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Introduction

Purpose

Note: Briefly describe the purpose of the document.  For example, the purpose of the document may be to define the approach to quality management that will be applied to the project.

The purpose of this document is to define the procedures for Control and Reporting that will be used on the <Project Name> for <Company Long Name>.

Scope & Application

Note: Briefly describe the scope of the document.  For example, is the document for Quality Review?  Is the document applicable to a particular project phase or phases?  Is the document mandatory for all areas and participants in the project?

This document discusses the following topics for Project Management of the <Project Name>:

· Issue/Risk Management

· Problem Management 

· Change Control

· Status Monitoring and Reporting

The procedures are to be applied to both <Consultant> and <Company Short Name> responsibilities across the <Project Name> project.

Related Documents

Note: List any documents that users of this document may need to refer to while reading this document.  At a minimum, refer readers to contractual documents.  Define all referenced documents by name, document reference, version (if appropriate), and date (if appropriate).  If the list of referenced documents is long, then you may include the list in an appendix at the end of the document and refer readers to the appendix in this section.

1. <Consultant> Proposal for <Project Name> 

2. Project Management Plan for <Project Name> 

Control and Reporting Procedures

The Control and Reporting process controls the Project Management Plan preparation and updating.  The process also reports progress status externally.  The Control and Reporting procedures define how to manage the scope and approach of the through the management of changes, problems, risks, and issues.

Note: Define any project specific standards and procedures not developed in the Project Management Plan.  Modify the default set provided to suit your project characteristics.

Procedures Overview

Issue/Risk Management

This procedure defines the way risks and issues are identified and managed through to resolution or non-impact on the project.  Implement the procedure using the paper Risk and Issue Form (and Log) or a computer-based tool such as INTERSOLV PVCS Tracker.  If a client procedure is used, then refer to the client procedure in this section, or copy the client procedure verbatim into this document.

Once identified, risks and issues are investigated and resolved or managed during project meetings.  Some risks may have been identified during proposal preparation.  Adopt these risks for management during project planning.

Problem Management

This procedure defines the approach to managing deliverable related discrepancies, including problem identification, analysis, resolution, and escalation.  Problem management may be implemented using either the paper  Problem Report (and Log) or a computer-based tool such as INTERSOLV PVCS Tracker.  If a client procedure is used, then refer to the client procedure in this section, or copy the client procedure verbatim into this document.

Change Control

This procedure defines how to handle changes to project scope or baselines.  Implementation options include using the paper Change Request Form (and Log) and Scope Control documents or a computer-based tool such as INTERSOLV PVCS Tracker.  If a client procedure is used, then refer to the client procedure in this section, or copy the client procedure verbatim into this document.

Status Monitoring and Reporting

This procedure defines how to monitor and report project status through the creation of the work progress statement, financial progress statement, issue, problem and change control logs, quality measurements, audits and reviews, individual and team progress and status reports, and the preparation of the Project Progress report on a regular basis.  Reporting includes reporting within the team, to the client, and to <Consultant>.

Issue/Risk Management Procedure

Purpose

The purpose of the Issue/Risk Management Procedure is to define how the project raises and resolves issues and contains risks.  It provides a way for the project to track the progress of managing issues and risks and to maintain visibility of management decisions regarding them.

The goal of this procedure is to structure and direct management actions toward reaching a timely resolution of the issue or risk and to ensure that the project team acts on a closure decision.  The intended result is a minimal backlog of unresolved issues and risks, thus providing the lowest practical impact to the project.

Scope

The risks to project success are evaluated during the proposal development and updated during project planning while developing the Project Management Plan document.  To manage these risks and other risks and issues that arise during the project, implement this Issue/Risk Management Procedure.

During a project, issues and risks exist which are beyond the control of the project team.  For example, client policy decisions, such as the creation of a new policy or an amendment to an existing policy, can have a significant impact on the system which will be implemented.  This procedure also provides for internally managing these externally created issues and risks while concurrently escalating them for joint resolution with the client.

