Strategy Implementation .....c..o.civiiueirieieinieiinieeseeene et 121

6.3  Risk Management Plan Development..........ccccucuiiiiiiiiiiiiiiiiiiiiicec e 121
Concept Of This PrACHICE. .cveutrteriuirieieirtetttrtet ettt ettt ettt et b et b et b et sb et neenes 121

Preparing the Risk Management Plan ...........ccccooooiiiiiiiiiiiiccecccccs 121

Risk Management Policy and Standards.........cccoccoeoiviiiiniiininice, 122

Risk Management Responsibilities ..........ccovioiiiiioiiiiiniiiiiiicecccece, 122

Risk Assessment APProach .......c..ccceevueeieiriiiiincnininceeseee ettt 122

Risk Management GUIAANCE .....c.coveueuirieieininiiiniieiieceseeereeee et 122

Risk Event and Strategy Response LiST....c.cououceirieeiriiiiiniiieinieiineeeneeereeeseeee e 123



xii

m  Contents

Conducting Risk Management...........cccucuiiiiiiiiiiiiiiiiiiccccs s 123

Track and Monitor Identified Project Risk Events ........ccccooviiiiiiiiiiinnniciccine 123

Implement Risk Response Strategies. ........ccouvuiiviieiiiniiiniiiiniiiiccineececeee e 123

Evaluating Risk Management.........occcciiieiiiiiiniiiiiicicece e 124

Evaluate Risk Response Strategy Implementation Results ........ocoeovvieiiiniinncinncnnnes 124

Evaluate and Document Risk Management Effectiveness..........cccouveieiieinncininennnnes 124

7  Project Tracking and Controlling........eveeeriririiininisininnisisiiisisisisnsnisiiiiisssmsssssssssssssssssssssssssssssses 125
7.1 Project Performance ANalysis........cceoreuiririeuininieiiiiteienit ettt ettt ettt bbbttt 125
ConCePt Of This PrACHICE. ..eveutrtetiuirtetiiitetttrtet ettt ettt ettt ettt b et b et b ettt enes 125

Project Performance Tracking.........ccccociviiiiiiiiiiiiiiiiiiiicccc s 126

COSt TTACKING. ...cviiiiiiiice e 126

Schedule Tracking .....c.cooveveiniiiiiiiiiieiecee e 126

Resource Utilization Tracking.........cccoveeiririiiniiieciiiiincceceeeee e 127

Earned Value ANalysis ......cocoiiriiiiiiiiic ettt 127

Variance ANALYSIS.....e.eeuerieiriiene ettt ettt 127

Other Related ANalyses ....co.eoeiiriiiiiniiiiice ettt 128

7.2 Project Performance COntrol ........cecirieuiirieiirinieiiieeneteteeee ettt sttt sttt enes 129
Concept Of This PraCHCE...evevrieuiirieieirietitntet ettt ettt et a et et be s esne e s 129

CONLIOL PLOJECT COSTururivinireuirietiiirieteintettestet ettt ettt ettt ebeb sttt s bttt s ket sa ettt s s b e e naeneeene 129

Control Project SChedule ..ottt 130

Control Project Resource UtilIZation .....c.c.cevevevirieuirinieininieiiniccrnecseeieenieieeseeree et 131

7.3 Project Change Control..........ccciiiiiiiiiiiiiiiiiii s 131
Conecept Of This PraACHICE . ..cveutrtetiuiriitiirtetcirtet ettt ettt ettt ettt ettt eene 132

Prepare the Change Control Plan .........cccoiiiiiiiiiiiiiiiicc s 132

Manage Project Change Requests........ccoouiuiiiiiiiiiiiiiiiiiicicccc s 132

Reasons for Preparing a Project Change Request.........cceueucucuiiiiiiiniiiiiiiicicciiieees 133

Submitting the Project Change Request........ccoouveiiiiiiniiiiininiiiiciccccce, 133

Conduct Project Change Evaluations ...........ccccveiviiiiniiiciiniiiciccceeesee e 134

Implement Approved Project Changes..........cccveuiiiieiiiiieiiiieincireeeereeeseeet e 135

8 Project Quality and Acceptance Management .......cuicecccsesesnssssiscsisiscssssssssssssesesissssssssssssessssssssssssssssssssssssssss 137
8.1  Project Quality Planning......ccccivieueiinieiiiiniciiiiciieeicte e 137
Concept Of This PractiCe. . oeiriruiirinieiriirieieiertetet ettt sttt 137

COSE OF QUALIEY . ettt ettt ettt sttt ettt b e 137

QUAlity STANAALAS ..ottt 138

Quality ResponsiDIlILIEs. ...c.evrveriirieiiirieiiinieirinte ettt ettt ettt 139

Quality Management PIan ......c.ccveiiiiieiiniiniciec ettt ettt 140

8.2 Project Quality Management «.c.coueueourieuiirieuininieiiteieiinieieetne ettt ettt bttt sttt ettt s bttt aebese s 141
Concept Of This PraACHCE. ..evevrieviirietiirtetiertet sttt ettt ettt b ettt ee st neenes 141

Manage QUAlity ASSUIANCE.....c.eeuiriiiiiirieieiiteietestet ettt sttt e et 141

Manage QUality Control.......ccvueuiirieuiririeiiricce ettt ettt ettt b e 142

Manage Quality Test and ACCEPLANCE ....vcuiiiiiiiiiiiiiiiii s 143

8.3 Project CuStOMEr ACCEPLANCE .....ouviuiiuieiiiiitiite ettt ettt ettt sttt sttt a e s s b b sbe b et et s e e e s e saesnesae e 144
ConCePt Of This PrACHICE .veutrteriuirietiiitetetrtet ettt ettt ettt b et b et b ettt enes 144

Primary Customer ACCEePtance ACHIVILIES ......ecvevuirreriiririiiiieteier ettt s 144

Expanded Customer AcCeptance ACTIVITIES ..c..euvevirueueruirieuiriiteenienteiietetee sttt 145

9 Project Contract Management c....ccucccieesessesisisisiisissssssisisisiissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssassssens 147
9.1 Proposal Management........coeiiiiuiiiiiiiiiiiiiicirie e 147
ConCePt Of This PrACHICE. ..cveutrtetiuirieteiitetetetet ettt ettt sttt b ettt b ettt s enes 147

Opportunity QUalifICation ......e.eirieueririetirieteetet ettt sttt ettt b ettt ne e enas 148

Proposal Preparation......c.ccueeeuirieuiriintetitinieiriestetet sttt ettt ettt et eb e sa ettt sttt 148

The Technical Proposal........cccciirciiiniiiciec et 149



Contents ™ xiii

The Management Proposal ...........ccccciiiiiiiiiiiiiiiicce s 149

The Business Proposal.......coceiiieiriieiniic ettt ettt 149

Proposal SUDIMIUTTAL ...c..ceiiiiiiiiiiiicic ettt 150

Contract Negotiation. .....c.ciuiiiiiiiiiiiiiiiiiici e 150

9.2 Contract EXCCULION ....viviuiiiiiiiiiitiiiiteicccetc ettt et et nes 151
Concept Of This PractiCe. . oueueiriiirinieiiiinicieiesete ettt sttt 152

Executing the Project CONTIACT. . .coueuiiiieriiiieiiriiteiteeteteree ettt sttt 152

9.3 Contract AdMINISTIATION ...c.ciiiiiiiiieicii i 152
Concept Of This PraCHCe. . cvevrieuiirieieirietiirteteriete ettt b ettt s e eene 153

Contract Administration Planning ........cccoeeeernieinineinineinieietneeeneeee sttt 153

Contract Performance Management. . ..c.coveeuerinieuirieieininieineeretnieretseereesseseesseseesseseessesesessesesnenes 154

CONLIACT CLOSEOUE .ottt ettt ettt ettt b bt st b et b et st et b bt s aebe et b e e stene e ene 155

10  Project Staffing Management .......coceuvueuruescsiisisisssussisesiscsssissssssssssssesissssssssssssssssestsssssssssssssssssstsssssssssassssssssssss 157
10.1  Project Stafl SEIUCTULE c.oveviuiiieiiiiciciice ettt sttt en et enes 157
Concept Of This PraCtiCe...c.evrieuiirieieirieuiirietiriete ettt ettt ettt ene e seenes 157

Project Team and PMO Relationship ....c.ccceveeviieiiieiniiciiecciccereceeeeneeeeeeee e 158

No Alignment of Project RESOULCES .....c.vvveveeiriiieinieriirieieireceenietceseetee e 158

Indirect Alignment of Project Managers.......ccocvevecereuciniereninierieniereinieeesieseeseeneesnenens 158

Direct Alignment of Project Managers .....c..e.eereveeereuiinieieninieriinieeinieseesieseeseeneesnenens 159

Direct Alignment of All Project Resources .........cccccuviviviiiiiiiiiiiiiiiniiiiiccccieeees 159

Standard Project Team Structire.......cociviiiiiiiiiiiiiiiiici e 159

Functional Project Team Structure........ccccovviiiniiiiiiiiiniiiiiicccccces 160

Matrix Project Team Structure .......cccocciiiiiiiiiiiiiiiiiiiiiiccce e 160

Integrated Project Team StruCture.......ccoeiviviiiniiiiiniiiiiccecc e 161

Extended Project Team ALIGNMENT....c.ccuiiiiiiiiiiiiiiiiiiiiicice s 161

Customer Project Team ALIGNMENE .c.ooviuiiiiiiiiniiiiiiiececeeee e 161

Vendor/Contractor Project Team AlIgnment........ccoveveviveeieineinincinnciececceeeeees 162

Regulatory Agent Project Team AlIgnment .........cecevveuiinieiecinieiineeinecenecseeceeenene 162

Other Stakeholder Project Team AlIgNment.....cc.eecvveeuiinieecinieiiniccneceeeeeeeeeenene 163

10.2  Project Staff Management ......e.eoveveueirieeiiiieieirieieeteiese ettt sttt ene 163
Concept Of This PraCUiCe...cuevrieuiirieieirietierteteriete ettt ettt et a ettt eene e enes 163

Acquire Project ReSOUICES. ......ccuiiiiiiiiiiiiiiiiiiic e 163

Identify Resource Providers ........coceeruerieuirieieiinieieiesieieeseee ettt 163

Establish Resource ReqUIrCmEnts .......coveueerieueinieiecinieiiinieictnetceneeeeneevcesneveeseevee e 164

Fulfill ReSource REqUESES....c.coveveutriiueuirieieirieicinteietnetc ettt ettt 165

Assign Project ReSOUICES.......c.oiiiiiiiiiiiiiiiiii e 165

Deploy Project RESOUICES ....c.viuiiiuiiiiieiiiiicieteseterc ettt 166

Perform Deployment AdminiStration ..........cccciiiiriiiniiiiiciiiiiiiieececccceeeenes 166

Identify and Arrange Relevant Training..........ccccccieiviiiniiiiiiiiiiiiccccccceeeee 167

Monitor Travel Arrangements.......cccoueueivieiiiririiiiiiiiiicieenee e 168

Manage Resource Performance..........coccociiiiiniiiiininiiiniicceeee s 168

Project Resource Management Planning .........coccecvveioiniiiiiniiinecnnecccreceeene, 168

Project Resource Performance MONItOIINg .....ccooveveirieuiinieieinieriineeirieeeseeseenee e 168

Performance Improvement Mentoring..........eccvvveeirieuiinieieeinieienieeineeeesneeeseeeeenenens 169

Performance Evaluation.........ccccccciiiiiiiiiiiiiiiiccc 169

Performance Recognition and Rewards ........cccvvveecinieiiiniiicnieinccncceceeeeene, 169

