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LARGE PROJECTS



Main Steps — Large Projects

Deliverables

Initiate

* Requirements ID

» Stakeholder ID

* Kickoff Meeting

* Project Charter

+ MOU

» Statement of Work

* Problem Definition

* Business Outcomes

* Performance Measures

» Assignment of PM

» Align w/Enterprise Strategy
» DTS Acceptance Signoff

» Sponsor Acceptance

* Assign Department Lead

» Assumptions & constraints
* Process mapping

* Funding Source Id

» Cost Benefit Analysis

Plan

* Project Plan

» Work breakdown Structure
* Budget

* Team ID

» Communications Plan

» Cost Estimates

* Risk Plan

* Quality Plan

* Procurement Plan

* Test Plan

* COTS Analysis

* Project Size Determination
» Design Plan

* Implementation Plan

* Training Plan

Execute

» Subteam formation

» Component Team

+ Work Packet Deliverables
* Artifact Collection

* Test Plan Peer Review
* Subunit Testing

* Integration Testing

» System Testing

» Training

+ Artifact Reuse

» Exception Reporting

+ Status Reporting

Project Management Process

Control

+ Earned Value Analysis

* Responsibility Assignment
Matrix

» Configuration Management

* Milestone Deliverables

* Risk Assessment

» User Acceptance Testing

* Project Audit (Triage)

Close

» Contractor Assessment
+ Bill Payment

* Lessons Learned

» Best Practices

* Post Mortem Meeting

* PM & Team Evaluations
* Training Plan Updates
* Artifact Wrap-up

* Project Write-up

* PM Closing Survey

* Customer Interview

» Celebrations/awards

Transition

» Post Mortem Action Plan
» Operations Plan

* Monitoring Plan

» Transition Plan

» Audit

» Performance Measures Update

» Vendor Support Process



Tollgate Deliverables for Large Projects



Large Project Methodology
T61 - Initiate to Plan

Documents Required Process Steps
« DTS Acceptance *  PM request a TG1 meeting. Meeting includes the PM, CRT (for
Signoff (1) Application Development Projects only), PMO, CTO & Functional
Team Leaders involved in this project. It is scheduled within a 1

including: Requirements hour timeslot via the PMO prior to Phase 1 completion.

Document (see Appendix

for R, . : : .
F(i(f)w%lﬁiif;ggts * PM provides PMO with a copy of the Requirements Definition

Example) document and Stakeholder Identification form (2).

. : *  PMO will notify PM of meeting date, time & location. And will
PM Assignment (1) schedule the CTO and Functional Team Leaders and distributes
read ahead materials to meeting participants.

e Stakeholder 1D (2)
* PM will present the Process Map, Cost Benefit Analysis for the

* Sponsor proposed solution (and other documents, if available) showing
Acceptance(1) the activities needed to complete the requirements.
*  Process Map *  Group will decide on the merits of pursuing the project, discuss

assumptions, constraints and risks, workload implications and

. Cost Benefit Analysis overall project readiness.

(3)
* CTO signs off on DTS Acceptance if project is to go forward.



Large Project Methodology

Documents Required

Project Plan (MS Project
Schedule)

Team ID (4 & 5)

Project Size Determination
Communications Plan (6)
Risk Plan (7)

Implementation Plan

162 - Plan to Execute

Process Steps

PM prepare Project Plan, Summary Responsibility Assignment
Matrix (5), Communications Plan(6), and Risk Plan(7) and the
Implementation Plan (a brief narrative — see Project

Methodology Glossary).

PM meet with Functional Team Manager of each DTS project
team member and get signoff on Project Staffing Agreement

-

Provide PMO with copy of each completed form, narrative
and agreement

PMO will briefly present the documents at the next Chief’s
meeting (occurs weekly) and recommend the Project Size for
this project (L.e., Large, Lite or Mini).

Chiefs will make recommendations and/or concur that the
project should continue as planned by the PM.

PMO will contact PM to give feedback and suggest artifacts to
collect during the project.



Large Project Methodology
164 - Control to Glose

Required Documents Process Steps
Configuration Management Records e  When 80% of the project is completed,
Documents showing completion of the according to the PM’s estimates, the
Milestones (8) PMO should be contacted to review

User Signoff of User Acceptance Tests and discuss these documents which the

) PM has been maintaining:

Maybe required - Project Audit



Large Project Methodology
T65 - Glose to Transition

Deliverables Required

Post Mortem Meeting

PM & Team Evaluations

Process Steps

PM contacts the PMO to execute The
Project Closing Process.