Issues and risks are managed on this project using the Risk and Issue Form and tracked on a Risk and Issue Log discussed at progress meetings.  The Project Manager appoints an individual to implement the requirements of this procedure.

Definitions

Risk
A risk is something that may prevent project success in terms of profitability, delivery, or quality of the delivered product, if the risk is not managed effectively.  Examples of risks are where the client is unsure of deliverable requirements or where an application requires a technical solution not previously attempted.

Issue
An issue is a situation, action, concern, or question arising during the performance of the project which requires a solution from management.  An unresolved issue may impede or halt performance of project tasks by delaying or suspending work effort.  An example of an issue is a situation where a type of printer used by the client in production is not available to test project software.

Escalation
The transfer of management responsibility for resolution of an issue or risk to a higher level of decision-making for the project.

Organization, Roles, and Responsibilities

Specify the titles and responsibilities of the roles, meetings, committees, or review boards which are responsible for issue and risk management.  Use titles such as Project Sponsor or organizational titles such as Project Steering Committee.  In larger projects, organizations within the project may also be defined, such as team, group, or sub-project.  If there is a dedicated Issue Review Board, identify it here along with the titles of the individual members.

Risk and Issue Tracking Information

The Project Administrator maintains the current disposition of the issue or risk in the Risk and Issue Form and Log while the issue is open.  Other tracking information for issues and risks are provided by the assigned project member.  The Risk and Issue Form is returned to the Project Administrator for filing in the Project Library after the issue is approved or no is action taken, and the Risk and Issue Log then indicates the final disposition of the issue.  

The information recorded about an issue or risk contains the following:

Origination: 

Originator's Name

Functional Area or part of the project that the issue relates to

Type:  Risk or Issue

Date Raised

Reference Number

Description:  full description of the issue or risk and any background information
Current Disposition (update as needed):

Assigned to

Priority:  Critical, High, Medium, or Low

Target Resolution Date

Status:  see table below

Investigation:

Possible Action: possible actions to resolve the issue, including their impact in terms of disruption, time scale, cost, quality

Estimated Impact:  business and/or technical impact assessment

Resolution:

Recommendation:  the final recommendation for resolution

Approval:

Accepted (<Consultant>): and Date:

Accepted (client): and Date:

Associated Change Request Form Number:  where there is a need for a change request to be authorized to implement the approved issue resolution

Change Control Accepted on:  (Date)

Risk and Issue Status

The valid statuses for an issue or risk are:

	Status
	Description

	
	

	Open
	The issue has not been assigned for investigation.

	Assigned
	The issue has been assigned for investigation.

	Investigated
	The issue has been investigated.

	Resolved
	A resolution of the issue has been recommended.

	Approved
	The issue resolution has been approved.  An approved issue almost always results in an action item or change request being created.

	Deferred
	A resolution of the issue has been deferred until the specified target date.

	No Action
	No action will been taken with regard to this issue.


Procedure Steps

The sample text in this section is based on an average size project, using the Risk and Issue Form/Log.  Modify the text to suit your project characteristics.

Note that for simplicity, issues and risks are referred to as issues in the procedure below, unless a specific item refers only to risks.
Raise a New Issue
Any project member (the originator) may raise an issue to the attention of project management by documenting it on a Risk and Issue Form.  Include any known potential impact to the project of not resolving this issue with the information recorded about the issue .

The Project Administrator then forwards the CRF to the Project Manager for review.  The Project Manager assigns the CRF to a project member for investigation after consultation with the client if deemed necessary.  The Project Manager also assigns a priority and target resolution date to the CRF, and changes the status of the CRF to Assigned.

Screen and Assign the Issue

The Project Manager screens the issue and, if necessary, updates the Risk and Issue Form with background information to place the issue in perspective.  Screening of the issue results in one of the following:
Determination that the issue is a already covered by an existing issue.  This may involve updating the existing issue to reflect new information.

Further discussion with the originator and other project members to see if a satisfactory solution can be reached before adding the issue to the Risk and Issue Log (or deciding it was not worth documenting).