Closeout ReSOUICe ASSIGIIMENTS. c.cuvveurrierierieririnteritereeertereetsserestseesestssesesesaesesessesesesseseeeseseeesesenenes 170

10.3 Project Staff Training and Development......ccouvueiriereiniiieineieinieiree ettt enes 171
Concept Of This PraACHCE...eveuerieuiirietiirtetitrtetertete ettt ettt sttt et b et st seenes 171

Project Stakeholder Training and EdUcation .......c.cccececivieinieiinienineineciccerecese e 171

Project Management TTaining ........cccouceieiniiriniiniiineieeeeee ettt 172

Project Team Development..........ccuvieueeiiiniiiiiniciiirceeteet ettt 173



xiv B  Contents

Stages of Project Team Development...........coccuiiiiiiiiiiiiiiiiiiiiicccccceeees 173

Assessment of Project Team Development........couvveueirieuininieininieininieireeieeseeeseee e 173

Project Team Development ACHVITIES .c.ceverueurruirieririnieieenieteenieeeetetee et 174

11 Project Communication Management .......cceccecereesssuesescscsisssssssssassescssssssssssssssssesesssssssssssssssssssssssssssssssssessssass 177
11.1 Project Knowledge Management .....c.cocuivirueeirinieeininieininietneeieienetetseetesesee et esse bt stese e sae et sseneneenes 177
Concept Of This PrACHICE . ..cveutrieriirietiirtetieriet ettt ettt b ettt sttt e e 178

Project Management Information SySTeml.....c.couvveuirirueeirinieinieieinieieineeteertetetse ettt 178

PrOJECE PIANS vttt ettt 178

Project REPOITS ....ccviiiiiiiiiiiiiiiiiici s 178

Project Management DOCUMENES.......cooiiiiiiiiiiiiiiiiiiiccccc e 179

Technical Plans and DocUmMENtation ........e.e.evueueeirieueirieteireeietsieteeseeiee et 179

Contract Documentation ..........ccccoiiiiiiiiiiiiiiiiiiicicec e 179

Meetings and Collaborative EVENts........cccocivirieiiiiiiniiiciiniciineciecccneeseeeeeeenen 180

Executive Dashboard..........cocciiiiiiiiiiiiiiicicc e 180

Primary Dashboard Indicators.........ccoueeeruiriiiiinieniiiniienee e 180

Secondary Dashboard Indicators......c..ccceirieiiinieniiiniiiiniec e 180

Project Management LIDIary ........o.ccoveuiinieininieininerincieetetreeeeseeee sttt 180

Online Project Collaboration..........c.eeirveuiirieuirinieiiieieiriereteeietree ettt sesese st se e sne e seene 181

Project Team Knowledge SPaces.......ccoeeeiriueinieciniiinieieniecineeenieieeseee e 181

Product Review and Handover Spaces.......c.occeveveceriucinieiecniecinieeneceneceseeeesenene 182

General Discussion ROOIMIS ...c.ceueueriiieeirieieiniiieinieietrieic ettt saenene 182

Other Knowledge Management TOOLs .......coueuirrieirinieininieinierc ettt 182

11.2 Project Stakeholder Management ............cccuiiiiiiiiiiiiiiiiiiiie s 183
Concept Of This PraCHICE. . cveutrteuiiriitiirtet ettt ettt ettt et be ettt enes 183

The Project Management Environment ..........c.ccucuciiiiiiniiiiiiiccciencecssese e 183

Internal Business Performance Stakeholders ........c.couvueuiriiieiniiiiiniiiiiicicreeeeee e 183

Internal Project Performance Stakeholders ..........ccoooiiiiiiiiiiiiiiiiiicccc 185

Internal Support and Part-Time Performance Stakeholders ...........cccoooiiiniiiniiiiniici 185

Customer Stakeholders .......ccooueuiiiiiiiiiiiiiiic e 186
Vendor/Contractor Stakeholders. ..o 186

Other Project Stakeholders ........cooviuiiiieiiiiiiiiciece e 187

11.3 Project Communication Implementation .........eiverueeriiieiniiieiniiieineeeneetseeree et 187
Concept Of This PraCtiCe...cueirieuiirieieirietiirieteirreteeet ettt st b et st a e sne e ene 187

Project Communication Requirements..........ccccuiiiiiiiiiiiiiiiiiiiiiiii 187

Project Communication Responsibility ........cecrveuioirieiriiieininiciincicccnecteereeeseeee e 189

Project Management and Business Responsibilities ......c.coeecereeiniecnecnnccneeccnnee. 189

Technical Management Responsibilities ........evverveeeriiueinieiecinieiiiniecinecenccesee s 190

Readiness-to-Perform Responsibilities ...........ccccoiiiiiiiiiiiiiiiiiiiiicccccce, 190

Project Communication Plan Preparation ... 190

12 Project Vendor Relationship Management........ouiuieriininisisnssisiiisiisissssssssiisesisssssssssssssssssssssssssssssssssssssssss 193
12.1 Vendor Information Management ........cccuvucuiririeuiiiiiiininiciieeseetse et 193
Concept Of This PractiCe. . oueiririiiiinieiiiinicieestete ettt ettt ettt sttt 194

Vendor Information ColleCtion .........ccvueuiiriiiiiniciniieiiiciee e e 194

Vendor Information UtlZation .......c.ccuvveuiirieiirinieiinieciicceeeeeee ettt 195

12.2  Vendor Acquisition Management ........ueuiirueueririeuirieieienieteitreereeeseesestssesese s sesessesesessesessssesesessesessseseeesensanenes 196
Concept Of This PraACHCE...evevrieuiirieieirietiietet ettt sttt n e 196

Identify and Qualify VENdOrs ......ceevirieiriiniiiiiieiei ettt 196

SOlicit Vendor Proposals .....c...eceircuerinieuioinieininieieeie ettt ettt 197

Prepare Vendor COMTIACTS . ....coveuiirieueirieritrietinintetttetetesteteetssetee et besessebesesaebesessebeesaebeesseseessesenene 199

12.3  Vendor Performance Management ......e.eovrueueririeuirinieiininietneeieetneetetsseseseseesestssesesessesessssesesessesessssesensssenessenes 199

Coneept Of This PraACHCE. ..oveutrtetiiiriiteirtetcertet ettt ettt b ettt bee e 200



Contents m xv

Prepare Vendor Management Plan.........c.cccooiiiiiiiniiiiiiiiiicce s 200

Administer Vendor CONntracts.........coeiiiiiuiiiniiiiiiiiicce et 201

Monitor Vendor Performance ......c..cueireirinciiinieinincincccsee ettt 203

13  Project Customer Relationship Management.......cceeeuccrcsesesnsnssneescsisssssssssssssesesssssssssssssssssssssssssssssssssssesssss 207
13.1 Customer Information Management..........ccccceiiiiiiiniiiiiiiiiii s 208
Concept Of This PrACTICE . c.cveutrieriirieieirtetctrtet ettt ettt ee 208

Manage Customer Project Information ............ccocviiiiiiiiiiiiiiiiice 208

Manage Customer Business Information.............ccccocciiiiininiiiiiiiiiicccccccee 209

13.2  Customer Participation Management..........ccooiiiiiiiiiiiiiiiiiii e 209
ConCePt Of This PrACHICE. ..cveuertetiirtetiirtetttrtet ettt ettt ettt ettt b et b ettt enes 209

Managing Customer PartiCcipation..........cccooiviiiiiniiiiiiiiiiiicc e 210

13.3  Customer Satisfaction Management .........coucivirieuiririiininieiieieeseetseee ettt 210
Concept Of This PractiCe. . oueieiriirinieiiinicietentet ettt sttt 210

Measure Customer SAUSFACTION .....vveuiuiiieuiiiieiiiieiretcree ettt 210

Conduct Customer Relationship Programs.........cccceeueiririeinieiiineeinieeenecisereeseeeeseeseeneeseenen 211

Implement Customercentric Improvements .......oeoueerueiririerteinieieierietee ettt 212

14  Project Business Management... .. ceueriisiisisisisnssssisesiisisissssssssssisisissssssssssssssessstsssssssssasssssssstssssssssssssssssssssss 215
14.1 Project Charter Development ... ....cccviueuiiiiciiniiieiiicieciee ettt 215
Concept Of This PractiCe. . oueeririiirinieieiiriciriesetet ettt ettt 215

Identify Project Manager AUTROLITY .......c.ivrieuiniiieiiiieiricteee et 216

Prepare the Project CRarter ....o.ivvcieiiieuiiiieiieiene ettt 216

14.2 Project Governance and OVErSIZRT .......euiirieiriiieiiiicecece ettt 217
Concept Of This PraCtiCe...cueirieriirieieirietiirieteirtet ettt ettt b et b et s sae e ene 217

Determine Executive Oversight ReqUITEMENTS ....c.eveveviririeeinieieiniicineccniicieereeneieeseeee e 217

Align Business and Technical COMMITIEES ....vveveuerieuiirieriririetiieicienerieteereeneteeest et 219

Conduct Project Management OVersight...........cccccoioiiiiiiiiiiiiiiiiiccnccs 219

PrOfIle PRASE ..veuvveviieictiitectetee ettt ettt 219

PLAN PRESE 1.ttt ettt ettt ettt 220

Perform PRase.....c.ccciieueirieieiriet ettt 220

POSE PRASE. ..ttt 220

14.3  Project Audit Management.......ccocuiueiiiiuiiiiiiiiiiiii i 220
ConCEPt Of THis PrACTICE . .veutteteiiirteirtet ettt ettt ettt sttt b et b ettt st be e 221

Identify Auditing RESOUITES ......coiuiuiiiiiuiiiiiiiiiiciiiccc e 221

Project Managers and Project Team Members.......ccoociviiieiininiiiniccnicicecee, 221

Internal AUAITOLS ...cveveuiiiieiiiieiicc et 221

External Collaborative AUItOLS......c.coveuiirieuirinieiiinieiireeeeeereee e 222

External Regulatory AUdItors .......ccovueiirieininiciinieircceeeneceee e 222

Establish Project Audit Performance POINCS .......c.eueerieuiririeriinieiiineceneterceeereene e 222

Conduct Primary Project Management AUICs ........ceveeriiveiriereiniiieinieeineieineereenereeeseveesneneseenen 223

Project Management AUt ....o.eevveueinieeiniiicineeinecenereereetee ettt 223

Project Performance Audit (aka Project Health Check) .....cecvvveviiniiiniciiniccicccnee 223

Preproject (Plan Phase) AUt ...cccovvueirieiecininiciniecineicieetnevceneeeneeee e 224

Postproject (Post Phase) AUdit.....coeueirieueirinieiniiieireicineieeneece sttt 225

Project Management Methodology Review ........ccccviuiiniiecniiinniicniccncceeceenene 225

Conduct Other Project Management Audits .........cccceuiuiuiiiiiiiiiiiiiccciccecceeee 226

Conduct Technical AUIES ....coveveeeriiuiirieiiireiee ettt 226

14.4 Portfolio Management.......ccoiuiiiiiiiiiiiiiiiieiiiei e 227
ConCePt Of THis PrACTICE . .cveutrteriuirteteiitetetrtet ettt ettt ettt b etk et b et b et ne b 227

Perform Project SeleCtion.....c.co.iiuiiririciiinicireeeei ettt 228

Integrate Projects in the Portfolio .......cccoeoiriiiiiiciiiiiiiciicecceee e 228

Conduct Project and Portfolio REVIEWS ........c.ivivieuiriiiiiiiiieiieiciiecreeeseeeeetee e 229



