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Introduction




7> PM?2

The European Commission's
Project Management Methodology
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Objectives 7 PM?

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

It enables participants to:

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

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

— Familiarise themselves with the key PM? Artefacts for initiating, planning,
executing, controlling and closing projects.
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Suggested Course Schedule 7> PM?

e 09:00 Kick-off  13:30 Planning phase

e 09:30 Project (Management) Basics  14:30 PM? Mindset

* 10:15 Introduction to PM? e« 15:00 Monitor & Control

e 11:00 Break e« 15:15 Break

e 11:15 Governance of Projects e 15:30 Monitor & Control (cont’d)
e 11:45 Initiating Phase e 16:15 Closing Phase

e 12:30 Lunch e 17:00 Wrap-up
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Course Content > PM?2

‘ Introduction

‘ Project (Management) basics

‘ PM? Overview

‘ Project Governance

‘ PM? Mindset

‘ Phases and Artefacts
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Contact the CoEPM? Team
"2 PM?

e CoEPM? ’_

European Commission

Alain Van Gaever, HoS Managemenl support services
Justyna Kopyczok, \nformation Resources Manager
Marc Berghmans, senior Consul!am
gert KIps, Senior Consultant
Laurent Kummer, Senior Consultant
Ellas M\cholloudams, Senior Consultant
Tlago palhoto, Senior Consultant |
Antonio Lopes, senior Consultant
Alexandra Michotte, Communications

stéphanie cicard, Communlcaﬂons & Training

B8 7 CoEPM?

Ei
uropean Commission

Slide 8




Project (management) Basics




What is a Project? 7> PM?

A projectis a temporary organisational structure which is set up to create a unique
product or service (output) within certain constraints (such as time, cost, and

quality).

Temporary ® Unique o Output E} Constraints ‘A‘

T

Start & End Non routine Product or Service Time, Cost, Quality...

Al
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Constraints of a Project > PM?2

G

@
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Project Outputs, Outcomes, Benefits > PM?

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

The real purpose of a project is to achieve certain outcomes. The measurable
contribution towards strategic objective are considered the benefits of the project.

N - N -

Note that project outcomes and benefits are often realized only after the project has
closed
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Why do we do Projects? 7> PM?2

Outputs

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

 These changes generate outcomes for
the beneficiaries or users.

* Onthelong term these outcomes
produce benefits or impact.

* These benefits realize or support the
organisation strategy.

: Benefits/Impact
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Portfolio, Programme, Project Relationship 7> PM?

Main Artefacts

Business Strategy
. . Strat Implementation
‘ Strategic Planning ‘ rateey Plan

L/ L/

Strategic Objectives

Portfolio
Analysis
&
Reports

Operations
(Everyday Work)

""" [ Portfolio Management

Business I

Case

Project
t Programme Management Charter Progress
( Project| Reports
L Project Management J Plans

1 1
: Monitor; & Control :
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Examples of Projects

* Projects are undertaken at all
levels of the organization and
they can involve a single person
or many thousands.

* Their duration ranges from a
few weeks to several years.
Projects can involve one or
many organizational units.

"2 PM?

Developing a new product or service

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

Designing a new transportation vehicle

Developing, modifying or acquiring a
new information system

Constructing a building or facility

Building a water system for a
community

Running a campaign for political office

Implementing a new business
procedure or process

Responding to a contract solicitation.
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Competences > PM?

People Competences Perspective Competences
* Self-reflection and self-management | Strategy
* Personal integrity and reliability * Governance, structures and
* Personal communication Processes
* Relationships and engagement * Compliance, standards and
e Leadership regulations

e  Teamwork *  Power and interest

 Conflict and crisis management * Change and transformation

« Resourcefulness e Culture and values
* Negotiation

e Results orientation
Source: IPMA-ICB (adapted)
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. . (4
Personal and Professional Virtues - PM?2

Insightfulness

Magnificence
Friendliness

Humour

Temperance
PrUde NCe Generosity Honour

Judgement
Courage  Magnanimity

Calmness
Self-knowledge

Fairness
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PM2 QOverview




The Purpose of PM?

* The purpose of PM?is to
enable Project Managers to
deliver solutions and benefits
to their organisation and
customers through the
effective management of
project work.

3 7 > CoEPM®
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Initiating Planning Executing Closing

Roles & Responsibilities

) 2 .
- LEECOEPM- slide 20




The House of PM?2 > PM?

Effective
Solutions & Benefits
Delivery

Control & Agility

| PM2 Mindsets
r

O
2 ] 0 2
Z (&) )] Q

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

The PM2 Methodology Guide
Project Management Best Practices
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PM2 Mindsets 7> PM?2

PM? PM?
Processes Processes & Mindsets

what peop|e Think what it reo“y
it looks like looks like

7N 2 .
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PM?2 Project Lifecycle > PM?

Effort

Time
Monitor & Control

"COEPMZ slide 23
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PMZ2 Phases

> PM?

PM?Phases Description

1 | Initiating Get the project off to a good start.

2 | Planning Define products, verify the Business Case, plan work...

3 | Executing Create the project's products.

4 | Closing User acceptance, handover to maintenance...

Monitor & Control: The Project Manager (PM) monitors & controls the work, risks,
issues, quality, etc. throughout the whole project lifecycle.

nitiating
Monitor & Control

3 7 YCoEPM?
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PM2 Project Lifecycle - Phases & Drivers 7> PM?

* Project

Owner (PO)
[IEES

Project
Drivers

Project Initiation Request

Business
Case

DrAinnt Initiating
Pr S)JSQI >» DefineJScope
Phases 2 Assign PM

Phase

Project
Outputs

Charter

Phase Gates
Approvals

Project * Project
Manager (PM) Core Team (pcT)
plans executes

Project Project
Charter Work Plan

Monitor & Control

Planning . Executing

Project Handbook
Project

& Project Deliverables

Work Plan

Project

Stakeholders
evaluate

Project
Deliverables

Closing;
'3 Capture Lessons
Accept Project

Project-End
Report

¥ YCoEPM?
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Phase Gates / Approvals 7> PM?2

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

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

L 2 2 | 4 ¢ ¢

RfP RfE RfC

'"'.ECOEPM_2 Slide 26
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PM?2 Phases & Artefacts

Activities

Artefacts

- Organise a Kick-off Meeting

- Tailor the PM? process

- Assign roles & responsibilities

- Elaborate project scope

- Develop work breakdown & project
schedule

- Develop project plans

- Distribute plans to stakeholders

- Document the idea/need

- Identify key stakeholders
(and their needs)

- Create a business justification
for the project

- Define the project scope and
organisation

- Organise a Kick-off Meeting

- Coordinate project execution

- Conduct Meetings

- Assure Quality

- Create Project reports

- Distribute information

- Ensure deliverables acceptance

Project Initiation Request Planning Kick-off/ MoM

Project Handbook

- Roles & responsibilities
- Management plans
- Requirements management

Business Case
Project Charter
Project Logs (setup).
Project Stakeholder Matrix
Outsourcing Plan