PMO will distribute the PM & Team
Evaluations forms for completion and
return them to the Functional Team Leader
or manager for inclusion in the project team
member’s or PM’s performance plan.

PM & Functional Team Leaders will discuss
and document Training Plan for the project
team members for inclusion in the project
team members performance plan.

PM will collect all project artifacts and
deliver to the designated repository.

PM/CRT will arrange for project team
celebration or make awards
recommendations to Division Chiefs.



Large Project MS Project Template
Located at I:\PM
Called

Large Project Template Import.mpt

(to be used within MS Project only)

See next 4 slides for contents of the template



1D o Task Name Duration

0 Large Project Template 1 day?
1 Initiate 1 day?
2 PM assigned to start process with CRT 1 day?
3 Identify customer lead and sponsor 1 day?
4 Identify stakeholders 1 day?
5 Develop "current’ process map 1day?
6 Define SMART functional requirements - from sponsor, dept. lead and key stakeholders 1 day?
7 Define the critical to quality factors - Draft the Quality Plan from these 1 day?
8 Kickoff Meeting - clarify stakeholders, identify assumptions, risks and constraints e 1 day?
9 Identify funding (estimate) ' 1 day?
10 Perform cost/benefit analysis on suggested solution, if any, include analysis of COTS where available 1 day?
11 TG1 meeting with PMO 1 day?
12 Submit required documents from (tasks 4,5,6 and 9 above) for TG1 meeting 1 day?
13 DTS GO/STOP achieved (milestone) 0 days
14 Plan 1 day?
15 @, Develop 'new' process map & other Design Plan documents (network diagrams, etc.) in Visio & attached 1 day?
16 WBS 1 day?
17 (Customize this area with your WBS - the lowest level of each task should be a deliverable, include testing prior to completion) 1 day?
18 Assign Staff Resources 1 day?
19 Meet with other Functional Team Managers and Dept Lead to obtain project staff 1 day?
20 Complete the Project Staffing Agreement (4) 1day?
21 @. Complete the Summary Responsibility Assignment Matrix (5) 1 day?
22 Update this MS Project template with resources 1 day?
23 Meet with project team to level set on controls to be used throughout the project, i.e., conﬁguraflcn management, milestones, risk 1 day?
24 Communications Plan 1 day?
25 Draft the plan 1 day?
26 Submit to stakeholders and project team for comment 1 day?
27 @ Complete the Summary Communications Plan (6) 1 day?
28 Risk Plan 1 day?
29 Solicit information on project threats from stakeholders and project staff 1 day?
30 Do Risk Assessment ) 1 day?
31 @ Complete Risk Plan (7) 1 day?
32 Quality Plan - state all measurable outcomes 1day?
33 @ Procurement Plan (insert add'l steps for each Procurement component below as required) 1 day?
34 Consulting 1 day?
35 Determine if skills needed are available in-house 1 day?

Darqma 4




D Task Name Duration

72 PM meet with project teams lo review detailed WBS 1 day?
73 PM Provide JIT Training/Mentoring/Support to subtask owners as required 1 day?
74 (List tasks and their completion date milestones here, including testing) 1 day?
75 Integration Test 1 day?
76 Perform test 1 day?
i Verify resulls 1 day?
78 Responsible Subtask team(s) or individual(s) correct errors 1 day?
79 Retest 1day?
80 Collect results and preserve in project documentation 1 day?
81 Integration Testing complete - obtain signoffs 1 day?
82 System Test 1 day?
83 Perform test 1 day?
84 Verify results 1 day?
85 Responsible Subtask team(s) or individual(s) correct errors 1 day?
86 Retest 1 day?
87 Collect results and preserve in project documentation 1 day?
88 System Testing complete - obtain signoffs 1 day?
89 ~ Training 1 day?
90 Develop training platform 1day?
91 Develop training materials 1day?
92 Set up training facility to be used 1 day?
93 Notify class participants of training dates, procedures to follow 1day?
9% Execule training 1 day?
] Control 1 day?
96 Obtain Configuration updates from subteam leads and others 1day?
a7 Collect results for Risk Plans for each WBS packet 1 day?
98 Perform User Acceptance Testing 1 day?
99 Verify results 1 day?
100 Responsible Subtask team(s) or individual(s) correct errors 1 day?
101 Retest 1 day?
102 Collect results and preserve in project documentation 1 day?
103 User Acceptance Testing complete - abtain user signoff 1 day?
104 Notify PMO for TG4 Meeting 1 day?
105 PMO Project Audit (as required) 1 day?
106 Close 1 day?
107 Notify the PMO that the project is ready for closeout

1 day?