XVi

15

m  Contents

Manage Portfolio ATLIION .......couiiiiiiiiiiiiiiiii e 229

Perform Project CLOSEOUE . ...c.coviveutriiieiirieietriete sttt 229

Assess Strategic AVANTAGE. ......ccoveuiiiiiiiiiiiiiiicic e 230

Determine Level of Customer Satisfaction........c..ccvueeeuieieuieeiieeeeeeeeeeeeeeereeeereeeveeeeeeeseeens 230

PrOJECt CLOSEOUL «uceveereireireiruirrississessessessissessessessesssessissessessesstssessesstsssestestessessessessessssssosssssssessessssssessessessesseseons 233
15.1 Project Lessons Learned Preparation ....c.c.ceecririeeiririeininieinieietnieietneeecnietetseesesestesetsaeseestesesesaesesesseneneenen 233
Concept Of THis PraACHICE. ..cveutrieviirietiirtetttrtet ittt ettt ettt ettt sttt enes 233

Conduct Project Lessons Learned SeSSIONS .......coueeeeuiriiiriirieciiinieieinieieeniceeeseeee e 233

Project Lessons Learned Examination AT€as........ccceevueiruerieirinieinenieieiniceeesteeeeeseeeevesseeenennens 234

Using Project Lessons Learned .........ccociiiiiiiiiiiiniiiiciiccesce s 234

15.2  Project Termination Management..........ccuvuiiiiiiiiiiiiiiiieiiiiie et 234
ConCePt Of This PraACTICE. .veuttetiuirieteiirietetrt ettt ettt b ettt eb e ee 234

Types of Project Termination........ccuvueuiirieiiiieiiiieiiceee et 235

Project Termination ACHVITIES .......couiiviiiiiiiiiiiiiiiiiiiciccce e 235

15.3 Project Evaluation Administration.........eeeeirueeiririeininieiieieineeeneeree sttt 237
Concept Of This PractiCe. . oueiririeiiirieiriirieieteset ettt ettt 237

Evaluate Customer Performance.......co.viiuiiieiiiie ettt ettt e eteeeeeeeneeeenes 237

Evaluate Project PerfOrmance ......coeeeirieuieinieiininieiiieinincteetc ettt ettt 238

Evaluate Staff Performance ......ouiivuiiieviiieieceii ettt ettt eeeae e e eaeeeteeeneeeeneeeenes 238

Evaluate Vendor Performance . ......cuiiueiiuiiiiieceee ettt et et ete et e et e eaaeeeaaeeeneseeaessteeeneeeeneeeenes 238

Evaluate Business PerfOrmance .....c.uiivuiiiuiiiiiiiie ettt ettt seeneeeteesaeeenee e 239

Evaluate Management Performance...........ccoccuiiiiiiiiiiiiiiiiiiiiiicccc s 239

SECTION Il THE METHODOLOGY TOOLKIT

T Profile Phase TOOLs ...c.ccceveurreresunnensenssesssnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssses 243
2 Plan-Phase TOOLS ....ccccceveeureurseennsrsseensssssasssssssasnsssssasssssssasssssssssnsssssssssssssasssssssssnsssssssssssssssssssssssnsssssssssssssssnssssses 269
3 Perform-Phase Tools.....cceceeurreeuirurseenisensessissnsesssssssesssssssesssssssesssssssesssssssessssssssssssssstosssssssosssssssossssssssssssssssssssses 295
G POSt-Phase ToOlS . ..ccereereereereereereeseersessessessessessessesssessessessessessessessessessassessssssessessessessessessessassassassasssessessessessassanes 321
Appendix—Extended ToOL Logs .....ccoouiueriiinueniiiineniiiinisiiinnisinissessisssessssssssssssssessssssssssssssssssesssssssssssssssessessssssssns 347



Acknowledgments

In my recent publication, 7he Complete Project Management Office Handbook, Second Edition (Auerbach Publications, 2007),
I indicated the importance of methodology management as a key function of the project management office (PMO) at
any stage in its development. As well, in my recent conference keynote addresses, webinar presentations, and even consult-
ing engagements, I have prompted audiences to consider project management methodology development and deployment
within the organization as possibly the most important and primary responsibility of both new and existing PMOs. In such
venues, | have responded to inquiries about the “who, how, when, and where” of project management methodology develop-
ment and deployment. These inquiries caused me to think more and more about the need for methodology implementation
within the organization.

Therefore, it is the various professionals I have encountered in the field of project management who have influenced me
to prepare the project management methodology guidance and toolkit contained in this publication. The need for such
methodology guidance also appeared supported by a number of recent studies that I reviewed in which the use of an estab-
lished organizational project management methodology process was presented as a recommended means to achieve not only
project success but also business success. I believe most practitioners would agree that an effective methodology solution also
contributes significantly to increased organizational maturity in project management.

It is with those thoughts that I am extremely pleased to present this published version of the ProjectPRISM™ Project
Management Methodology that was created a few years ago based on my 15-plus years of methodology development experi-
ence with internationally recognized clients. It has been revised and refined to present a methodology solution that can be
used by most individuals and virtually all organizations.

Finally, and once again, my third publication was made possible by the love, encouragement, and support of my wife,
Rita, who continues to shine a persistent light on the paths I take to pursue my life’s work and my professional interests.

Gerard M. Hill
Ghill@HillConsultingGroup.com

XVvii






Introduction

PROJECT MANAGEMENT
METHODOLOGY INTRODUCTION

Project management has been emerging as a professional dis-
cipline for some time now, and it is coming into the main-
stream just when it appears to be most needed as a business
solution. The author has been noted for saying in published
works and presentations that “project management, in so
many ways, is business management.” To that end, itis appro-
priate that the processes of project management be aligned
with business needs and interests. It is likewise important
for business processes to be aligned with needs and interests
in the project management environment. The introduction
of an effective project management methodology within the
organization will help to achieve that prescribed alignment.

The basis or foundation for project and business manage-
ment alignment already exists in many organizations today,
but too often resides in a latent state that is still awaiting man-
agement acknowledgment and active collaborative use. That
foundation exists in organizational processes that are com-
mon to both project and business management, but which
are sometimes still applied as separate and uncoordinated
sets of activities. That foundation is also seen in organiza-
tions where standard and repeatable processes are established
to compile or aggregate results at the project, program, and
portfolio management levels as a means to provide relevant
and timely information to strategic managers and business
decision makers in the organization.

Basic business processes are often performed, knowingly
or unknowingly, at the project level when project manage-
ment practices are applied to achieve business results for each
project. Organizations need to recognize the business contri-
butions of project management, and ensure that they achieve
the maximum business value and return on the project man-
agement investment. An effective project management pro-
cess, introduced through methodology implementation across
the organization, is an essential component for achieving the
desired project and business management alignment.

Evolution from a Technical Background

In earlier years, an organization’s technical methodologies
were expected to fulfill project management process needs.
They often fell short of applying what we know today as
“professional project management” concepts and practices.
This is because the technical methodologies that were used to
achieve desired levels of excellence in technical products and
services still had a technical focus and did not particularly
address all of the essential activities of project management.
Some technical methodologies were subsequently
“enhanced and improved” to serve broader project manage-
ment interests by introducing key concepts and practices of
modern project management. However, while such meth-
odology adaptations gave the technical manager expanded
insight into project management, the basic processes—the
critical processes of the methodology—were still technical
in nature. Still, some of the adaptations did serve to dem-
onstrate a relationship between technical management and
project management.

Many of today’s technical methodologies have consider-
ably improved project management content over earlier adap-
tations. However, to a large extent, they are still intended for
primary use by technical managers rather than by project
managers. They simply lack essential pieces and parts of a
rigorous project management process.

It is important to note that there is and will continue to
be an ongoing need for technical methodologies—each as
a guide toward excellence in the technical effort for which
it was created. But a distinction is still warranted. A good
technical process will ensure product and service design,
development, and delivery excellence. In contrast, a good
project management process will ensure project success and,
by extension, business success.

Over time, it has often been shown by many practitioners
that project management fits well into the scheme of most
technical methodologies and can be supportive of techni-
cal activities and objectives. Today, public and private sec-
tor organizations alike are coming to realize the benefits of
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having one standard and repeatable project management pro-
cess that can be used across the enterprise. That implies use of
the same, common project management practices across the
different technical functions and business units in the orga-
nization. Implementing a project management methodology
that provides a standard and consistent approach to project
management across the enterprise should also inherently
contribute to technical achievements.

Therefore, today’s consideration of an enterprise-wide
project management methodology reverses the earlier scheme
of the technical methodology. Now, instead of integrating
key project management activities into the preferred tech-
nical process, the enterprise approach examines the ways in
which the various technical methodologies (used in the dif-
ferent organizational business units) can be integrated and
aligned with the project management methodology that
is prescribed for use across the enterprise. Thereby, each
business unit that conducts projects will integrate its own
technical activities and intricacies at relevant points in the
prescribed project management process. (See how this inte-
gration works in a diagram presented in the Merhodology
Practice Guide Introduction section.)

Today, it is also being shown that project management
processes can be viewed as an extension of business pro-
cesses. This project and business management relationship is
not usually addressed by technical processes. However, it is
consistent with the concepts of modern project management,
and it is usually endorsed in the specification of responsibili-
ties of the professional project manager. This consideration
prompts the need for the organization to implement a project
management process that recognizes and responds to busi-
ness needs and interests across the enterprise.

The ProjectPRISM™ Project
Management Methodology

The ProjectPRISM Project Management Methodology is an
innovative, matrix-based approach to conducting project
management that introduces relevant concepts, practices, and
tools in a project management solution that has a distinct pur-
pose toward fulfillment of organizational business needs and
interests. It was originally conceived and created by the author
a few years ago, and has since been reviewed and revised sev-
eral times to achieve consistency of content. A subsequent
detailed review of concepts and content was performed, and
refinements were made for purposes of this publication.

A detailed description of the ProjectPRISM Project
Management Methodology, along with its structure and
components, is presented in the Methodology Process Guide
Introduction section, as contained in Section I of this
publication.

This methodology is particularly intended for broad imple-
mentation within an organizational or enterprise setting. It
can be examined and will serve as an exceptional basis for cus-
tomization. But for organizations with limited time for meth-
odology development and implementation, it also provides a
ready-to-use project management solution. Its prescribed pro-
cesses, practices, and tools will ensure that essential project
management activities are being conducted consistent with
widely accepted project management standards.

As well, individuals will gain benefits from using this
methodology when they follow prescribed guidance to
ensure that all essential project management activities are
being accomplished on every project. For some users, the
process and practice guidance contained in this publication
may help expand individual skill and knowledge in applying
concepts of project management. At a minimum, individual
users will have a comprehensive reference document for con-
ducting project management activities.

Implementation as a Business Solution

The concepts, practices, and tools of the ProjectPRISM
Project Management Methodology provide a combined proj-
ect and business management solution that will be valuable
for most project managers and their organizations. It is a
“business-ready” methodology that can be introduced across
many different industries and business environments, and it
provides relevant guidance for use by both novice and sea-
soned project managers.

That broad description means the ProjectPRISM Project
Management Methodology is ready for use “off-the-shelf” or
“out-of-the-book,” as you care to reflect on it. It means that it
is aligned with common business practices that already exist
within many organizations. And, it means that it includes
comprehensive guidance for completing all the essential
activities of project management.

That broad description also means that it is not fine-
tuned for any particular technical endeavor, business orga-
nization, or industry. It does not address either unique
technical or business requirements within the organization,
or any unique personal expectations of senior and executive
managers. However, it does provide an exceptional basis for
creating a fine-tuned project management practice and busi-
ness solution in the organization.