Project Work Plan
Deliverables Acceptance Plan

Transition Plan

Executing Kick-Off/MoM

Meeting Agendas/MoMs

Project Progress Report

Project Status Reports

Quality Review Report

Change Requests

Deliverables Acceptance Note

Business Implementation Plan
Ready for Planning Ready for Executing

Ready for Closing

- Organise a Project-End Review
Meeting

- Capture lessons learned and

post-project recommendations

Get final project acceptance

Release project resources

Archive project information

Project-End Review Agenda/ MoM
Project-End Report

- Lessons Learned

- Best Practices

- Post Project Recommendations

Project Acceptance Note

Monitor & Control

- Monitor Project Performance
- Control Schedule

@ - Manage Issues and Decisions
£ - Control Cost

=

Q

<

- Manage Stakeholders

- Manage Deliverables Acceptance
- Manage Transition

- Manage Business Implementation
- Manage Outsourcing

- Manage Quality

- Manage Requirements
- Manage Project Change
- Manage Risks

Regqularly updated
Risk Log

Issue Log

Decision Log

Change Log

Project Work Plan
Requirements Document

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

2



The PM? Artefacts Landscape

Requirements
Management
Plan

Project Change
Management
Plan

Risk
Management

Plan

Issue
Management

Plan

Outsourcing
Plan

Quality
Management
Plan

MANAGEMENT PLANS

Communications
Management

Plan

Deliverables
Acceptance
Plan

Business Case

Project
Work Plan

|

Project
Handbook

Project Initiation
Request

Initiating

J Project Charter J

Project

PROJECT LOGS

Change Log

Risk Log

Issue Log

Decision Log

1
1
1
1
1
.
1
1
1
1
1
1

1
1
1
1
1
L. 1
1
1
1
1
1
1

Stakeholder Matrix

Planning

Transition Plan

Business
Implementation
Plan

| | H

I MEETING DOCS : I PROJECT REPORTS

1 ! H

: Meetings 1 : Project Progress !

| Agendas : 1 Report :

P ! 1

1 h : N
! ., .

1 Minutes : 1 Quality Review :

: Of Meetings 1 : Report |

1

. ' !

___________ 1 H

: Project Status |

Change | Report :

Request Form I

Monitor & Control

Project Work
Plan (updates)

Project-End
Report

: CHECKLISTS

1 Phase-exit Quality Stakeholders
: Review Checklist Review Checklist Checklist
.

1

: Deliverables Transition Business

1 Acceptance Checklist Implementation
: Checklist Checklist

1

1

> PM?

7N
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Tailoring > PM?

* First, understand purpose and
value of the methodology

 Don’t cut, but customize

e Balance control gained against
effort required

u“r /‘
(R \\\\\\\\\\ N
m\ \\ 3 i \\\\\\\\\\\\\ ;
\ \\\\\\\\\\\\\\\\ gi

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

 Help people think something through

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

* Facilitate agreement by all project stakeholders.

e Offer a baseline for the monitoring & controlling.

 Document important decisions made (and track
changes).

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

* Support organizational memory.
*  Support maintenance

':COEPM2 slide 30
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The Expanding Reach of PM?

Open PM?
v1.0
PM?v2.5
European
Institutions EU Member
States
7N 2
| <
EU Grants PM
EU Agencies Beneficiaries V3.0
PV V1.0 PV V2.0 Furopean =k ()
DIGIT European EU -
(IT Projects) Commission Contractors
European Council
Public
Sector

European Financial

Institutions
Private Sector

Slide 31
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The PM2 Guide — V3.0 > PM?2

HIE
The Open PM?
Initiative

"-PM?]

Project Management

Methodology

Guide 3.0

= rs 2
‘]L‘\. . S " fi] 2 t‘at‘ve
" i . Vel w ODGT\PM Ini
’O"wmtwm\ :
Mphcatlons \GQQ‘M IES———— om -
,uo PEN The PM? Project Management Methodology Guide — Open Edition

\\m, cnoice v ,-:/ AVAILABLE via THE EU BOOKSHOP!
2% wottware /

Soanity <
M https://webgate.ec.europa.eu/fpfis/wikis/display/openpm?2

https://joinup.ec.europa.eu/community/opm?2
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Project Governance




A PM? Project

2 PM?

Business
Aspect

Is (above all) a project (i.e. not operations,

not a work activity, not a programme etc.).

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

runs within an organisation and can be
subject to internal or external audits.
requires a clearly defined governance
structure and clearly assigned roles and
responsibilities.

requires approval of its budget and scope.
includes more than just
construction/delivery activities.

includes transition and business
implementation activities.

requires a certain level of documentation,
transparency and reporting.

requires a certain level of control and
traceability.

has a broad base of internal (and external)
stakeholders

may require the collaboration of several
organisations or organisational units.
Contributes to raising the organisation’s
project management maturity.

o

~ CoEPM?
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A Shift in Perspective

Pure Project Perspective
(work-centric)

Delivery.
aspect

\_

Project Manager

.

»

v

Holistic View
(value centric)

> PM?

Business

Delivery
aspect

-4
&
MZ

N

546 J

O

Business Manager

Project ManageJrl

B8 7, CoEpPM?

Al European Commission

Slide 35



...a Network of Stakeholders

Other
organizations

T - Customers
Project ™~
SpONsors ~

-
—

Functional

1
e
managers

-
-

I
I
[}
)

Government Administrative Contractors

agencies S support "

-

72 PM2

@
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European Commission

Slide 36

36



The PM2 Governance Model > PM?2

Business

Governing Appropriate Governance Body (AGB)

Layer

Steering .

Layer Ve Project Steering Committee (PSC) ~

Requestor side Provider side

Directing Project Owner Solution Provider
e (PO) (SP)
t
aE
Managing Business Manager Collaboration & Project Manager 3 E
Layer (BM) Communication (PMm) g E
= g
o =
a

Business Implementation

Performing Group (BIG)
Layer (User & Business Representatives)

Project Core Team (PCT)

- Governance . Operational . Some decision power FProject Team
. Advises & Decides . Supports (optional) . Acts

- YCoEPM? slide 37
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The Project Owner (PO) Role

e Acts as the project sponsor
e Chairs the Project Steering Committee (PSC)
e Accepts the business objectives

e Owns project business risks

e Monitors project progress regularly (high level)
e Mobilises resources (a.k.a. budget)

¢ Provides leadership and strategic direction

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

e Approves all key management Artefacts JEU————— .

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

e Assumes the overall accountability for project
deliverables/services requested by the Project Owner (PO)

e May help the Project Owner (PO) to establish the Business
Case and objectives for the project

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

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

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

--------------------------------
.

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

e Acts on a daily basis on behalf of the Project Owner (PO)
e Drives the definition of business and project objectives

* Manages the business activities of the project and
coordinates the User Representatives

¢ Leads the implementation of the business changes as
defined by the project

e Ensures that the client organisation is ready to
accommodate and use the final project outputs

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

--------------------------------
.

., o
o .
-----------------------------

m ':COEPMz Slide 40

European Commission



The Project Manager (PM) Role 7> PM?2

* Assumes responsibility for project deliverables @
* Proposes and executes the project plans as approved
EiS

by Project Steering Committee (PSC)

* Daily manages and coordinates the Project Core Team
(PCT) activities and resources

* Ensures that project objectives are achieved within
the quality, time, and cost objectives

 Manages stakeholder's expectations

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

eunm
o'

* Performs risk management for project related risks (non-business) | . | ) |
* Ensures the interoperability and integration of the different project related I : | [

deliverables, systems, services and applications

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

2 PM?

- .
Project Steering Committee (PSC)
Document Architecture
Management - ~N ~ Office
Officer (DMO) (AOD)
Project Owner Solution Provider
(PO) (SP) .
Data Protection PI’DJE{ISIUDDDHZ
CODI’dinatDr(DPC} _ _ Oﬁlce
- J| N o ~ (PSO)
. Business Manager Project Manager
Local Information (BM) (PM) Project Quality
Security Officer Assurance
(LISO) _ \—J (PQA)
User/Business Contractor's Programme
Other Representatives Project Manager Manager
(URs) (CPM) (PgM)
_
e
"COEPMZ Slide 42
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Initiating

Project Initiation Request

Business Case

Project Charter

Planning Kick-off Meeting

2
o

Project Handbook

Project Work Plan

Deliverables Acceptance Plan

Transition Plan

Business Implementation Plan

Management Plans

Requirements Management Plan

Project Change Management Plan

Risk Management Plan

Issue Management Plan

Quality Management Plan

Communications Management Plan

Executing Kick-off Meeting

Project Coordination

Quality Assurance

Project Reporting

Information Distribution

Monitor Project Performance

Control Schedule

Control Cost

Manage Stakeholders

-
nﬁﬁﬂ

Manage Requirements

Manage Project Changes

Manage Risks

|
a e}

Manage Issues & Decisions

Manage Quality

=|w
[g]

Manage Deliverables Acceptance

Manage Business Implementation

Manage Transition

Manage Outsourcing
Closing

= N 0|=|»

Project-End Review Meeting

Project-End Report

Administrative Closure

=o|o|8 ololz® -2 > 5>k

—ﬁﬁg—ﬁﬁﬁﬁﬁﬁ—ﬁ—ﬁﬁﬁ

2 PM?

PM2 Artefacts & Activities
Overview RAM (RASCI)

Steering Committee:
accountable for the Work Plan?