ID o Task Name Duration
108 Contact vendors to submit final billing 1 day’
109 Meet with stakeholders to discuss best praclices and lessons learned 1 day’
110 Collect and update as required all documentation and artifacts 1 day’
111 Prepare a Contractor(s) Assessmenlt(s) include with project documentation being collected 1 day’
112 Do performance evaluations with DTS project team members 1 day”
113 . Provide functional team managers with copy of evaluations of their team members 1 day?
114 Work with functional team managers to update training plans for project team members 1 day?
115 Ask PMO for PM Closing-Survey and complete it 1 day?
116 Plan and schedule celebration/awards . 1 day"
117 Notify PMO for TG5 Meeting 1 day?
118 PMO will do customer interviews 1 day?
119 PMO will schedule and conduct Post Mortem Meeting 1 day?
120 PMO will do project write-up based on artifacts, best practices, surveys, interviews and post mortem 1 day?
121 PM will prepare a Post Mortem Action Plan 1 day”
122 Transition 1 day?
123 Audit System if not newly developed to assess configuration management, operational performance and maintenance issues to be addressed 1 day?
124 Execute the Post Mortem Action plan, i.e., remaining things to do as identified during the Posl Mortem meeling 1 day?
125 Work with the project's subteam leaders/contractors to determine operational needs for the system ; 1 day?
126 Meet with functional team leaders and stakeholders to develop Transition Plan (maintenance processes and assign responsibilities) 1 day?
127 Develop Monitoring Plan to identify thresholds and link to Quality Plan variables and Performance Measures 1 day?
128 ) If old system benchmarks exist, update performance measures with sponsor to verify improvements 1 day?
129 Arrange for ongoing vendor support, as required 1 day?
130 Execute Transition to Operational Maintenance 1 day?
131 Release staff and resources for other projects 1 day?
132

133

134

135

136

137

138

139

140 1 day?




Lite Projects



Department of Technology Services (DTS)

Project Management Process

Main Steps - Lite Projects

Deliverables

Initiate Plan Execute Control Close

* Requirements ID * Project Plan + Artifact Collection » Configuration Management < Contractor Assessment
» Stakeholder ID * Budget * Test Plan Peer Review * Milestone Deliverables + Bill Payment

* Kickoff Meeting * Team ID * Integration Testing » User Acceptance Testing * Lessons Learned

» Statement of Work » Cost Estimates » System Testing * Project Audit (Triage) » Best Practices

* Problem Definition * Implementation Plan » Training * Post Mortem Meeting

» Business Outcomes * Training Plan + Status Reporting * Project Write-up

* Assignment of PM » Customer Interview

» DTS Acceptance Signoff + Celebrations/awards

« Sponsor Acceptance
« Assumptions & constraints
¢ Funding Source Id Transition

¢ Post Mortem Action Plan
» Operations Plan
¢ Transition Plan

Underlined deliverables indicate responsibility of the Customer Requirements Team.



Lite Project MS Project Template
Located at I:\PM
Called
Lite Project Template Import.mpt
(to be used within MS Project only)
See next 3 slides for contents of the template



D o Task Name

0 Lite Project Template

1 Initiate

2 @ Identify stakeholders

3 \’3."; Define SMART functional requirements - from sponsor, dept. lead and key stakeholders
4 @ Define the critical to quality factors - Draft the Quality Plan from these

5 Kickoff Meeting- clarify stakeholders, identify assumptions, risks and constraints

6 Identify funding (estimate)

7 TG1 meeting with PMO

8 Submit required documents from (tasks 4,6 and 9 above) for TG1 meeting -
9 DTS GO/STOP achieved (milestone)

10 Plan

11 Assign Staff Resources

12 Meet with other Functional Team Managers and Dept Lead to obtain project staff

13 Complete the Project Staffing Agreement (4)

14 @ Complete the Summary Responsibility Assignment Matrix (5)

15 Update this MS Project template with resources

16 Meet with project team to level set on controls to be used throughout the project, i.e., configuration management, milestones, risk assessments
17 @ Procurement Plan (insert add’l steps for each Procurement component below as required)
18 Consulting