Therefore, each user and using organization should exam-
ine the methodology concepts and content for customization
to achieve greater consistency with organizational needs and
interests. The individual user or small business organization
may not require any methodology customization. However,
medium- to larger-sized organizations will likely want to con-
sider some customization to make the methodology more con-
sistent (and complementary) to existing business practices.



Customization considered, the ultimate potential for
finding success in the methodology as a project management
solution lies in and is directly associated with its implementa-
tion. Such implementation, when properly performed, repre-
sents a significant change that must be managed within the
organization. Please be sure to take a look at the next section,
Project Management Methodology Implementation, for some
additional insight into recommended methodology imple-
mentation activities. You may find it necessary to consider
using professionals who are experienced in project manage-
ment methodology deployment to assist in your methodology
development, customization, and implementation efforts. It
will save you time, and it will undoubtedly be cost effective
for your organization.

PROJECT MANAGEMENT
METHODOLOGY IMPLEMENTATION

Methodology implementation is the means by which a
project management process is presented for use with other
business processes in the organization. The individual who
selects a methodology for personal use will normally already
have some level of interest and intent to learn the content
and proper use of the methodology process. However, these
conditions may not necessarily be present for all potential
methodology users across the entire organization. Therefore,
organizations will need to consider planning and conducting
a series of activities to implement the methodology to achieve
maximum benefit from its use.

Benefits of Methodology Implementation

It is recommended that a structured and planned approach
be used when implementing a project management method-
ology. When the methodology is properly implemented as
an organization-wide solution, there is potential to achieve
several if not most of the following benefits:

B A standard approach to the practice of project management

— Consistent use of repeatable processes and
documentation

— Reduced need to “reinvent” project management
tools and techniques

— Access to shared project management history,
experience, and best practices

— Greater assurance that critical project management
activities are accomplished

— A common frame of reference for project team
members and stakeholders

- A common understanding of project responsibili-
ties in the organization
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B An cffective business communication and reporting
mechanism
— Use of standard project management terminology
in the organization
— Consistent information and data processing across
all projects and programs
— Ability to roll-up (aggregate) project reports and
information to the executive level
— More effective project team interactions and cus-
tomer relationships
B A state-of-the-art project management practice
— Increased customer satisfaction
— Conformance to customer requirements and proj-
ect objectives
— Ability to achieve planned project schedules
— Effective project cost control
— Shortened development and implementation cycles
— More predictable project (and business) performance
— Increased profitability and reduced project costs
— Improved resource planning, allocation, and
management
— Use of tools that provide a competitive business
edge
B Enhanced business benefits
— Quicker realization of profit or payback on
investment
— Earlier availability of products to market (or for
internal use)
— Clearer business case evaluation and ongoing busi-
ness case validation
- More effective, more knowledgeable business
decisions

The potential for achieving these benefits can be realized
when methodology implementation is properly planned and
conducted in the organization.

Methodology Implementation Activities

An organizational methodology package could be used errat-
ically or even remain dormant until the prominent stake-
holders in the organization in general and the end users in
particular (1) understand how to use it, (2) recognize benefits
from using it, and (3) develop motivation, through personal
interest or organizational mandate, to actually use it.

Methodology implementation issues can affect the entire
organization, even business areas not traditionally viewed as
having involvement in or responsibility for project manage-
ment. Therefore, the complexity of methodology implemen-
tation is often increased when it is conducted on a national
or global basis, or when multiple organizations, each with its
own basis for implementation, are involved.
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The following list provides a broad outline of several areas
of activity that should be considered to ensure an adequate
and proper project management methodology implemen-
tation effort. Many of these activities represent early plan-
ning that is important for achieving successful methodology
deployment in the organization.

Plan Methodology Implementation

B Establish executive management support. ldentify (or
assign) an executive sponsor at the highest reasonable
level in the organization that will use the methodol-
ogy; ideally this is the CEO for an enterprise-wide
implementation. Conduct collaboration across senior
management to achieve senior-level buy-in and to cre-
ate personal understanding and support for the ini-
tiative at the highest levels in the organization. Plan
and conduct executive-level announcements about the
importance of the methodology deployment initiative,
the progress being made toward implementation, and
any anticipated mandate or requirements for method-
ology use within the organization.

B Form the methodology implementation team. ldentify
members of the team who will have responsibility for
planning and conducting the methodology customiza-
tion and implementation effort, usually from among
senior managers and project managers already involved
in project oversight. Ensure representation from all
affected business areas. Identify any external resources
(i.e., experienced project management methodol-
ogy consultants) needed to guide or otherwise assist
the implementation team in areas of implementation
planning, customization, rollout, training, mentoring,
etc. In some organizations, this responsibility will be
assigned to the project management office (PMO) for
staffing and fulfillment purposes; in others, the meth-
odology implementation team represents the initial
structure of a PMO-like business unit. In all cases,
ensure selected team members are inherently available
and allotted sufficient time to participate in the various
activities of the methodology deployment initiative.

B Specify methodology implementation scope. Determine
the extent to which the project management method-
ology will be needed and deployed within the orga-
nization to include the identification of business units
as well as local, regional, national, and international
rollout locations. Specify collaboration requirements
for locations involved in the methodology deployment
initiative. This may include the preliminary identifica-
tion of business units or locations that can be used for
any “pilot implementation” activities, with resulting
details incorporated into the methodology implemen-
tation plan.

B Determine methodology utilization policies. In col-

laboration with the executive sponsor, and any other
involved senior managers, begin developing the poli-
cies for methodology distribution and use. Specify who
will use it (e.g., project managers, team members) and
the extent to which it must be applied to project work:
always, sometimes, occasionally, or at the discretion of
the project manager. It is recommended that the meth-
odology utilization policies mandate methodology use
on every project conducted within the relevant orga-
nization or business unit conducting the implementa-
tion. Options for the depth of methodology process use
can be developed for different types of projects found
within the organization (i.e., project classification), and
other variations from routine use can be incorporated
during methodology customization.

Develop methodology promotions for user awareness and
acceptance. Plan, prepare, and issue announcements,
newsletters, or other media to inform individuals
within the organization of the new methodology imple-
mentation initiative. In particular, inform potential
users of the methodology about progress, actions, and
timelines that will directly affect them. When possible,
use senior management and executive-level announce-
ments to demonstrate support for the initiative, and to
convey the importance of methodology implementa-
tion and use for the organization.

Develop a methodology training plan. Determine the
roles and positions within the organization that will
represent the end users of the methodology, and thereby
identify associated individuals who will require some
level of methodology training. Normally, a complete
methodology training program is needed for all proj-
ect managers (including managers of project manag-
ers and program managers). Many organizations will
also include and schedule project team members for
the complete methodology training program. Such
a program can usually be completed in two to three
days, depending on the depth of coverage desired by
the organization. Executives and senior managers,
along with peripheral project stakeholders and part-
time members of project teams, can be introduced to
the project management methodology using a shorter
methodology familiarization program—usually one-
half to one day in duration. This planning might also
warrant an examination of additional project manage-
ment training needed for individuals within the proj-
ect management environment, and extended training
can be specified in this plan as well.

Plan user support during methodology implementation.
Consider the support activities that will be needed by
methodology users during the methodology implemen-
tation period, and plan and assign resources to satisfy



those needs. Prominent among the support activi-
ties to consider is the need for project management
mentors—experienced individuals who are qualified
to answer user questions about project management
concepts and methodology use, and who are available
on site to respond to user problems and dilemmas dur-
ing the implementation period. An alternative activity
might include creating a “help center” that new users
can contact when they have questions about project
management or methodology use. Additionally, user
support should include a methodology user feedback
mechanism, whereby users can identify problems and
issues that can be examined and resolved in advance of
methodology implementation at subsequent locations.
Another user support mechanism to consider is the for-
mation of a methodology user group that can facilitate
information sharing and problem resolution among
key participants in the methodology implementation
initiative.

B Prepare the project management methodology imple-
mentation plan. Prepare a plan that will be approved,
distributed, and used to guide project management
methodology implementation. This plan should pres-
ent a timeline of activities to be pursued that includes
incorporating most of the previous and subsequent
items in this list. Like any project plan, this imple-
mentation plan becomes a central document for the
methodology deployment initiative. This plan should
also identify plans for collaborating activities of the
methodology initiative with customers and vendors,
as needed.

Customize the Project
Management Methodology

Any methodology customization to be accomplished can be
planned and begun in conjunction with methodology imple-
mentation planning—after the requisite executive or senior
management support and endorsement have been obtained.
Methodology customization can be used to adapt the foun-
dation methodology processes for better alignment with
current project management practices. It can also serve to
integrate important existing technical and business processes
of the organization.

Methodology customization usually entails a review of
the foundation methodology within the organization, usu-
ally by members of the methodology implementation team
(which may be called the methodology development team
at this point in time). The next step involves one or more
meetings to resolve differences of opinion and to specify how
the content of the foundation methodology should be modi-
fied. This second step will often include facilitation by the
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methodology developer or a consultant experienced in meth-
odology design, who can lead the development team in their
design and modification deliberations. The final step is that
of preparing the new methodology content that will be ulti-
mately distributed and used within the organization.

Sometimes the customization effort includes identify-
ing the use of an automated platform on which the project
management methodology will reside and provide electronic
access to users. This sometimes involves an examination of
current automated systems to determine how the methodol-
ogy can be incorporated or otherwise linked electronically.
Otherwise, it may involve the review and selection of a new
system in the marketplace that is compatible with the meth-
odology and with anticipated use in the organization.

A final note regarding customization is one that prompts
methodology implementation managers to recognize that
actual transition to use of the new methodology cannot and
should not occur until an approved project management
methodology is (1) fully developed and finalized, (2) pub-
lished (or otherwise accessible online), and (3) ready for use
by project managers, project team members, and other desig-
nated stakeholders in the project management environment.

Plan Project Transition

The project transition plan is often considered a component
of the methodology implementation plan, but it is separated
here for purposes of discussing recommended transition plan
content. Smaller organizations or those having fewer projects
will usually be able to plan for project transition in a simpli-
fied manner—what is the project, when will it transition,
and how will it transition to the new methodology (i.c., at
what methodology point will it start). This same basic infor-
mation is also used by larger organizations and those with a
high volume of projects. However, the increased number of
projects offers a plan with more complexity, and this com-
plexity is increased further when there are multiple business
units and implementation locations involved. It can be seen
that transition plan preparation time will normally be longer
for organizations with more complex conditions.

In general, the following elements are recommended for
inclusion in the project transition plan.

B Prepare the project transition strategy. Specify the
approach that will be taken for project transition.
Identify broad criteria that will help determine how
projects will be transitioned: (1) a new (or recently
started) project that will commence using the new
methodology at the beginning of the methodology,
(2) a project in progress that will transition to some
point in the new methodology, or (3) a project near
completion that will not transition to the new meth-
odology. The transition strategy may also account for



xxiv B [ntroduction

when project transition will take place, which is partic-
ularly important for the methodology implementation
that will take place across multiple regional, national,
or international locations. Finally, the strategy could
include conducting one or more pilot transition and
implementation programs as a means to learn and
improve upon plans for subsequent project transition
and implementation activities.

B Survey and review project status. ldentify and examine
each and every project currently under way within the
organization, and then add to the list those projects that
are expected to start during the methodology implemen-
tation period. Review project status and progression, and
make a preliminary determination about the transition
strategy (criteria) that will be applied for each project.

B Conduct project transition interviews. In personal meet-
ings with each affected project manager, review the
planned transition strategy and transition schedule
for his or her project. Consider that some projects will
have unique conditions to be managed in association
with methodology implementation, and be prepared to
make adjustments to the transition plan in collabora-
tion with each project manager. Complete individual
project manager meetings by establishing mutual
agreement regarding the project transition strategy and
schedule.