Project owner:
almost full accountability

Project Manager:
does the work but is NOT accountable




Summary — Roles & Responsibilities 7> PM?2

« The PM? Governance — Roles &
Responsibilities

* The Project Steering Committee
(PSC)

 The Project Core Team (PCT)

e Differences between Project
Mode and Service Mode

* The Responsibility Assignment
Matrix - RAM (RASCI)

S 7 N 2 Slide 44
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PM?2 Mindsets




The PM2 Mindsets > PM?

The PM? Mindsets are reminders of effective behaviours and attitudes.
They provide a common set of beliefs and values for all PM2 teams,
helping them navigate through the complexities of project reality.

Apply PM2 best practices

to manage their projects.

Remain mindful that PM methodologies are Balance in the most productive way the often-

there to serve projects and not the other conflicting project management “Ps” of:
way around product, purpose, process plan people pleasure/paln participation,

Maintain an outcomes orientation in relation
to all projects and project management
activities.

Invest in developing technical and behavioural
competences to become better project contributors.

Are committed to delivering project results . . .
& proj Involve project stakeholders in the organisational

change needed to maximise project benefits.

with maximum value rather than just
following plans.

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

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

@1 Assign project roles to the most appropriate Draw inspiration from the PM2 Guidelines on Ethics
@ people for the benefit of the project. and Professional Virtues.

- :;C EPM? Slide 46
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PM? Mindsets: IAQs (Questions for the Brave!) 2 PM?

Project Managers and Project Teams who practice PM2 also ask the important questions:

Do we know what we are doing?

— Tip: We develop a clear and shared project vision. We manage using a holistic approach and optimize
the whole project, not just parts. We follow a process but stay Agile, and we frequently "remember
why" we were doing something in the first place.

Do we know why we are doing it? Does anyone really care?

— Tip: We make sure our project matters; we understand its goals, its value and impact, and how it
relates to the overall organisational strategy. We define (upfront) what project success is and we
deliver maximum value and real benefits, not just outputs.

Do we know who is doing what?

— Tip: Know what you should do, and make sure others know as well. Is it clear to everyone? We clearly
define and understand roles, responsibilities and accountabilities.

e Deliver at any cost or risk?

— Tip: We show respect for people's effort and EC funds and avoid high risk behaviours and
tactics. We always keep in mind that it's not just about the end-result, it matters how we
get there. We manage our projects with values and principles.
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PM? Mindsets: IAQs (Questions for the Brave!) 2 PM?

... and then ask some more important questions:
* Is this a task for the business or the provider team?

— Tip: We make sure that "client" and "provider" people work as ONE team for the same goal. Real
teamwork really works! We foster clear, effective and frequent communication.

Should | be involved?

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

* Have we improved?

— Tip: We commit to on-going self-improvement and organizational improvement through the creation
and sharing of knowledge. As project teams, we reflect on how to become more effective, and adjust
our behaviour accordingly.

Is there life after project?

— Tip: The product life(cycle) has just begun!
We make sure that we contribute to its success.
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Bringing it all Together: Processes + Mindsets 7> PM?2

help us make decisions on
trade-offs between project PM?2
dimensions of time, cost,

i Methodology
scope and quality

Together

eThey help us
navigate the
complexities of
managing projects at
the EC and make
presents attitudes and PM? effective and

behaviours which help us complete
focus on what is really
important in achieving our
project goals.
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Phases and Artefacts




Initiating Phase

4 &

Client need Project Initiation Request Business Case Project Charter

D | T | |

Project Initiation Request
Business Case

Project Charter
Project Logs (setup)

Ready for Planning @
Monitor & Control

Artefacts

- kmCOEPMZ slide 51
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What happens in the Initiating Phase? > PM?

Initiating

Objectives

( ) S * Preliminary planning
Document the Project Initiation
idea/need * Request .
. % * Documentation,
v
, \ Approvals & phase gate
Identify key stakeholders
(and their needs)
\ J
e a\
Create a business justification Business Case
for the project
\ Y, .
v
N
Define the project scope Project Charter
& organisation
l J .
Slide 52
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The PM? Artefacts Landscape

Requirements
Management
Plan

Issue
Management
Plan

Outsourcing
Plan

Project

Business Case Work Plan

Project Initiation

Request Project Charter

Initiating

Project
Stakeholder Matrix

Project Change
Management
Plan

Quality
Management
Plan

MANAGEMENT PLANS

Project
Handbook

Risk
Management
Plan

Communications
Management
Plan

Deliverables
Acceptance
Plan

Transition Plan

Business

Implementation

Plan

MEETING DOCS
Meetings

Agendas

Minutes
Of Meetings

Change
Request Form

7 PM?

PROJECT REPORTS

Project Progress
Report

Quality Review
Report

Project Status

Report Project-End

Report

m

PROJECT LOGS

Change Log Risk Log

Issue Log Decision Log

Project Work
Plan (updates)

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

NCoEPM?

‘ n European Commission

Slide 53



Project Initiation Request > PM?2

Initiating

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

"2 PM?

Initiating
TABLE OF CONTENTS [—
1 PROJECT INFORMATION ... cuiuiiiitniiniinienctnninienernssenssnsssssenssnssssssnssnssssssnssnssanssnssssssnssnsssnen 3
S o = Tol I [PPSRt 3
1.2 INitiator, DG and UNit........oiiuiiiiiiie et e e e e e e et e e a e e st e areeaneeas 3
1.3 ProJECt OWNEY (PO) cuuniiiiiieiiiie ettt ettt e e e e e e e e e et e e et e e e e e e st e e e et e e e aaes 3
Yo V14 To] oW o o1V To [ o ) = TN 3
1.5 APPIOVING AULNOIILY Luoieiteeiiie et e e e e e e et e e et e e e b e e eat e e e st eeebaeaes 3
1.6 DAt Of REQUESE ..eiiiiieeii e e e e e e e e e e e e a e 3
1.7 EStMated EFfOrt (PDS) ...c.uniiiieiiiii et e e 3
1.8  Target DElIVEIY Dat...ccvun i iiiii e e e e e e e e e e e e e 3
1.9 TYPE OF DEIIVEIY .. et e e e et e e e e e e e e et e e e e 3
2 PROJECT DESCRIPTION. .ccuuuuuuuussseessiiimneeemnrmresssssssssssssssssssssnmssssssssssssssssssssssssssssssessnssssssssssss 4
2.1 Context/Situation (Business Need / Problem / OPPOrtUNItY ) ......ceeveeveereeeereieeeeeeeeeeeeeeeeeeeenns 4
2.2 LEBAI BASIS ... eiitieiii e et e e e et a e aaae 4
2.3 0UtCOMES (NIGN TBVEI) 1uvveiiiiii e e e e e e e et e e e e eab e eaeans 4
D A 1o Fot (1= o 1 L) RS 4
P N1 (o0 T O 1 = o - TP OPIPRPPPP 4
2.6 Assumptions (NIgh TBVEI).......uuuiiiieiiii e e e e e e e e e 4
2.7 Constraints (Nigh I8VEl)......couuie e e 4
2.8 RISKS (NIBNTBVEI) «..oeiriiieieie et e et e e e e e et e e e e ea bt e eaaans 4
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Business Case > PM?