19 Determine if skills needed are available in-house

20 Develop costs for consultants if required

21 Execute procurement steps needed

22 Hardware

23 Develop costs for purchase and maintenance

24 Execute procurement steps needed

25 Software

26 Develop costs for the application, licenses and maintenance

27 Execute procurement steps needed

28 Licenses

29 Develop costs to increase license count of existing products, as required

30 Execute procurement steps needed

3 Training

32 Meet with project stakeholders to determine scope and process for training

33 Document requirements and schedule

34 Develop costs

35 Execute procurement steps needed

Page 1




36 Facility

37 Develop costs

38 Execute procurement steps needed

39 Maintenance

40 Plan for future vendor support, as required, if funds are available at start
41 Implementation Plan

42 Draft Implementation Plan including scheduling, process steps, staffing and training requirements
43 Develop a training plan

44 Meet with stakeholders and project team to discuss plans and get agreement
45 Test Plan

46 Develop Test Plan

47 Test Plan Peer Review

48 TG2 - Provide PMO with Planning phase documentation

49 Project Plan Approval Achieved

50 Execute

51 Assign Subtask Ownership - assign team name and task leader/owner

52 PM define artifacts and configuration issues subtask owners should handle
53 PM Provide JIT Training/Mentoring/Support to subtask owners as required
54 (List tasks and their completion date milestones here, including testing)
55 Integration Test

56 Perform test

57 Verify results

58 Responsible Subtask team(s) or individual(s) correct errors

59 Retest

60 Collect results and preserve in project documentation

61 Integration Testing complete - obtain signoffs

62 System Test

63 Perform test

64 Verify results

65 Responsible Subtask team(s) or individual(s) correct errors

66 Retest

67 Collect results and preserve in project documentation

68 System Testing complete - obtain signoffs

69 Training

70 Develop training platform

4! Develop training materials
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ID Task Name

72 Set up training facility to be used

73 Notify class participants of training dates, procedures to follow

74 Execute training

75 Control

76 Obtain Configuration updates from subteam leads and others

77 Collect Milestone Deliverable signoffs for each deliverable (form 8)

78 Perform User Acceptance Testing

79 Verify results

80 Responsible Subtask team(s) or individual(s) correct errors i
81 Retest

82 Collect results and preserve in project documentation

83 User Acceptance Testing complete - obtain user signoff

84 Notify PMO for TG4 Meeting

85 PMO Project Audit (as required)

86 Close

87 Nolify the PMO that the project s ready for closeout

88 Contact vendors to submit final billing

89 Meet with stakeholders to discuss best practices and lessons learned

a0 Collect and update as required all documentation and artifacts

91 Prepare a Conlractor(s) Assessment(s) include with project documentation being collected

92 Notify PMO for TG5 Meeting

93 PMO will do customer interviews

94 PMO will schedule and conduct Post Mortem Meeting

95 PMO will do project write-up based on artifacts, best practices, surveys, interviews and post mortem

96 PM will prepare a Post Mortem Action Plan

a7 Transition

98 Audit System if not newly developed to assess configuration management, operational performance and maintenance issues to be addressed
99 Execute the Post Mortem Action plan, i.e., remaining things to do as identified during the Post Mortem meeting
100 Work with the project's subteam leaders/contractors to determine operational needs for the system

101 Meet with functional team leaders and stakeholders to develop Transilion Plan (maintenance processes and assign responsibilities)
102 Execute Transition to Operational Maintenance

103 Release staff and resources for other projects

104

105

106

107
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Where Do WBSs Come From?
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Usmg a Top-Down Approach to Build a
Vw WBS

m Begin at the phase level

m Break down the large pieces mto a logical series of
components |

» Break down each component into its logical
subcomponents

m Continue the process down to the project
manager’s level of control

© ESI February 2000 bax__-05.ppt 5-14



-

Ask team members to identify as many specific
tasks as possible

Aggregate and present tasks to the team

For each task, ask—

0 What is the input?

0 Who provides the input?

0 What are the deliverables?

0 Who gets the deliverables? |

Identify tasks for all the input and deliverables

Organize tasks according to their logical summary
or parent tasks

© ESI February 2000 bgx__-05.ppt 5-15
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%“1 Benefits of a WBS

[

© ESI

Builds the prQJect team

Helps control scope creep

Clarifies responsibilities

Controls changes

Facilitates work package monitoring
Serves as a budgetary tool

Provides greater accuracy in estimating

February 2000 bax__-05.ppt



ST
‘é‘{;‘ Purpose of a WBS Dictionary

a_",‘
V’}'& Tool 4
m Records essential information for actual
completion of the work package and includes—
o Description of the work '
Duration
Deliverables ,
Required skill set | 0

Related tasks
Predecessors and successors

E-oO-0 .0 (010

Completion and acceptance criteria

© ESI February 2000 bax__-05.ppt 5-17
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