B Prepare the project transition plan. Compile the results
from all transition planning meetings and prepare the
final project transition plan. Include the overall transi-
tion schedule, which should be consistent with other
implementation activities such as user training and
planned user support. The transition plan can be incor-
porated into the broader methodology implementation
plan or used as a stand-alone document.

Conduct Methodology Implementation

Methodology implementation actually begins in advance of
user training and methodology deployment, such as when
preliminary executive and senior management support is
pursued and established, and such activities can be included
in the overall implementation plan. Nevertheless, there are
several key activities to monitor and manage during method-
ology implementation, as highlighted in the following list:

B Execute the methodology implementation plan.

B Conduct methodology user training.

B Provide for methodology document distribution to
users (or online access).

B Execute the project transition plan.

B Conduct user support and mentoring in association

with methodology deployment.

Methodology implementation is the beginning of an
investment for the organization. To gain the maximum
return on that investment, the organization should ensure
that all essential implementation activities are conducted in
a timely manner. A decision to implement an organization-
wide project management methodology may warrant con-
sideration of an external consulting resource who can apply
expert knowledge and experience to help guide the organi-
zation toward a successful project management methodol-
ogy implementation effort. The support of a qualified project
management consultant or consulting team can often reduce
implementation time by months or, in some circumstances,
by a year or more.

PROJECT MANAGEMENT
METHODOLOGY MAINTENANCE

After the project management methodology is deployed in
the workplace, a reasonable effort is needed to oversee its use
and maintain its viability. The implementing organization’s
PMO, the methodology implementation team, and poten-
tially an expert external consultant or consultant team can
be used to perform several important methodology mainte-
nance activities at appropriate intervals in time.

The following are highlights of three prescribed method-

ology maintenance activities.

Evaluate Methodology Deployment

Beginning with the initial or “pilot” methodology imple-
mentation, and continuing through any subsequent imple-
mentation periods, the organization should examine how
well the introduction of new project management processes
and practices is being accomplished and received by method-
ology users. This usually includes looking at

B Completion or progress of the methodology train-
ing schedule

B Completion or progress of methodology implementa-
tion activities

Completion or progress of project transitions

Achievement of initial methodology performance
capability

User acceptance of the new methodology

Stakeholder acceptance of the new methodology
Management support factors

Implementation feedback results and trends

If there are multiple deployment actions such as a pilot imple-
mentation followed by successive location deployments,



interim results from the initial evaluation can be examined to
help improve successive methodology deployment activities.

Analyze Methodology Performance

Examine methodology performance to ascertain methodology
utilization levels, methodology effectiveness, and the achieve-
ment of benefits from methodology implementation. The analy-
sis can include an examination of the following indicators:

B Number of users—full or partial methodology use

B Type of users—project managers, team members, busi-
ness managers, etc.

B Extent of nonuse—reasons for nonuse

B Project planning improvements—project work plan,
management plans, support plans

B Droject tracking and controlling improvements—rvari-
ation identification and analysis

B Project performance resultss—cost, schedule, and
resource utilization

B Project success factors—customer satisfaction, deliver-
able quality and acceptance, etc.

The implemented methodology should be reviewed for these
elements on an annual or sometimes an 18-month basis. To
that end, evaluators should analyze current conditions, per-
formance results, and issues associated with indicators in the
above list. Corrective actions should be taken to rectify weak
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analysis indicators. This recurring examination is normally
the responsibility of the PMO or the methodology imple-

mentation team.

Manage Methodology Improvements

Simply stated, the originally implemented methodol-
ogy will undoubtedly need some adjustment, correction,
or other improvement action over the course of time.
Processes can be adapted, or new processes can be added
or changed for better integration with business operations.
New tools, including project management software tools,
can be introduced to support methodology use. In general,
the methodology is updated to reflect the current organiza-
tional needs and the “best practices” available for conduct-
ing project management.

As well, the initial methodology implementation may
have been simply a set of fundamental processes, and with
time the initial methodology has been expanded to contain
a full life-cycle solution for project management. This will
require attention to ensure thatall approved changes are being
properly implemented within the prescribed user group.

Likewise, new project managers, project team members,
and other project stakeholders may be introduced into the
project management environment, and they will require
methodology training or familiarization as a part of the con-
tinuous improvement effort within the organization.
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INTRODUCTION—PROJECT
MANAGEMENT PROCESS OVERVIEW

The Process Guide describes the essential activities of proj-
ect management that should be performed for each project
undertaken in an organization. It addresses four project
management phases—Profile, Plan, Perform, and Post—and
matches these phases against the following six project man-
agement performance areas: customer, project, staff, vendor,
business, and management. Through this matrix approach,
the essential activities of project management are accounted
for, and each can be scaled to meet the needs of size and
scope for the various types of projects encountered.

The phases and performance areas of this methodology
are depicted in the process matrix shown in Figure I.1, with
the phases described in the next section. The process elements
shown with their process steps in this matrix are described in
subsequent sections of this process guide.

The flow or sequence of process element performance is
generally numerical, where process element 1.1 is followed
by process element 1.2, and so on. To a large extent, mul-
tiple process steps will be performed concurrently. Also, the
methodology uses a design feature whereby each process step
offers single-location point-of-data collection (“repository”)
for relevant information related to that project process step.
Therefore, when considering process flow or sequence, users
will necessarily return to or go forward to use or update pro-
cess elements in the matrix. Therefore, it is suggested that this
process matrix be used as the basis for guiding and reviewing
the project management effort.

The process flowchart can be referenced (Figure I.2) and
may be helpful in showing the general sequence and flow
across process elements at the process-step level. The depicted
process flow is very generic and can be adapted by users for
application in their organization.

THE FOUR PHASES OF THE PROJECT
MANAGEMENT METHODOLOGY

The ProjectPRISM ™ Project Management Methodology defines
four phases of interrelated project management activities.
This guidance is often distinct from any technical methodol-
ogy that may also be used. Such a technical methodology,
which sometimes can have five, six, seven, or more phases,
can be embedded into the project management methodol-
ogy phases to present a seamless interface. To a large extent,
technical work will be associated in the plan and perform
phases of this process guide. However, technical methodol-
ogy alignment can be achieved throughout the project man-
agement life cycle.

The technical methodology will help ensure a quality
technical product, including product design, development,
implementation, and testing. The project management
methodology will help ensure a successful project in terms
of managing and fulfilling cost, schedule and resource utili-
zation objectives, project deliverables, and relevant business
interests. The following sections describe the nature and pur-
pose of the four phases of this methodology.

Profile Phase

The Profile Phase encompasses the processes needed to trans-
late an external or internal customer opportunity into a valid
project effort. It specifies the relevant aspects of the project in
terms of “profiles” for each of the six performance areas. The
Profile Phase compiles the basis or reason for conducting the
project, and several profiles should be examined at intervals
during the project to ensure that the basis is still accurate
and applicable—{rom the customer’s perspective and from
an internal business perspective.

The Profile Phase is designed to identify the opportu-
nity and the customer. It will focus on selecting the project
as a bona fide work effort within the organization, accom-
plished through detailed information collection, reviews,
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and analyses, including financial analyses. Project selection
is a business commitment that reflects a more or less for-
mal confirmation that the project will fulfill internal busi-
ness needs, interests, and objectives; a sufficient number
of qualified resources are available to staff the work effort;
adequate and necessary project funding is available and will
be applied as needed to the work effort; and the customer,
internal or external, is similarly committed to a successful
project outcome.

If projects are a means of revenue from external custom-
ers, the Profile Phase will facilitate the transition from busi-
ness development (sales) to project management. It ensures
that everything the business manager knows is conveyed to
the project manager. In turn, the project manager will review
information from a variety of sources on a recurring basis and
expand or modify several profiles over the course of the proj-
ect. When the opportunity is identified as internal, it will also
help to initiate early interactions with the internal customer.

The Profile Phase of project management is used to define
the project, that is, what the work effort or initiative to be
undertaken is all about. It captures preliminary thoughts on
project scope and project objectives, and allows for a pre-
liminary high-level estimate of project cost, schedule, and
resource utilization to be performed. It identifies the key
players and stakeholders of the project, and provides for
information collection across the several profiles that can be
used to facilitate management of stakeholder requirements,
interests, and participation in the project.

The Profile Phase prompts users to establish directories—
customer, staff, vendors, and management—to enable iden-
tification and contact with key project participants, and to
track and oversee relevant project stakeholder participation,
as needed.

If the project management in your organization has
executive and senior management-level interest, this phase
will help integrate management participation for fulfillment
of project management oversight responsibilities, including
portfolio management. To that end, it identifies and assigns
a project executive/sponsor or an executive control board that
has the responsibility of fulfilling the project objectives—and,
in turn, they will prepare the project management charter for
use by the project manager and project team members.

Plan Phase

The Plan Phase encompasses the processes needed to estab-
lish requirements for customer, staff, business, and manage-
ment. [talso develops the required project management plans
that all together comprise the Project Plan. This means that a
Project Plan is not necessarily one single document, but rather
a collection of several plan documents or components.
Organizations will normally specify the minimum con-
tent required for their Project Plan. This guide prescribes

several project management plans as essential to every
project.

First, many practitioners would likely agree that the Project
Work Plan is the most critical of plans that are developed to
support the project management effort. The Project Work
Plan represents the preparation of the project work breakdown
structure (WBS), and the incorporation of cost, schedule, and
resource utilization estimates at the work package level.

There are six primary project management plans also
prescribed as essential documents for project manage-
ment, including

Customer—Change Control Plan
Customer—Quality Management Plan
Project—Risk Management Plan
Project—Communications Plan
Staff—Management Plan
Vendor—Management Plan

The selection and use of these plans can be determined by the
project manager upon entry into the Plan Phase. While these
plans are considered essential, there will be some projects
(usually those smaller in scope and lower in overall value) that
inherently do not require the full set of six plans. Conversely,
larger projects (usually those of significant business interest
and value) may require an expansion of prescribed plan con-
tent as well as the preparation of additional project manage-
ment support plans.

There is a large number of optional project management
support plans that can be developed to support the project
management, business management, and technical manage-
ment needs of the project. A partial list of support plans is
presented for user consideration in the Practice Guide. The
organization can examine this list to determine and specify
if any support plan should routinely be prepared for every
project conducted within the organization.

The Plan Phase is designed to guide users through the
process of developing the planning documents needed for
the project. It contains guidance that will assist users in the
information and content collection process for each of the
prescribed project plans, and it inherently provides for the
reuse of standard content for recurring plan development.
It also is a guide that enables users to construct and com-
pile documents related to proposal submittals and contract
acquisitions. When needed for projects that have outsourc-
ing needs, the Plan Phase also includes process steps to plan
and conduct the vendor acquisition process.

The Plan Phase begins by prompting users to thoroughly
review customer requirements to ensure that they have a
complete understanding of technical needs and a solid basis
for creating the required project management plans. This
leads to creating the Technical Solution, a process whereby



users identify the technical approach and specify project
milestones and deliverables.

Similarly, the Plan Phase also prompts users to review
business requirements. It then helps users to create the
Business Solution, including an examination of business
issues and the development of solicitation fulfillment, cus-
tomer pricing, and contracting strategies.

The Technical Solution and the Business Solution are then
integrated for presentation to the customer in a consolidated
proposal document. Users will be able to monitor and man-
age proposal preparation and submittal in the Plan Phase.