Initiating

« Capture the reasoning for the project. @
@@

« Provide the justification for the project and establishes its budgetary constraints. %‘?%%;%
©

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

09
A: PO
Project Initiation 9 g @
Request ‘\ %‘%\ Business Case
R: BM S: SP, PM >
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Business Case I C A R C S S N/A
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Business Case

TABLE OF CONTENTS

2 CONTEXT.

3 EXPECTED OUTCOMES

4 POSSIBLE ALTERNATIVES.

5 SOLUTION DESCRIPTION

5.1 Legal Basis

5.2 Benefits

5.3 Success Criteria

5.4 Scope

5.5 Solution Impact

5.6 Deliverable:

5.7 Assumptions,

5.8 Constraints

5.9 Risks

5.11 Roadmap

6 GOVERNANCE

1 PROJECT INITIATION REQUEST INFORMATION 4
5

2.1 Current Situation Description and Urgency 5
2.2 Current Situation Impact 5
2.2.1 Current Impact on Processes and the Organization 5
2.2.2 Impact on Stakeholders and Users. 7
2.3 Interrelations and Interdependencies 7
7

7

4.1 Alternative A: Do nothing 7
4.2 Alternative B: <Solution Title> 8
4.3 Alternative C: <Solution Title>. 8
4.4 Chosen alternative: <Solution Title> 8
10

10

10

10

10

10

10

10

10

11

5.10 Costs, Effort and Funding Source 11
11

5.12 Synergies and Interdependencies 11
13

6.1 Project Owner (PO) 13
6.2 Solution Provider (SP) 13
6.3 Approving Authority 13
APPENDIX 1: REFERENCES AND RELATED DOCUMENTS 14
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Project Charter 2 PM?

Initiating

ﬁ
* The charter is a key element of the project approval process (along with the
Business Case). It includes the what, how and when fundamentals of the project
Project Initiation
Request ‘\
\_/_ ,
Bosi C @ y, Project Charter
usiness Case \\/J
- — R P S: SP
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Project Charter I A C S C S R C
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Project Charter

TABLE OF CONTENTS

1 EXECUTIVE SUMMARY 4

2 CONSIDERATIONS ON THE BUSINESS CASE 4

3 PROJECT DESCRIPTION 5
i1 SCOPE ..ttt e e e 5

3.1.1 INCIUAES ("IN" SCOPE).cuverririnririeriieiieiieie ettt sttt 5

3.1.2 Excludes ("OUT" SCOPE)......ccuvuiuiriiiiiiiiiiciiiciiieiciseiessnee e 5
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4.2 Timing and Milestone: 9
4.3 Planned Resources 9

5 APPROACH 10
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5.2.1 Project Change 10
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6.1 SEIUCTUIE ..oeviiiiiie et 11
6.2 Roles and Responsibilities............cccivieiiiiiiiiiiiiiicc 11
6.3 Other Stakeholders..........c.ccoceviiiiiiiiiiiiii 11

APPENDIX 1: REFERENCES AND RELATED DOCUMENTS 12
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Initiating Documents Strategy

Initiating
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Phase Gate: RfP (Ready for Planning)? 7> PM?
e

e ) JO s> [
> @—o———2o
N

RfP

Phase-Exit Review
06 / Unit:] <hame of t

Project Name]
Projact Duner|

Salution Provider:|

Phase-Exit Review I

Raviewer Nama:
Review Date:

Overall Compliance (%)
Overall Phase-Exit Review|
Status:|

Owaral % of| Alraady

Area Phase-Exit Review Status. Date U
Initiating. [ T
Planning o%
Enscuting o%

Tranaition |

Deliversdles Accegtance| ol
Busingss Implemnentation) |

Closing [

Project Qualiy revies:

s
& L
o

@
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Planning Phase 7> PM?2
puE

bk s = —L€J£%é\)1'(

Planning Kick-off
meeting

’J\

Project Handbook Project Work Plan Stakeholder Matrix Plans

Planning Kick-off/ MoM
Project Handbook

- Roles & responsibilities
- Management plans
- Requirements management

Project Stakeholder Matrix
Project Work Plan
Transition Plan

Business Implementation
Plan
Ready for Executing

Monitor & Control ‘

Artefacts
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What happens in the Planning Phase? > PM?

RfP (Ready for Planning) -

ekoffmeetng * Agefffakf.f\; i » Develop the project scope statement
7 ————— e Determine the appropriate methods for the
( ) Project Handbook .
\ Tailor the PM? process ) # Management j prOJECt.
v « Develop the schedule for the various tasks
( h Project .
Assign roles & * Stakeholder and estimate the necessary resources.
L responsibilities \_W_ ] '
v » Develop the various project plans for the
Elaborate project scope * Project Handbook pr0ject.
§ ‘ J .
( Develop work breakdown ) Project
and project schedule # Work Plan
| WorkPlam
s + ~N =
Develop the project plans * All Project Plans
|\ ‘ J \_/_

Distribute plans
to stakeholders )

RfE (Ready for Executing)

(.
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The PM? Artefacts Landscape

Requirements
Management

1
Project Change Risk
Management Management
Plan Plan

Plan

Management
Plan

1
1
1
1
1
1
1
! Issue
1
1
1
1
1
1
1

MANAGEMENT PLANS

Quality Communications
Management Management
Plan Plan

Outsourcing
Plan

Deliverables
Acceptance
Plan

Project
Work Plan

Business Case

Project Initiation
Request

Project Charter

Project
Stakeholder Matrix

Business

Plan

Transition Plan

Implementation

MEETING DOCS

Meetings
Agendas

Minutes
Of Meetings

Change
Request Form

7 PM?

PROJECT REPORTS

Project Progress
Report

Quality Review
Report

Project Status

Report Project-End

Report

Planning

nitor & Co

PROJECT LOGS

Change Log Risk Log

Issue Log Decision Log

Project Work
Plan (updates)

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

A European Commission
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Project Handbook > PM?
o paming

——
- Summarizes the project objectives. I

- Documents the overall management approach. E _
« Defines the key controlling processes, the project policies and rules.

« The Project Handbook defines the outputs of the planning.

