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TG3

Project Management Process

Initiate Plan

Main Steps – Large Projects

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

Control
• Earned Value Analysis
• Responsibility Assignment 

Matrix
• Configuration Management
• Milestone Deliverables
• Risk Assessment
• User Acceptance Testing
• Project Audit (Triage)

Deliverables

TG1 CloseTG4 TransitionTG5

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

Execute ControlTG2

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
TG1 - Initiate to Plan

Documents Required
• DTS Acceptance 

Signoff (1) 
including: Requirements
Document (see Appendix 

for Requirements 
Flow Chart and 
Example)

• PM Assignment (1)

• Stakeholder ID (2)

• Sponsor 
Acceptance(1)

• Process Map 

• Cost Benefit Analysis 
(3)

Process Steps
• PM request a TG1 meeting. Meeting includes the PM, CRT(for

Application Development Projects only), PMO, CTO & Functional 
Team Leaders involved in this project. It is scheduled within a 1 
hour timeslot via the PMO prior to Phase 1 completion.  

• PM provides PMO with a copy of the Requirements Definition 
document and Stakeholder Identification form (2).

• PMO will notify PM of meeting date, time & location.  And will 
schedule the CTO and Functional Team Leaders and distributes 
read ahead materials to meeting participants.

• PM will present the Process Map, Cost Benefit Analysis for the 
proposed solution (and other documents, if available) showing 
the activities needed to complete the requirements.

• Group will decide on the merits of pursuing the project, discuss
assumptions, constraints and risks, workload implications and 
overall project readiness.

• CTO signs off on DTS Acceptance if project is to go forward. 



Large Project Methodology
TG2 - Plan to Execute

Documents Required
• Project Plan (MS Project 

Schedule)

• Team ID (4 & 5)

• Project Size Determination

• Communications Plan (6)

• Risk Plan (7)

• Implementation Plan 

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 
(4).   

• 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 (i.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
TG4 – Control to Close

Required Documents

• Configuration Management Records
• Documents showing completion of the 

Milestones (8)
• User Signoff of User Acceptance Tests 

(8)

• Maybe required - Project Audit

Process Steps
• When 80% of the project is completed, 

according to the PM’s estimates, the 
PMO should be contacted to review 
and discuss these documents which the 
PM has been maintaining:



Large Project Methodology
TG5 – Close 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
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TG3

Project Management Process

Initiate Plan

Main Steps – Lite Projects

Initiate
• Requirements ID 
• Stakeholder ID
• Kickoff Meeting
• Statement of Work
• Problem Definition
• Business Outcomes
• Assignment of PM
• DTS Acceptance Signoff
• Sponsor Acceptance
• Assumptions & constraints
• Funding Source Id 

Plan
• Project Plan
• Budget
• Team ID
• Cost Estimates
• Implementation Plan
• Training Plan

Execute
• Artifact Collection
• Test Plan Peer Review
• Integration Testing
• System Testing
• Training
• Status Reporting

Control
• Configuration Management
• Milestone Deliverables
• User Acceptance Testing
• Project Audit (Triage)

Deliverables

TG1 CloseTG4 TransitionTG5

Close
• Contractor Assessment
• Bill Payment
• Lessons Learned
• Best Practices
• Post Mortem Meeting
• Project Write-up
• Customer Interview
• Celebrations/awards

Execute ControlTG2

Transition
• Post Mortem Action Plan
• Operations Plan
• Transition Plan

Department of Technology Services (DTS)

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
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