In specific process elements, users will be guided to estab-
lish staffing requirements in a resource requirements matrix
and identify project documentation and reporting require-
ments for project and portfolio reviews and other oversight
activities during the project. A highlight of the Plan Phase is
the inclusion of a series of relevant project management logs.
The Plan Phase elements provide users with the ability to
track and manage project information resulting from project
plan implementation, including the following 17 logs:

B Customer Requirements—Documentation
Management Log

B Customer Technical Solution—Deliverables Log

B Customer Technical Solution—Milestones Log

B Customer Change Control Plan—Change Request
and Approval Log

B Customer Quality Management Plan—Quality
Testing and Acceptance Log

B Customer Quality Management Plan—Quality
Technical Reviews Log

B Project Risk Management Plan—Risk Management Log

B Staff Management—Training and Development

Activity Log
B Scaff Assignments—Individual Assignment and
Activity Tracking Log

B Vendor Management Plan—Training and
Development Activity Log

B Vendor Contract—Modification Log

B Business Contract—Modification Log

B Business Contract—Contract and Negotiation
Activity Log

B Management Oversight Plan—Oversight Activity Log

B Management Audit and Review Plan—Audit and

Review Log

B Management Facility Plan—Facilitcy Management
Activity Log

B Management Supply and Equipment Plan—Supply
and Equipment Log

To a limited extent, these logs can be used independently or
in a manner that applies an abbreviated process to manage
the project.
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Perform Phase

The Perform Phase encompasses the processes needed to
conduct the ongoing project execution effort and associ-
ated project management activities to oversee project prog-
ress, performance, and fulfillment. It enables the project
manager to attend to the variety of actions and activities
that are happening concurrently within the project, and
to identify and respond to any issues and problems that
may surface. In addition, it provides for general and specific
communication among the key participants and stakehold-
ers of the project.

The Perform Phase prompts and helps arrange the con-
duct of meetings and the preparation and distribution of
reports that inherently facilitate necessary communication
and collaboration on the project. Meetings and reports rel-
evant to all key project participants are addressed, including

Customer meetings and status reports
Project tracking and control reports
Staff meetings and status reports
Vendor meetings and status reports
Business meetings and status reports

Management meetings and l‘CpOl‘tS

The Perform Phase is highlighted by activities that will
help manage project performance, and it prescribes relevant
activities for project tracking and controlling. It facilitates
the collection of information and project data that can be
contrasted and compared to the established project plans
to ascertain project earned value and variance. In turn, it
will help document and manage project control actions that
are applied to correct a veering project and get it back on
track toward success. This includes activities to identify and
respond to issues and problems across the project, as well as
to influence or otherwise request customer and management
attention to such mactters.

The Perform Phase is designed to help the project manager
oversee work performance, and provides the ability to moni-
tor and document staff and vendor performance. It provides
for reporting of work progress and assessment of associated
project status and progress. As may be needed or required,
it provides for the conduct of project, project management
audits, and technical reviews, and oversees the achievement
of prescribed project deliverables.

An important focus of the Perform Phase is in its facili-
tation of contract administration activities for the customer
contract and any vendor contracts. This ensures proper man-
agement of billing and invoicing, oversight of the fulfillment
of contractual obligations, and contributions to the oversight
of other business aspects of the project.
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Post Phase

The Post Phase presents the processes needed to close out
the project and all associated business, technical, and project
management activities. It includes obtaining project stake-
holder acknowledgment and acceptance of project closure.

"The Post Phase attends to the closeout of customer activities
and associated discontinuation of further project-based affili-
ation with the customer. Although normally achieved in the
Perform Phase, closeout activities will monitor completion of
customer project deliverables acceptance actions. They will also
prompt a postproject examination of customer participation,
including an associated evaluation of customer satisfaction.

The Post Phase has a major focus on the collection and
documentation of lessons learned as a means to improve
and enhance future project and project management perfor-
mance. Lessons learned are prescribed in all six methodology
performance areas—customer, project, staff, vendor, busi-
ness, and management. This phase provides the guidance for
conducting and documenting project lessons learned from
all relevant sources.

The Post Phase further prescribes steps for the evaluation
of performance across most project stakeholders, particularly
the evaluation of staff and vendor performance. It likewise
provides capability for evaluation of PMO management,
project manager, and customer performance.

The Post Phase also ensures closeout of contractual
obligations and contract documents. This includes steps to
monitor final invoice payments (incoming and outgoing) as
important criteria for project closure.

PROCESS ROLES AND
RESPONSIBILITIES

The Process Guide identifies individuals having roles and
responsibilities within the various process steps. The follow-
ing list provides a general description of those individuals
and their associated roles and responsibilities. Position titles
(roles) and responsibilities will vary from organization to
organization and across industries. Process Guide users should
examine these descriptions against existing titles and termi-
nology in order to align and assign individual methodology
responsibility in the organization.

The primary roles used in this process guide are presented
in the following list.

B Business Development Manager—This individual has
the responsibility for acquiring new business, main-
taining revenue from current business, and often man-
aging customer relationships. In many organizations,
this role is represented by the sales staff; in others, it

may be handled by a customer program manager or
customer representative.

Business  Operations Manager—This individual has
responsibility for managing a technical function, busi-
ness operation, or business unit. Resources, including
project managers, may be aligned with business man-
agers. Business operations managers are project stake-
holders to the extent that projects affect their business
operations. They are generally concerned with project
performance in terms of how well projects fulfill busi-
ness interests and objectives.

Contract Manager—This individual has responsibility
for contract oversight, and this role might be repre-
sented by a team of contract managers. Similarly, this
role could be a staff position within the more mature
PMO. The contract manager oversees administration
of customer and vendor contracts and advises the proj-
ect manager on contract management matters that do
not require professional legal intervention.

Executive Control Board—The executive control board
is the senior-level management group that is respon-
sible for providing business guidance and direction for
application in the project management environment.
It is also normally responsible for deliberating business
opportunities and selecting projects to be pursued.
This executive-level body may exist within the orga-
nization under different naming conventions. It might
be called the project control board, management over-
sight committee, project portfolio committee, or, in a
technical organization, the systems control group. It
may report to a higher-level executive or board of exec-
utives, or may itself be the group of senior executives
in the organization. The project executive or sponsor
should normally be a member of this group, and ide-
ally the PMO head is also a member. In some instances
in smaller organizations, a single executive may per-
form the deliberation and decision-making functions
of this group.

Opportunity Manager—The opportunity manager
is the individual who has responsibility and relevant
authority for examining new business opportunities
and managing the associated project selection process.
The opportunity manager combines technical expertise
with business acumen to fulfill these responsibilities. In
some organizations, this is a distinct and separate role
or one aligned with the PMO. In others, this may be a
part of the business development manager’s responsi-
bility. In some smaller organizations, the project man-
ager may also serve as the opportunity manager.
Proposal Team—This team is a group of individuals
formed to develop and submit the combined techni-
cal and business proposal to the customer. The pro-
posal team may include project team members, and, in



smaller organizations, the proposal team is the project
team. However, a proposal team member could also be
part of the PMO staff that regularly assists in or facili-
tates the proposal development process, or an individ-
ual assigned to just the business aspect of the proposal
development effort (usually as a specialist in such areas
as pricing strategy, contract negotiations, legal terms
and conditions, etc.). The proposal team can be dis-
banded upon contract award (or upon proposal sub-
mittal to the customer).

Project Customer—The project customer is the inter-
nal or external recipient of project deliverables based
on the needs and requirements that have been estab-
lished, and thereby the customer has a vested inter-
est in project progress and project status. Customers
warrant active involvement in all phases of the project,
but customer participation levels may sometimes vary.
Customer interaction and management is a promi-
nent activity of project management, and customers
should be encouraged to participate in collaboration,
coordination, and acceptance or approval activities in
a timely manner. External customers usually conduct
projects as a business endeavor, using some type of for-
mal contract or agreement that maintains accountabil-
ity for both parties. Similarly, a contract or agreement
should be established for internal customers and used
in a manner so as to maintain mutual accountability
and to guide outcomes for internal projects.

Project Executive (Sponsor)—The project executive is
the individual who has responsibility for achieving
strategic business objectives through project selec-
tion and performance. This role usually has particu-
lar interest in four business areas: revenue generation,
operational efficiency, customer satisfaction, and new
product development. The project executive is the
likely owner of a portfolio of projects that have been
selected to achieve strategic business objectives. In
addition, the project executive may sit on or possibly
chair an aligned executive control board (or some other
committee) that is used to review, select, and prioritize
project work efforts. For purposes of this methodol-
ogy, the terms project executive and project sponsor are
used interchangeably. The project sponsor normally
has authority to allocate resources, assign project man-
agers, and terminate the project at any time. In some
larger organizations, the project sponsor may be a dis-
tinct role from that of project executive. If distinct,
the project sponsor works with the project executive to
ensure strategic business alignment.

Project Managemenr Office—The PMO is the internal
entity (possibly a business unit) that has responsibil-
ity for central project management oversight, control,
and support. In this role, it represents project managers
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and project performance to executive management,
and executive management policies and guidance to
the project management environment. Its charter can
include specific project management functionality or
full authority to act in areas of business and techni-
cal process integration within the project management
environment. It normally has central responsibility for
developing, implementing, and maintaining the pre-
ferred project management methodology and associ-
ated practices.

Project Manager—The project manager is the individual
who is assigned responsibility and relevant authority for
achieving the objectives of a specific project. The pro-
fessional project manager should have combined tech-
nical and business expertise to fulfill this role. Under
the concepts of modern project management, there is a
wide range of activities to be performed and a number of
diverse responsibilities to fulfill. Therefore, this should
be a full-time position on most projects. The project
manager should be designated by and work under an
established project charter, issued by either the PMO
or the project executive (sponsor), which identifies the
roles and responsibilities to be fulfilled. On larger proj-
ects, project management assistants can be designated
to reduce the burden on one person. Sometimes this
assistance resides in the PMO, where it can be accessed
simultaneously by multiple project managers.

Project Planning Team Member—The project planning
team member is a resource assigned to conduct planning
activities for a specific project. This may be a full-time
or part-time role. The project planning team member
may also be a project team member, who will remain
on the project after preliminary planning is completed.
Where practical, the project planning team should be
composed of project team members. However, the
project planning team member could also be a member
of the PMO staff who regularly assists in or facilitates
the planning process, or an individual assigned just to
the planning aspect of the project (usually as a special-
ist in such areas as quality control, project estimating,
project scheduling, etc.). The project planning team
can be disbanded upon completion of the initial plan-
ning effort, but team members usually remain on call
(if not already assigned as project team members) for
the duration of the project in order to refine or update
project plan components as the need arises.

Project Team Member—The project team member is
an assigned resource for a specific project. This may be
a full-time or part-time role. In general, anyone who
works within one or more phases of the project can be
considered a project team member. This means there
are points in time at which the so-called “operational”
personnel are participating as project team members.
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However, for many organizations, the project team
member is represented as an element of the techni-
cal, administrative, or labor staff who is specifically
assigned to the project for a prescribed period and for
the purpose of performing specific types of work.

B Resource Manager—The resource manager is the indi-
vidual who has responsibility for providing the resources
needed for assignment to specific projects. This person
can be a supervisor or resource “owner” at various levels
in the organization. In a matrix-based project manage-
ment organization, the resource manager is normally
external to the project but supplies the resources needed
to accomplish the technical work upon requests from
project managers, consistent with allocations made by
the project executive (sponsor). In an integrated proj-
ect management organization, the project manager or
PMO may be the resource manager.

B Vendor—The vendor is an external individual or orga-
nization whose products, services, and capability are
acquired for a specified performance period associ-
ated with the pending opportunity or project at hand.
The term vendor is used to represent the outsourcing
of work to resources that have demonstrated the staff
qualification and capability to achieve required proj-
ect deliverables. This term can be used interchangeably
with related external product and service providers
such as contractor, consultant, supplier, etc.