« The Project Handbook becomes the basis for managing the project throughout its lifecycle and is

an important point of reference. ®
Business Case ‘\
—_— A: PO
Plann'ing Ki.ck-Off ' Project
Meeting Minutes Project Charter ‘a@ ‘] Handbook
- R: PM S: BM
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Project Handbook I I A S C I R C
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Project Handbook

TABLE OF CONTENTS

2.4. Project Dependencies or Interrelations....
2.5. Project Constraints...

1. ABOUT THE PROJECT HANDBOOK a4 (e
2. PROJECT OVERVIEW 5 _
2.0, PrOJECE SUMIMIATIY c.uiiitteieiiiet e ettt e e sttt e e sttt e e e sttt e e e saabe e e e seabb e e e seabbeeesaaabteeeeaabaeeesenbbaeeeesabnneeeenann 5
2.2. Critical Success Factors and Project Management Objectives..........cocvevuerierienieiineenenieneeneens 5
e T o e =T ot A | =] o] o TSRS 5

¥ XCoEPM?
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3. PROJECT APPROACH 6
I S o) 1Y A I =Y = USRS 6
3.2. PM? Tailoring — Required Project Documentation
3.3. Other Standards 5. PROJECT PROGRESS MEASUREMENT 15
3.4, Specific Project Management Rules 5.1. Project Progress Measuring APProach .........cooieiiiieiiiiiiiieniee sttt 15
3.5. Conflict Resolution and Escalations 5.2, ProjECt REPOITS ..ottt st st saa e 15
4. PROJECT PROCESSES 5.2.1. Status and Progress REPOITS. .....ccouiiitetiiuiieititeniteerie e sttt e st ee st e st e et e et e et eesbeeesbbeesaeeene 15
) 5.3 PrOJECT CRECKIISTS ...vveeeeeiiiee e ettt ettt ettt et e s et e e e st e e e e sastaeeesanaeeeesannaeeesnnes 15
4.1. Risk Management.......ccceevveeeeeeniieeessieeeeeesineees
421 M ¢ 6. PROJECT ROLES & RESPONSIBILITIES 16
.2. Issue Management.........ccoccoveiiiiiinniininiienennene
4.3. Requirements Management 6.1. Consolidated Responsibilities Assignment Matrix (RAM/RASCI) ....cccvvevveeiiieeeiieeiiee e eeee e 16
4.4. Project Change Management 6.2. Description of Project Roles and Responsibilities ...........cccueeiiiiiiienieiniienieec e 16
4.5. Quality Management 6.2.1. Project StaKeNOIAEIS ......eeiieiie ettt st st e et e et eentaeesnbeesnree e 17
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4.7. Communications Management 6.2.3. Business Implementation Group (BIG)....
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Project Stakeholder Matrix > PM?
o peming

3

- List all the people (or groups) involved in (or influential to) the project during the I
Project Mode (all known people from the requestor or provider side of the project) E
and their role. '

Business Case 5
(ED
—_— A: PO
Plann.ing Kif:k—Off ) Project
Meeting Minutes Project Charter 'afé\ ‘\ Sta’\I;:I:')il;Jer
——— R: PM s: BM
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Project Stakeholder Matrix I I A S C I R C
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Project Stakeholder Matrix

1. PM?-P02: Project Stakeholder Matrix

TABLE OF CONTENTS

1. STAKEHOLDER MATRIX

R =1 ] To [ 1= o I O TSSOSO

1.2. Steakeholder Role .......cccoevvviieeeciieeciiee e,

1.3. Stakeholder Management and Actions............

Stakeholder Matrix <Project Name:>
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poddng wagsAs jo Japeat| *
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Project Work Plan > PM?

- Identifies and organises the project into activities, sub-tasks, and work packages. 7&?&
« Establishes a base to estimate the duration of the project. =
« Determine the required resources and schedule the work. —

« Used as the basis to monitor the progress and control the project.

1 Project Work Plan :

© ! |

usiness Case (?@ : or :

\B_/C— QDQ.BED E Bre\glkd:)(wn :

A: PSC . E

e & i Effort & Costs |

Project Charter “E‘ﬂ@ ‘.\ RAY Estimates Project Schedule i

L — R PM__s: PCT, W Y !
RAM (RASCI) AGB | PSC | PO | BM | UR | SP | PM | PCT
Project Work Plan I A C S/C C C R S/C
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Project Work Plan

ro-

TABLE OF CONTENTS 7&
R 1V 130 0 15 g 0 3 -

0 B o 1= Tot BT U o 4 T T PP O PP PP 3
2. WORK BREAKDOWN ....ccccutiiiniininniiisniiessneiessneiesseiessseisssesssstesssstesssssesesssesssssesssssssssssssessansssssssssssaeses 3 S
3. EFFORT & COST ESTIIMATES......cccocttiiiutiiisnniiisnneiisteiissensssssesssseessssnssssssesssssesessnesssssssssssesssssssssssssssssseses 5

R I o T T =P PPPPP 6

3.2, RESOUICE NEEAS ..eeeeieieeeiiitieee ettt e sttt e ettt e e e e et e e e s aaab bt e e e s aaabb et e e esbbb e e e e enbbaeeessnnbeeeessannnees 6
4. PROJECT SCHEDULE......cccciittiiiniiiinntiiintniissniissnesisnesessneiessssiesssnssssssssssnesssssesesssssssssssssssssssssasssssssesssnes 8
5. RELATED PIMIZ PLANS ......ctiiuiitiineitisnsiteessssssestssssestsssssstssssessssssssssensssssensssssestssssssssessessassssssssssssasssssns 10
APPENDIX 1: REFERENCES AND RELATED DOCUMENTS .....ccooeuuueeiiiiiiiiiiiiiinnnseeesneseeeessssssessssssssssssnses 11
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Planning: The PM? Management Plans 7> PM?2
o e

LI
..

- | %,

* Requirements Management Plan
* Project Change Management Plan

* Risk Management Plan [ Can be standalone OR can be

e Quality Management Plan part of the Project Handbook
* [ssue Management Plan

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

_J 2 Risk 0| TABLE OF CONTENTS
iskn L. INTRODUCTION
UPDA| 2. CHANGE *# amacraars anner e
Reql| 3. ROLES A -+ PM P09 Project Quality Plan [ .
HE RI| 4. CHANGE TABL S
HE RI| 5. CHANGE 1.inT
6. CHANGE 2. QU
7. MANAG! 22U
8. COMMU 5 sranpaRDS AND GUIDELINES
9. ESCALAT 6.M
7.

o

e
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Communication Management Plan

e 0
- =8
«  Ensure that the Project Core Team and all the Project Stakeholders will have the ° \ °
information they need to do their jobs.
- Define the frequency, format, and results of all the communication with both the
performing and the participating organisation.
A: PO
Project Handbook Project g @ Communications
Project \f(/ork Plan J Stal\ljlzI;?il;Ier ‘] Manslg;:n ent
S: BM R: PM > - —
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Communication Management Plan I I A S C I R C
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.. . . 4
Transition vs Business Implementation » PM?2
o g

Desired State Desired

i Original State | i Project E _
1 ! I . ]
i , : Pr m ! Benefits
| : | @ (Project Outcome) L -
TN l . T |
i R . Project | T
D | Activities | |
| o ! 5 | 3 |
io i i ! =z 5
T N I |
e L n 4 g T ]
\ X\O .
\ “a“?\-{\es // a0
N et 7 et
\_____—.\“s _\]\‘\e
BU° pet

Transition deals with continuity,
Business Implementation with change
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Transition Plan

«  Define the pre-requisites of rolling out the new solution, system, project

deliverables. This is useful to ensure the smooth transition from the "project" to the

"going live" mode.

"2 PM?

3 7, COEPM?

European Commission

Project Change Business Case Transition
Management & Checklist
Plan Project Charter (setup)
——— A: PSC p——
Business @
Implementation Project Work M Transition Plan
Plan LPIan/‘
. R: PM _ .
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Transition Plan I A C C C C R C
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Business Implementation Plan 7> PM?
o pamng

«  Outlines the impact of the project on the organisation
«  Define the change management activities that need to take place.

-  The organisation must assure project outputs are effectively integrated into the organization.
- Integrate business implementation activities in the Project Work Plan
- Define post-project change activities.

Quality g Business
Business Case - Implementation
Management Plan ‘\ Checklist (setup)
\—/_ \—/—

A: PO
Project Handbook @ Business
Project \;%/ork Plan M .\ ImpIerPr:::tation
- R: BM S: PM " —
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Project Work Plan I I A R C I S I
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Outsourcing Plan > PM?
e

« Ensures that outsourced products and/or services outside the EC fulfils the project needs.
- Identifies the contracting strategies that will be used,
« Outlines the scope of products and/or services to be contracted,

- Identifies responsibilities for the full contract lifecycle.