SCALING PROJECTS USING
THE METHODOLOGY

‘The Process Guide prescribes guidance for accomplishing the
essential elements of project management. It uses a process
step format, in which each process step is supported by a
process tool contained in the accompanying Process Toolkir.
This allows users to know that when a tool is completed, the
associated process step is similarly completed, or at least ini-
tially completed.

Project management is inherently a rigorous activity.
However, rigor will increase or decrease based on the size,
value, and complexity of the project. The Process Guide sup-
ports a rigorous approach to project management when it is
needed. However, it can also be adapted for projects that do
not require such rigor.

There are three ways that users can adapt the Process
Guide to different types of projects: (1) scaling the methodol-
ogy process, (2) creating a methodology “Lite” toolkit, and
(3) using project management logs as the primary tool.

Scaling the Methodology Process

This methodology might be considered a rigorous process
because of its comprehensive approach to project management.
The focus, however, should be on how the methodology pres-
ents the several or, more precisely, the 24 “essential” elements
of project management. These elements are the things that
need to be done on each project to ensure that it is properly
managed. The greater detail with which projects are managed
will provide a higher level of confidence that a project will be
successfully completed—on time and on budget.

Performing these essential elements of project manage-
ment is recommended for every project undertaken by the
organization. It is the depth to which they are performed and
the time available (or needed) to perform each element that
are variable and somewhat negotiable. For example, a high-
value, multiyear project might warrant forming a team of
several people to perform an extensive project risk assessment
that takes several days, or even weeks, and then requires fre-
quent tracking and follow-up action. Conversely, a smaller
project that is barely a month long might simply require the
project manager to follow fundamental aspects of the pre-
scribed process, set aside some time, maybe an hour or less,
and then consider and document some thoughts on project
risks. The point made here is that a project risk assessment
was performed for both the complex project and the simple
project; the depth of performance was adjusted according to
project needs. In a similar manner, all primary process ele-
ments should be performed for every project.

The example here shows adaptation or scaling of the pro-
cess element for risk between two extremes. All process ele-
ments can (and probably should) be scaled for virtually all
projects. Consider the following ways to scale the methodol-
ogy for use on different projects:

B Requirements Scaling—The organization identifies the
outputs that will be required for each process element,
and then specifies how that output will vary for differ-
ent types of projects. This is translated into specifying
what information collection and analysis is conducted
using the Process Toolkit, that is, which sections of each
tool will be required and which will be designated as
optional for different types of project work.

B Process Step Scaling—The organization determines
which of the process elements require full attention
and completion on every project, and then specifies
which underlying process substeps may be adapted for
limited or optional use.

B Project Manager Scaling—The individual project man-
ager determines the depth and extent to which each
methodology process element will be completed to
ensure effective project management.



It is appropriate to mention at this juncture that some orga-
nizations may also wish to increase the rigor of the meth-
odology (or selected process elements) by incorporating or
integrating additional processes, by adding more informa-
tion collection and reporting requirements, or by expanding
the managementlevel reviews of project management pro-
cesses accomplished.

Scaling Projects by Creating a
Methodology “Lite” Toolkit

The organization or end user may wish to develop a set of
downsized tools that will be designated as the Methodology
“Lite” Toolkit. It can be used for smaller projects in place of
the standard toolkit. It can also be used in combination with
the standard toolkit to customize and conduct the process
step scaling described earlier.

A recommended approach for doing this is to take key
extracts from the standard toolkit. That is, take and use only
the key content items of each standard tool. For example, the
first section of each tool within each of the 24 process areas
can be combined. This results in having 24 tools rather than
96 tools to manage, and reduces the number of tools nec-
essary to perform a process element to one instead of four.
The standard toolkit remains available for use, should one or
more process elements require a more detailed management
capability.

Scaling Projects Using Project
Management Logs

Another feature of this methodology is the inclusion of a
wide assortment of management logs in the various tools. If
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the methodology process has to be extremely limited, then
the organization or end user may wish to extract a relevant
series of logs for use as an alternative approach that will still
provide a reasonable level of project management effective-
ness, although not quite as good as when using the complete
methodology toolkit.

When such a Logbook is created, it enables the end user
to capture much of the critical project management informa-
tion that transcends the project. Constant maintenance and
frequent review of the Logbook will ensure that no major
problems occur to hinder project progress.

STANDARD FEATURES OF
THE PROCESS GUIDE

The ProjectPRISM™ Process Guide is constructed to provide
the following information for each process element:

Process Description

Schedule or Timing

Process Steps and Toolkit Reference

Responsibility (for performing the process element)
Process Input

Process Output (project management deliverable)

This information can be used to guide project progress, as
well as to monitor and manage the accomplishment of proj-
ect management activities to ensure project success. The text
following presents the process elements prescribed for each of
the four project management life-cycle phases.






Chapter 1

Phase 1:
Profile Processes

1.1 CUSTOMER PROFILE

This process element creates a Customer Profile that enables
the project manager, project team, and other key project
stakeholders to learn about the customer’s organization
relative to the work to be undertaken. This knowledge or
awareness about the customer will allow stakeholders in the
performing organization to manage customer contacts and
expectations, and to gain insight into the nature of the cus-
tomer’s business. It will provide for the collection and review
of preliminary information about the opportunity the cus-
tomer has identified, and it will facilitate the transition from
prospect to customer. Over time, the information compiled
in this process element will assist the project manager and
others in making and communicating decisions that are
consistent with the customer’s business interests and require-
ments for the project.

Schedule/Timing

‘The Customer Profile is created during the initial examina-
tion of the customer’s needs, interests, and ability to fund the
project. It can be started upon identification or notification
of the customer opportunity. The resulting profile may be
used and updated throughout the project’s duration.

Process Steps and Toolkit Reference

The following four process steps will be accomplished to cre-
ate the Customer Profile:

B 1.1.1 Customer Directory—Identify the customer’s
organization as well as the key business and technical

contacts in the customer’s organization who will con-
vey needs and requirements, establish the contract or
agreement, collaborate on the project planning effort,
and manage the performance and payment of project
services and deliverables.

B 1.1.2 Customer Business—Compile and review the
customer’s business information to gain reasonable
insight into the customer’s business operations. This
information can be used to facilitate subsequent busi-
ness activities, project solution planning, and future
business opportunities through demonstrated aware-
ness of the customer’s business.

B 1.1.3 Customer Opportunity—Obtain and examine
relevant information to gain a reasonable understand-
ing of the customer’s business needs and interests as a
basis for describing the customer opportunity. Use this
information when preparing the project definition and
in planning and collaborating the business and techni-
cal solutions with the customer.

B 1.1.4 Customer Record—Compile any current or
previous work performed for this customer to review
the customer’s business history. Use this to examine
business risk, reasonableness of the customer’s pursuit
of the opportunity, and probability of selection by the
customer. Monitor and manage issues associated with
the customer.

Responsibility
Primary

B Business Development Manager
B Project Manager
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Alternates and Adjuncts

Opportunity Manager (Alternate)
PMO (Alternate)
Project Customer

Project Executive (Sponsor)

‘The Customer Profile may be started by the business devel-
opment manager if the customer is external and is acquired
through business development or sales efforts. If there is no
accompanying sales activity, the project manager (or alterna-
tively, opportunity manager or PMO) will have responsibility
for fulfilling the prescribed process element. An opportunity
manager may be assigned to oversee organizational interests
and control the opportunity prior to a project manager being
assigned. The opportunity manager may reside within the
PMO, or the PMO may have direct responsibility for this
process element. The project customer may be contacted
directly (or through the business development manager) to
assist in completing this profile. The project manager then
has responsibility for maintaining this profile for the dura-
tion of the project. The project executive (sponsor), as well as
other project stakeholders, may conduct initial and interval
examinations of the Customer Profile, usually as a part of sub-

sequent bLlSiIlCSS case reviews and pI‘OjCCt gateway reviews.

Process Input

The following information, actions, materials, and resources

represent relevant inputs to this process:

Customer business telephone directories
Customer organizational charts

Customer brochures and prospectus materials

Business articles and information pertaining to the

customer from Internet business Web sites

B Market information on publicly held companies from
Internet business Web sites

B Technical information on previous customer project
work from the internal project archives

B Business information on previous customer project
work from the internal project archives

B Opportunity information from meetings and tele-
phone calls with relevant customer contacts

B [ssues and actions information related to the cus-
tomer opportunity

B Solicitation documents (e.g., requests for propos-

als [RFPs], requests for information [RFIs], etc.), as

released and provided by the customer

Process Output (Project
Management Deliverable)

The primary output of this process is the Customer Profile.
This profile contains information that facilitates project
management, develops the customer relationship, and helps
achieve the customer’s expectations.

1.2 PROJECT PROFILE

This process element creates a Project Profile that enables the
project manager, along with various adjunct participants, to
prepare a complete description of the project effort. A project
definition is created to ensure that project planners and proj-
ect team members have a clear and common understanding
of the purpose and boundaries of the pending work effort.
Project estimates for cost, schedule, and resource utiliza-
tion are prepared and aligned with the project definition. A
project classification is established not only to align the effort
with internal business interests but also to identify the extent
and depth of project management required. Finally, a project
record is created to examine stakeholders and manage proj-
ect issues, and project archives are accessed to contrast the
current opportunity with previously performed projects by
review of any related lessons learned that should be applied
to the pending effort.

Schedule/Timing

The Project Profile is created during the initial examination of
the business opportunity concurrent with the identification or
notification of the customer opportunity. It requires sufficient
information and input from the customer to properly capture
the purpose and boundaries of the project. The resulting pro-
file is used and updated throughout the project’s duration.

Process Steps and Toolkit Reference

The following four process steps will be accomplished to cre-
ate the Project Profile.

B 1.2.1 Project Definition—Compile relevant infor-
mation to develop a complete and comprehensive
description of the project work effort. Specify project
objectives and scope. Prepare initial project estimates
(use process step 1.2.2 for more detailed planning
estimates). Identify and associate project deliverables.
Examine project assumptions and constraints.

B 1.2.2 Project Estimates—Initial project estimates are
usually order-of-magnitude estimates associated with
the Project Definition. Budget and definitive estimates
are more detailed and aligned with the project work



plan and work breakdown structure (WBS). Use les-
sons learned reviews to help prepare project estimates.

B 1.2.3 Project Classification—Determine project
classification based on an examination of criteria that
describes and evaluates project business interests, proj-
ect performance characteristics, and project complex-
ity. The initial determination of project classification
may be adjusted following subsequent business and
opportunity analyses.

B 1.2.4 Project Record—Identify the key project stake-
holders involved in project performance, deliverable
acceptance, and resource assignments. Review and
identify lessons learned from previous projects of simi-
lar nature to this project to guide project definition
development. Monitor and manage issues associated
with project performance.

Responsibility
Primary

B Project Manager

Alternates and Adjuncts

B Opportunity Manager (Alternate)
PMO (Alternate)

Business Development Manager
Project Customer

Project Executive (Sponsor)
Project Team Members

The project manager (or alternatively, opportunity manager
or PMO) applies project management skill, knowledge, and
experience to construct the Project Profile. An opportunity
manager may be assigned to oversee this process element
prior to a project manager being assigned. The opportunity
manager may reside within the PMO, or the PMO may have
direct responsibility for this process element. If a business
development manager is assigned, contributions from that
source should be solicited. However, the Project Profile is
largely a technical document for which the project manager
(or alternately, the opportunity manager or PMO) should
have the lead responsibility. Project team members qualified
in areas of planning, project estimation, and scope manage-
ment can also become contributors if so delegated. Similarly,
the project customer should be solicited for content input
and review. If the project customer has issued a solicitation
document, one or more clarification meetings might also be
arranged. The project manager then has responsibility for
maintaining this profile for the duration of the project. The
project executive (sponsor), as well as other project stakehold-
ers, may conduct initial and interval examinations of the
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Project Profile, usually as a part of subsequent business case
reviews and project gateway reviews.