Organisational Business Case
Procurement &

Procedures Project Chart: I

Proiect Work Pl e ‘ Outsourcing
Project Handbook (e[EaE WASILS (LR AN Plan

: | D G

- — - _— R: PM S: Sp

RAM (RASCI) AGB PSC PO BM UR SP PM PCT

Outsourcing Plan A C C C I S R I
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RfE (Ready for Executing)? > PM?2

Plamnine ) Eccuine SCEE
AT A ‘ I :

RfP

RfE RfC
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Executing Phase

B2

Executing Kick-off meeting

Coordinating Project Work

Project Deliverables

[ = N’
P K
8
I
Distributing Information

initiating

Artefacts

@
o A&
Coordinating
People and Resources

2%3

Quality Assurance

Executing Kick-OfffMoM
Meeting Agendas/MoMs
Project reports

Change Requests
Deliverables Acceptance Note

Monitor & Control ‘
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What happens in the Executing Phase > PM?

RfE (Ready for Executing) -

[ Kick-Off meeting ] * Age:;Zsz\]c/loM ° COOFdInatlng prOJeCt WOrk
| \/_ . .
i JUURS— L SR . « Coordinating people and
i Conduct meetings ‘i » Age’\:(j:strngMs resou I"CGS,
P a8 - . .
- N « Execute various project plans.
| Assure qualit | Audit reports . .
it R b R « Reporting on the project
g’ i Create project reports i * Project reports p rOg ress P rOd u CI n g t h e
£ % J | L project deliverables.
S i Distribute information ’i
________ 1_ e _ -
Ensure deliverables eliverables
T [ acceptance ] * Aclzeptance Note
— L

>

A

RfC (Ready for Closing)
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The PM? Artefacts Landscape

Requirements Project Change Risk
Management Management Management
Plan Plan Plan
Issue Quality Communications
Management Management Management
Plan Plan Plan
-
MANAGEMENT PLANS :
1
Outsourcing Deliverables :
Plan Acceptance 1
Plan 1
I
1
Busi c Project Project :
eness hase Work Plan Handbook Transition Plan |
1
.
3 i z Business
roject Initiation roject :
P ha Implementation
Request foiscichans Stakeholder Matrix Plan

MEETING DOCS

PROJECT REPORTS

Meetings
Agendas

Project Progress
Report

Minutes
Of Meetings

1
1
1
1
1
. —
1
1
1
1
1
1

Change
Request Form

Report
-______..-—""-_-__-

Project Status

1
1
1
1
1
1
1
1
1
Quality Review 1
1
1
1
1
1
1
1
1
|

Project-End
Report

PROJECT LOGS

Change Log Risk Log

Issue Log Decision Log

Project Work
Plan (updates)

CHECKLISTS

Quality
Review Checklist

Phase-exit
Review Checklist

Transition
Checklist

Deliverables
Acceptance
Checklist

Stakeholders
Checklist

Business
Implementation
Checklist
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Project Coordination > PM?
| Eewig

e Facilitate the project’s progress by continuously providing information to the Project Core Team
(PCT) and supporting the completion of assigned work.

Project Handbook ‘\
—_— A: PO
Project Work Plan Lw
- R: PM S BM_
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Project Coordination I I A S I I R I
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Project Reporting > PM?

e document and summarize the status of various dimensions of the project progress
for the purpose of communicating it with relevant project Stakeholders.

Communications e
Management Plan Project Handbook .
(EN
\/_ \_/—
A: PO

R —
Project Logs @
& Project Work Plan Project Reports
Project Checklists G ‘.\
R e R: PM S: BM__

RAM (RASCI) AGB PSC PO BM UR SP PM PCT

Project Reporting I I A S/C I/C I/C R C
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PM?2 Project Reports

1. Project Progress Report

Project Status Report

Project:

Project phase:

TABLE OF CONTENTS

1. PROJECT STAKEHOLDERS ..........cooeviiinnnnnniiiiiininnscccsnesnnnnseseenneans
2. MILESTONES AND DELIVERABLES.........cccetttiemmmmmnnnnnnnnnnnsssiiinsinnnnnnns
3. PROJECT PLAN PER WORK PACKAGE (ONLY FOR THOSE HAVING A (
4. RISK LIST ...
5. ACHIEVEMENTS..
6. ONGOING AND PLANNED ACTIONS.......ccccvmimmmmmmnnennnnnnnnnsnisnnnnnnnnn,
7. MAJOR ISSUES & ACTIONS TAKEN.........ccccummmiieiiiiiiicinnnnnnnnneneennenaes

Reporting period: to
OVERALL STATUS: / /Red PROJECT PROGRESS
Project Owner (PO); <Name> l’
Business Manager (BM]; <Name> >
Solution Provider [SP); <Name> Initiating Planning | Executing Closing |
Project Manager (PM]: <Name> Monitor & Control
PROJECT INDICATORS

MILESTONES

Schedule: i /Red

> Baselined delivery date: <o/
> Forecasted delivery date: <xx/xx /x>
3 Mariznce: <+ xx months>

Cost: / Red

¥ Baselined: <ocr workdays, <o €
> Spent: <> workdays, <y €

¥ Forecasted: ©oc workdays, <5000 €
> Variance : <0% (Forecasted - Baselined)>

'z, <describe project milestone 1>
'kxz;, <describe project milestane 2>
‘oz, <describe project milestone 3> .
i, <describe project milestone 4>
'z <describe project milestone 5>
/xxz;, <describe project milestone 6>

PROJECT INDICATORS (AT CURRENT STATE)

Status: / JRed

Planned: <xx> workdays

Actual work: <o workdays

Earned Value (Progress);, <xc- workdays
Remaining work: <x> workdays

Metnor: Frojed atmms>

TER

4

ek

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

PROJECT CHANGES (INPUT FROM CHANGE LOG)

Status: J /Red

» Severe:
»  <idoc, category oo, status <o
P <idoee, Category <>, Status <xxe
» <id oo, category <xcx, status <o

Risks [INPUT FROM RISK LOG)

Status: J /Red

> Active: <x>
¥ <id e, level <o, action <o
¥ <id e, level oo, action <ocr
¥ <id e, level <o, action <o

ISSUES (INPUT FROM ISSUE LOG)

Status: /! /Red

®  Urgent: x>
¥ <id o, size <o, severity <xx>
P <id oo, size 0o, severity <k
B <idoocs, size <o, severity Do

ACTIVITIES PERFORMED AND PLANMED
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Information Distribution 7> PM?

« Information distribution is based on the Communications Management Plan and
aims to regularly communicate key information to Project Stakeholders.

Projectgljeports Communications e
Project Logs \W N ‘\ &ﬁﬁ
Minutes of e If@%l
Meeting Project Work (‘fé\
\—W_ \—Plan/_ R: M R Information Distribution
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Project Reporting I I A C I I R C
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Quality Assurance 7> PM?
o beatng

« Quality Assurance activities as described in the Quality Management Plan are executed.
Quality Assurance (QA) in projects refers to the systematic activities implemented to
ensure that quality requirements are fulfilled. All QA activities are planned in order to
provide enough confidence that the product will satisfy the given requirements for quality.

Quality ; |
Management Audit Reports
Plan
\_/_
A: PM
Project Work ? 9 Project Logs
) X .
Plan "‘ ‘\
- R: PCT S: BM

»
»

RAM (RASCI) AGB PSC PO BM UR SP PM PCT

v
(@)
>
=

Quality Assurance I I
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The PM2 Quality Management Process 7> PM?2
o beatng

( RfP (Ready for Planning) )

+

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

. Sign-off
Project End
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RfC (Ready for Closing)? 7> PM?