Process Input

The following information, actions, materials, and resources
represent relevant input to this process:

B Customer Profile (process element 1.1), as concur-
rently developed

B Technical lessons learned from previous projects from
the internal project archives

B Business lessons learned from previous projects from
the internal project archives

B Standards, metrics, and methods for estimating cost,
schedule, and resource utilization

B Opportunity information from meetings and tele-
phone calls with relevant customer contacts

B Opportunity information from discussions with the
business development manager

B [ssues and actions information related to the potential
conduct of the project

B Solicitation documents (e.g., RFPs, RFIs, etc.), as
released and provided by the customer

Process Output (Project
Management Deliverable)

The primary output of this process is the Project Profile. This
profile contains information that facilitates business case
review and project selection, guides subsequent project plan-
ning, contributes to project gateway review decisions, and
provides some limited influence for establishing project man-
agement oversight requirements.

1.3 STAFF PROFILE

This process element creates a Staff Profile that enables the
project manager, along with adjunct participants, to influence
the allocation of project resources during the Profile Phase,
and to manage resource assignments and performance dur-
ing the Plan Phase and the Perform Phase. The Staff Profile
is a summary document that can be used in determining
the need of and requesting resources for project assignments.
It establishes the project structure that is preferred by the
project manager, consistent with organizational guidance. It
also identifies and tracks any project-specific qualifications
required for project team members. The Staff Profile can be
an integral part of the business case review conducted by
executives and senior managers.
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Schedule/Timing

‘The Staff Profile can be initiated in conjunction with creating
the project definition, but it can be accomplished at any time
during project initiation. Its preparation sometimes contin-
ues into the Plan Phase (where resource acquisition actually
occurs). The resulting profile is used and updated throughout
the project’s duration.

Process Steps and Toolkit Reference

The following four process steps will be accomplished to cre-

ate the Staff Profile:

B 1.3.1 Staff Directory—Identify the staff’ organiza-
tions from which project staff can be acquired. Specify
any notable technical leaders assigned to this project
team. List the individual stafl members of the project
team who will be assigned for purposes of performing
project work.

B 1.3.2 Staff Structure—Identify and describe the staff
organization that will be created to support the project
effort. List relevant resource managers who will supply
staff resources. Develop a formal or informal depiction
of the project organization chart.

B 1.3.3 Staff Qualification—Review and specify project
staff qualification requirements—things that have to
be accomplished for individuals to work on the project.
This includes certifications and licenses, specification
and management of security and access clearances, and
general training (see process step 2.3.2 for preparing a
detailed training and development log).

B 1.3.4 Staff Record—Manage staff resources informa-
tion relative to project team assignment requirements,
individual qualifications, experience, and project his-
tory, and manage results of staff work performance and
postproject activities.

Responsibility
Primary

B Project Manager
B Resource Manager

Alternates and Adjuncts

B Opportunity Manager (Alternate)
B PMO (Alternate)

B Business Development Manager
B Project Executive (Sponsor)

The project manager (or alternatively, opportunity manager
or PMO) applies project management skill, knowledge, and
experience to construct the Szaff Profile. An opportunity
manager may be assigned to oversee this process element
prior to a project manager being assigned. The opportunity
manager may reside within the PMO, or the PMO may have
direct responsibility for this process element. If a business
development manager is assigned, contributions from that
source should be solicited relative to customer staff perfor-
mance issues and expectations. However, the Staff Profile
is largely a project management document for which the
project manager (or alternately, the opportunity manager or
PMO) should have the lead responsibility. Although resource
acquisition is not formalized until the Plan Phase, the proj-
ect manager can begin discussions with relevant resource
managers in this step in anticipation of identifying specific
resource needs. The project manager then has responsibil-
ity for maintaining this profile for the duration of the proj-
ect. The project executive (sponsor), as well as other project
stakeholders, may conduct initial and interval examinations
of the Staff Profile, usually as a part of subsequent business

case reviews.

Process Input

The following information, actions, materials, and resources
represent relevant inputs to this process:

B Customer Profile (process element 1.1), as concur-
rently developed

B Project Profile (process element 1.2), as concurrently
developed

B Staff Plan (process element 2.3), as concurrently or
subsequently developed

B Technical staff information and performance records

B Staffing information from discussions with the busi-
ness development manager

B Staffing information from discussions with individual
project team members

B Staff training and certification records

B [ssues and actions information related to staff selection
and performance

B Solicitation documents (e.g., RFPs, RFIs, etc), as
released and provided by the customer

Process Output (Project
Management Deliverable)
The primary output of this process is the Swuff Profile. This profile

contains information that facilitates team member acquisition
and assignment, and team member performance management.



1.4 VENDOR PROFILE

This process element creates a Vendor Profile that enables the
project manager, project team, and other project stakehold-
ers to learn about and maintain information on each ven-
dor’s organization relative to the work to be undertaken. This
information will provide for the collection and review of pre-
liminary information about the vendors offerings, and con-
tribute to the identification and selection of qualified vendors
for project work. Over time, the information compiled in
this process element will assist the project manager and oth-
ers in making and communicating decisions about vendor
utilization and performance management.

Schedule/Timing

The Vendor Profile can be initiated in conjunction with con-
structing the Staff Profile, but it can be accomplished at
any time vendor acquisition occurs during the project. The
resulting profile is maintained and updated throughout the
project’s duration when vendors are assigned or affiliated.

Process Steps and Toolkit Reference

The following four process steps will be accomplished to cre-
ate the Vendor Profile:

B 1.4.1 Vendor Directory—Identify the vendor orga-
nization and vendor contacts that will establish and
manage the vendor contract and agreement, collabo-
rate on the vendor’s work planning effort, and perform
and manage the vendor’s project work as well as invoic-
ing of vendor products and services.

B 1.4.2 Vendor Business—Obtain and examine rel-
evant information about the vendor’s business organi-
zation as a basis for vendor selection, vendor retention
and assignment, vendor management, and for gaining
insight into the vendor’s business capability and busi-
ness approach.

B 1.4.3 Vendor Qualification—Track and manage the
list of vendors qualified by the organization and eli-
gible to perform work assignments on this project. If
desired, maintain two lists: one for vendors who will
serve primarily as staff members to provide products
and services, and one for vendors who will serve pri-
marily to provide goods and supplies.

B 1.4.4 Vendor Record—Compile and review any previ-
ous project or services work conducted by each vendor
(for the organization or for the customer) to check for
vendor fit with this project. Use this when examining
vendor business risk and vendor selection. Monitor and
manage issues for this vendor.
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Responsibility
Primary

B Project Manager
B Vendor

Alternates and Adjuncts

B Opportunity Manager (Alternate)
B PMO (Alternate)
B Project Executive (Sponsor)

The project manager (or alternatively, opportunity manager
or PMO) applies project management skill, knowledge,
and experience to construct and manage the Vendor Profile.
An opportunity manager may be assigned to oversee this
process element prior to a project manager being assigned.
The opportunity manager may reside within the PMO, or
the PMO may have direct responsibility for this process
element. The project manager then has responsibility for
maintaining this profile for the duration of the project, as
vendors continue to be assigned or affiliated with the proj-
ect. The vendor is often involved in this process element for
purposes of collaborating and communicating vendor capa-
bility information and vendor project performance plans
for consideration during the vendor selection process. The
project executive (sponsor), as well as other project stake-
holders, can conduct initial and interval examinations of
the Vendor Profile, usually as a part of subsequent business
case reviews.

Process Input

The following information, actions, materials, and resources
represent relevant inputs to this process:

B Project Profile (process element 1.2), as concurrently
developed

B Swuff Profile (process element 1.3), as concurrently
developed

B Staff Plan (process element 2.3), as concurrently or
subsequently developed

B Vendor Solicitation (process step 2.4.1), as concurrently
or subsequently developed

B Vendor Proposal (process step 2.4.3), as concurrently or
subsequently developed

B Vendor capability brochures

B Vendor performance information and records

B [ssues and actions information related to vendor selec-
tion and performance

B Solicitation documents (e.g., RFPs, RFIs, etc.), as
released and provided by the customer
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Process Output (Project
Management Deliverable)

The primary output of this process is the Vendor Profile, and
one is created and maintained for each vendor. This profile
contains information that facilitates aspects of the vendor
selection and acquisition process, and assists in vendor per-
formance management.

1.5 BUSINESS PROFILE

This process element creates a Business Profile that is an
essential part of the project selection process. It allows the
project manager to document the business advantages to be
achieved, and it enables senior and executive managers to
examine the opportunity relative to its potential to fulfill
business interests and achieve strategic business objectives.
The project manager and business development manager,
or key alternates, compile a significant amount of informa-
tion about the opportunity, screen that information against
established project selection criteria, conduct an examination
of business risk, and prepare the business case along with
project selection recommendations for review by decision
makers in the organization.

Schedule/Timing

‘The Business Profile can be initiated in conjunction with
constructing the Customer Profile and Project Profile, and
normally should be reviewed for consistency with the Staff
Profile. The resulting profile is maintained and updated
at intervals in the project to ensure that the business case
remains valid for the duration of the project.

Process Steps and Toolkit Reference

The following four process steps will be accomplished to cre-
ate the Business Profile:

B 1.5.1 Business Case—Obtain and examine relevant
business information as a basis for making a project
selection decision. Use this information in combina-
tion with other profile sheets to answer the fundamen-
tal question, “Why should this project be selected?”

B 1.5.2 Business Risk Examination—Compile and
review previous project work and associated business
results for business risks that could be encountered
with the selection and performance of this project. A
general review of risk areas should be followed by a
detailed analysis of business risks.

B 1.5.3 Business Financial Analysis—Compile and
review any previous project work and associated

business results to ascertain the cost/benefits of per-
forming this project. Select the financial analyses to be
performed, conduct the analyses, and enter the results
of each analysis.

B 1.5.4 Business Recommendation—Review the busi-
ness case, along with other profile information and
project definition to develop a recommendation for
project selection. Also, identify the prominent selec-
tion criteria used, and summarize the prepared pro-
and-con arguments.

Responsibility
Primary

B Project Manager
B Business Development Manager

Alternates and Adjuncts

B Opportunity Manager (Alternate)
B PMO (Alternate)

B Project Executive (Sponsor)

B Executive Control Board

The project manager (or alternatively, opportunity manager
or PMO), usually in collaboration with the business develop-
ment manager, applies project and business skill and insight
to prepare and manage the Business Profile. An opportunity
manager may be assigned to oversee this process element
prior to a project manager being assigned. The opportunity
manager may reside within the PMO, or the PMO may have
direct responsibility for this process element. The project
manager then has responsibility for maintaining this profile
for the duration of the project to ensure that the business
case remains valid until project completion. The executive
control board is usually responsible for determining and pro-
viding the project selection criteria applied in business case
preparation. It is also responsible for conducting a review of
the business case as a basis for project selection. The proj-
ect executive (sponsor), as well as other project stakehold-
ers, should conduct initial and interval examinations of the
Business Profile, usually as a part of subsequent business case
reviews and project gateway reviews.

Process Input
The following information, actions, materials, and resources

represent relevant inputs to this process:

B Customer Profile (process element 1.1), as concurrently
developed, and when finalized