Rfe RfC

Phase-Exit Revlewl

COEPM2 Slide 87

Eu ropean Commission




Monitor & Control

Initiating

T T T T T T T T T T T T T T T T T T T T T T T e T e e Ty VT T T T T e T e e mmm e m e CoTTTTTTTTT T TT T !
- i A - Checklists 1
: Monitor Project Performance ~ Manage Issues and Decisions : : Reg.ularly updated 0O o Checklict !
, w -Control Schedule - Manage Stakeholders 11 [ Risklog ¢ A 3 1
;2 ) 1o [71  qQuality Review Checklist 0
§ 7 -Gl @ i ~Manage Deliverables Acceptance [ Ll 1ssueLog [[1 Deliverables Acceptance Checklist 0
1 .3 -Manage Quality - Manage Transition g Decision Lo, i g :
(-] i \ , (= e [[]  Transition Checklist
| = - Manage Project Change - Manage Business Implementation 1=t D Change Log I:l D el T e i e :
J - Manage Risks - Manage Outsourcing [ . . |
\__ -ManageRequirements ___ ____ _________________________ | Ll _projectworkplan [ _StakeholderChecklst !
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What happens During Monitor & Control > PM?
e

During Monitor & Control all work is observed from the point of view of the Project
Manager. The key activities in Monitor & Control are listed below:

— Tracking and controlling of project variables (time, cost, resource use, risk...).

— Managing of issues, risk and changes.

— Quality controlling performed as described in the quality plan.

— Controlling of project deliverables so that they meet the predefined objectives.

— Ensuring that the transitions of the projegt to production will be done in a smooth way.

» R
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Monitor & Control Activities

Monitor Project Performance
Control Schedule
Control Cost

Manage Requirements

Manage Quality

Manage Project Change

Manage Risks

Manage Issues and Decisions
Manage Deliverables Acceptance
Manage Stakeholders

Manage Transition

Manage Business Implementation

"2 PM?

.
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Monitor Project Performance > PM?
R

Monitor the project performance in order to be in a position to know whether the project
is advancing satisfactorily.

* Tracks project variables (i.e. cost, schedule, scope and quality), monitor's risks, project
change and overall project performance, as to be in a position to report and forecast
project evolution to the project Stakeholders.

Quality Checklist Project Handbook “
—_— A: PO
Project Logs Project Work Plan @ Project Work Plan
. J(baselined) \\M
.  — - R: PM N
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Monitor Project Performance I I A C C I R C
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"2 PM?
o tERt

«  Ensure that tasks are executed as scheduled and the deadline for the project can be achieved.

Control Schedule

« Inform stakeholders about (foreseen) delays.
«  Obtain task status information from the Project Core Team (PCT)

«  Update Project Work Plan.

European Commission

o BT tbook Project Work Plan
Change Log roject Handbool 3 (updated)
(e
—_ — A: PO —_—
MoMs Project Logs
Projectg;ieports Project Work Plan (ué)dated?
. — - ___— R: PM N -
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Control Schedule I I A C C I R C
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Cost Control > PM?2
e,

«  Ensure that actual project cost remain aligned with project budget.
«  Monitor the budget and track the difference between budgeted, actual and forecast costs.
«  Report important variances through the status report

«  Obtain approval from the Project Owner (PO) for deviations

Outsourcing Plan Do B b ook Proj(ect(\j/V:JrI;)Plan
& Change Log roject Handboo ‘ 3 update
€
L .
—_— A: PO
M%(Ms ST @ Project Logs
roject Work Plan g,
Project Reports : (updated)
—— R: PM -
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Control Cost I I A C C I R C
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Manage Requirements 7> PM?
e

* Gather, document, validate requirements and control their implementation and change.

Requirements Business Case & 9 Requirements
Management Project Charter 3 Document
Plan “
A: PO

Project M Project Work Plan Project Logs
Stakeholder Project Work Plan II (updated) (updated)
Matrix

- — - __— SPCT‘\/_

RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Requirements I I A C C I R S
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Manage Requirements

( Project Initiation j

h 4

Y

1. Requirements Identification

.

A
A

2. Requirements Specification

& Evaluation

v

F ¥

3. Requirements Approval

.

A
A

»4. Requirements Implementation

'

5. Requirements Control

Project Initiating| | Requirements
Documents Document(s)

Minutes of
Meetings (MoM)

Requirements

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

Project Logs

"2 PM?
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< N Deliverables Requirements
& Valfatlon Acceptance Plan Document(s)
( Project Approval j
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Manage Project Changes > PM?2
o et

* Identify, document, assess, approve, prioritise, planning and controlling project
changes, and communicating them to all relevant stakeholders.

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

characteristics of the project.

Project Change Business Case
Management & 9 Char;ge L((i)g
Plan Project Charter ‘\ (updated)
A: PO
Communications e g Change Request Project Work
Manzlg:r:“nent Project Work Plan ..‘ ‘-\ e Plan (updated)
—_— R: PM s: BM L —
RAM (RASCI) AGB | PSC | PO | BM | UR | SP | PM | PCT
Manage Project Changes | C A S | | R C
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Manage Project Changes

(RfP (Ready for Planning)j

v

Y

1. Change Identification

!

2. Change Assessment &
Action Recommendation

l

3. Change Approval

A

y

No
Yes

4, Change Implementation

Change

Request Form | Change
Log

Change
Log

Change
Log

Project Work

"2 PM?

¥ 3 CoEPM?
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Plan
Project Logs
v Other
. Project Plans
Change
5. Change Control Log Project
¢ Reports
(Rfc (Ready for Closing))
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. 7N
Manage Issues & Decisions - PM?
B

- Identify, evaluate and manage issues for resolution by Project Stakeholders.

An issue is an immediate problem requiring resolution. Anyone can raise issues and issues can be raised in team
meetings or via communication towards the Project Manager (PM). Issues must be resolved as soon as possible.
It is always important to solve the root cause, not the symptom. This will ensure that the problem will not re-

OCcur.

Issue a Decision Log
Manzlg:nment ‘\ (updated)
—_— A: PO —
) Issue Log
MoMs Project Logs a@ ‘\ (updated)
— R: PM St BM - —
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Issues & Decisions I I A S C I R C
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Manage Issue & Decisions

( Project Initiation )

v

"2 PM?

> 1. Issue Identification Issue Log
Y
2. Issue Assessment and Issue Log
Action Recommendation
Decision Log
Y
» 3. Actions Implementation Issue Log
Project Project
v Work Plan Documents
(updated)
«—| 4. Issue Monitoring & Control Issue Log
Project
+ Reports
( Project End )
Slide 99
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Manage Risk > PM?
e

* identify, assess and manage risks so that they conform to the organisation’s accepted risk
attitude.

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

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

Business Case
&
Project Charter ‘\
—_— A: PO
. Risk Risk Log
Risk Log Manzlg:nment ae “ (updated)
- — R: PM S BM_
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Risk I C A S/C C I R C
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Manage Risk
( Project Initiation j

v

2 PM2

> 1. Risk Identification Risk Log
Y
> 2. Risk Assessment Risk Log
A 4
» 3. Risk Response Development i
P P Risk Log Project
Work Plan
Y
«— 4. Risk Monitor & Control Risk Log :
Project
+ Reports
( Project End j
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Manage Stakeholders > PM?
R

* |dentifying project stakeholders

’ . . . (I:)ro]ect Stakeholders 50 peop|
e Capture stakeholder’s project expectations and requirements " 870UPS) who can affect orZaen

¢ Communicating with projects stakeholders throughout project lifecycle = Performed dyrjng

e Capturing stakeholders' overall project experience and satisfaction output(s) ang outc:rfe?sr)o jeets
Deliverable Project Handbook Stakeholder Matrix
Acceptance & & Stakeholder 9 (updated)
Transitions Plans Matrix ‘\
\_/_ \_/_
A: PO
Communications Business Implementation g Issue and Decision Stg:eh':)lIdter
Management Plan Plan \ ‘\ Logs ecklis
. . R: PM S: BM .
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Stakeholders I I A S/C I C R I
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Manage Deliverable Acceptance > PM?2
o et

* To ensure formal accept of project deliverables based on predefined objectives and
set of criteria as defined in the Deliverables Acceptance Plan

Quality Deliverables g Deliverables
Management Plan Acceptance ” Acceptance
Management Pl ‘\ Checklist
\—/_ \—/n—
A: PO
Outsourcing Plan ) @ g Decision Log Deliverables
(if applicable) Project Work Plan ‘g 3 ‘] (updated) Acceptance Note
- — - _— R: PM S: BM
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Deliverable Acceptance I I A S C C R C
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Manage Transition > PM?
R

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

 Management of any relevant communication activities
* Ensure close cooperation between the Project Manager (PM) and the Business

Manager (BM)

Communications Deliverables [ 5) O

anagement Plan cceptance o243
Manae e Maﬁage?’r:ent Plan @8.@
A: PSC
Business Project Work Plan ransition
Impler;IE:tation Transitigz)n Plan \\M
\_/_ R: PM >

RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Transition I A C C C C R C
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Manage Business Implementation 7> PM?
e

The effective execution of all business implementation activities, critical for smooth

operations, even after the project’s outputs have been delivered to the
stakeholder/user community.

It's a good practice to also define some post-project change activities, however,
their implementation falls outside the domain of responsibilities of the project

Business Business
Implementation Project Handbook 5 Implementation
\—Plan/_ L — “ Checklist |
A: PO —
Transition Plan Project Work Plan ‘\ Proj(e:;(\j/;ltoerl(;)Plan
- — - __— R: BM S: PM > —
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Business Implementation I I A R C I S I
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Manage Outsourcing 7> PM?2
o et

* To ensure with the Contractor's Project Manager (CPM) that the Contractor delivers
acceptable quality of work as defined in the Outsourcing Plan.

Note that the EC procurement process supersedes this guideline.

i Status & Signed
Outsourcing Business Case Progress Purchase
Plan Report(s | Order(s)
\—/_ \—/_

A: AGB

Signed Signed
Project Work Project Charter o\ 2% Timesheet(s
JPIan =) [%6\ Contract(s) | (s)
R: PM

- — sosp 00— - —
RAM (RASCI) AGB PSC PO BM UR SP PM PCT
Manage Outsourcing A C C C I S R I
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Monitor & Control Tools

Requirements
Management
Plan

Issue
Management
Plan

Outsourcing
Plan

Project

Business Case
Work Plan

Project Change
Management
Plan

Quality
Management
Plan

MANAGEMENT PLANS

Project
Handbook

Risk
Management
Plan

Communications
Management
Plan

Deliverables
Acceptance
Plan

Transition Plan

MEETING DOCS
Meetings

Agendas

Minutes
Of Meetings

7> PM?2

PROJECT REPORTS

Project Progress
Report

Quality Review
Report

Project Status

Business
Implementation
Plan

Project-End
Report

Change
Request Form

Project Initiation Report

Request

Project

BlojSEicharey Stakeholder Matrix

Monitor: & Control

B

1 1 \
| PROJECT LOGS | Project Work ! CHECKLISTS !

1
: | Plan (updates) ! Phase-exit Quality Stakeholders :
1 Change Log Risk Log 1 : Review Checklist Review Checklist Checklist 1

1 1
e _—_ _— VL. 1
1 1 : |
! - ! | Deliverables Transition Business 1
: Issue Log Recisionllog] : 1 Acceptance Checklist Implementation 1
[ e | : Checklist Checklist :
b - = ! | |
L e o o o e e e e e e e e e 1
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Logs 7 PM?

7: pM2 Issue Log

< Project Name>

Issue Identification and Description Issue and Action
D Category Issue Name Issue Description & Status  |Identified | Identification Action Details Urgenc | Impact Size Target Issue i bility/
Details By Date (effort & responsible] y Date Owner
L1 i<Exten ext 1> <Open: <Name X> ooy remer plan, the <4> <5 <d> oo | <hame Z>  ic¥es>

V: pM2 Decision Log

< Project Name>

Ownership Implementation
1D Category Title Persons present Comments
during decision
«Change in
Change Log
<Project Name> m
Identification Assessment Dedision Implementation

ID | Category Title Description ‘Status Requested Date Action Details Size |Priority |  Target Escalation | Decision | Decided | Decision Actual Comments

by identified (effort & responsible) Delivery Date by Date  |Delivery Date
Co1 |<New <New service mm vy |<For the new service <XS, | <High, miy | <Yes vy mm/y

<Project Name>

': PMZ Risk Log m

Risk Identification and Description Risk Assessment Risk Response
ID | Category Risk Name Risk Description & Details Status Identified By Identification | Likelihood | Impact | Risk | Risk Owner |Escalation |Risk Response Action Details Target Date | Traceability/Comments
Date Level Strategy (effort & responsible)
=)
RLO1 siness> /00 0 <Yes>
HLg T Higme > S <¥es>
— RLO3 | <Externai> Chiome 73 <5 el <Vess 6/2013>

RLO4 (<IT> Approy C15/047155 P i i ot
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Summary — Monitor & Control

* Monitor project performance

e Control Project variables
(compared to plans)

* Use Project Logs to control the
project

e Execute all Project Management
Plans (Processes)

e Take corrective action -> update
plans
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PM?

Closing

Closing Phase

*FF

.
3-6
Project-End Review:
meeting

Lessons Learned Best Practices Administrative Closure

initiating 2 Cosing >

O Project-End Review Agenda/ MoM
Project-End Report
- Lessons Learned
- Best Practices
- Post Project Recommendations
O Project Acceptance Note

Artefacts

Monitor & Control
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What happens in the Closing Phase > PM?

RfC (Ready for Closing)

Vs

Project-End Review
Meeting

N

v

Capture lessons Learned

& Post-Project
Recommendations

A4

Final project acceptance

A 4

Release resources

A4

Archive project

Project-End Review
Agenda/MoM
L

Project-End
Report
.

Project Acceptance
Note (if required)

End of Project

R ———

2

Projects Archive

Closing

Transfer deliverables to Project
Owner

Finalises all activities
Formally close the project.

Discuss to evaluate project
performance

Capture Lessons Learned and
Best Practices in the Project-
End Report

.

CoEPM?

European Commission
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The PM2 Artefacts Landscape > PM?

Management Management Management
Plan Plan Plan
Issue Quality Communications
Management Management Management
Plan Plan Plan
MANAGEMENT PLANS MEETING DOCS PROJECT REPORTS
Outsourcing Deliverables Meetings Project Progress
Plan Acceptance Agendas Report
Plan
Minutes Quality Review
. Project Project
Business Case Work Plan Handbook Transition Plan Of Meetings Report
AEESS Project Status
Project Initiation e Project Implementation Change Report Project-End
Request ARSI Stakeholder Matrix Plan Request Form Report

PROJECT LOGS Project Work CHECKLISTS
Plan (updates) Phase-exit Quality Stakeholders
Change Log Risk Log Review Checklist Review Checklist Checklist
Decision | Deliverables Transition Business
Issue Log €Cision S8 Acceptance Checklist Implementation
Checklist Checklist
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Wrap-up




Course End: Lessons Learned (& Shared) 7> PM?

 What are you top 3 learnings?
* Which aspects of this course were delivered effectively?
* How can this course be improved?
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72 PM?

WERING

PO .
7 M2 UR PROJECT
TPM2 %

You are using PM? for your project? We would like to hear about it!
Contact Us or use the #madewithPM2 tag on your socials
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