Decision that the issue is to be resolved by management.  The Project Manager tentatively identifies the phase and processes that apply, together with the functional area and the priority (critical, high, medium, or low).  The Project Administrator records the issue as Open in the Risk and Issue Log, and assigns the issue a sequential reference number.

Each open issue is then assigned to a project member for investigation (the investigator).  The assignment is made jointly by the Project Manager and Client Project Manager after a review of the screening results.  The status of the issue is then changed to Assigned.  A due date for reporting on the investigation results is also assigned to the investigator.  As a general rule, the due date is to be set no more than two weeks from the present date.
Investigate the Issue

The investigator analyzes the circumstances surrounding the issue with the originator and others on the project.  The goal of the investigation is to identify one or more possible courses of action which would resolve the issue.  Where possible, this investigation should be carried out with the client, as there may be alternative resolutions involving client business policies or practices.

The investigator reports the investigation results by the assigned due date to the Project Manager for review.  It may be necessary to perform additional investigation after each review, in order to obtain a complete investigation or explore other alternatives.

The following information is to be recorded on the Risk and Issue Form as a result of the investigation.
Status

Set to Investigated
Description

Related issues:  any other issues related to this one (by identifier).

Background:  include enough information so that someone new to the issue can understand it.

Potential impact:  the potential impact of not resolving the issue, both to the business and to the project.

Action taken to date:  a history of what has happened so far, including names of people who have contributed to the discussion.  List this information in reverse chronological order.  Attach additional pages if necessary.

Possible Action

Describe one or more possible courses of action to resolve the issue or manage containment of the risk.

Estimated Impact

Business impact:  a discussion of the implications of the issue to the business.  This may include the processes, functions, entities, policies, or procedures that are impacted.

Technical impact:  a discussion of the implications of the issue to the system.  This may include the menus, modules, data structures, or technical architecture being implemented.

Recommendation

The investigator can recommend a particular action for resolving the issue, or identify the steps to be taken before a final decision can be made.

Recommend an Issue Resolution

Alternative resolutions to the issue or consideration of the steps that need to be taken before a final decision can be made are discussed and documented in the Risk and Issue Form at issue review meetings.  The Project Manager indicates a recommended resolution and changes the status of the issue to Resolved.

Approve the Issue Resolution

Review the recommended resolution for the issue with the client.  If the client agrees to the recommendation, then the client indicates agreement and changes the status of the issue to Approved.  Raise a change request if the resolution of the issue requires a change to project scope or a project baseline.  Submit the as background information with the change request.  Otherwise, assign an action item to the appropriate project member to implement the approved resolution.  The progress of the action is tracked in project management reviews.

If a resolution cannot be agreed upon until a later date, then agree upon a deferment, set the issue status to Deferred, and take interim actions to move the issue forward.  If no action is to be taken, then indicate this in the Risk and Issue Form using the issue status of No Action.

Escalate the Issue for Approval, if Necessary

If a resolution requires approval or coordination by other client authorities, then escalate the issue to the next level of approval, as indicated below.  Indicate the escalation clearly in the review history.  The responsible manager updates the form in the Risk and Issue Form.  If approval is reached with the appropriate authority, then return the issue to the Project Manager for implementation.

In this section, identify the escalation levels and their corresponding client and <Consultant> authorities in the project for issue and risk management.  Base authorities on the Organization, Roles, and Responsibilities section above.  Define the criteria for escalation to each level here as well.  Examples of escalation levels can be business, contract, or program.

	Escalation Level
	Responsible Roles or Organization
	
Criteria for Escalation to this Level

	
	
	

	
	
	

	
	
	

	
	
	


Review Risks Periodically 

Risks remain active, even after approval of containment measures, until there is no possibility of them becoming a reality.  Review all risks and containment measures periodically to ensure that the strategies for each are still appropriate.  The Project Administrator is responsible for scheduling reviews of active risks on a regular basis.

Problem Management Procedure

Purpose

The purpose of the Problem Management Procedure is to define how the project resolves problems associated with project deliverables.  It structures and directs management actions toward reaching an informed and timely decision on requests for such problems.

Scope

This procedure provides a mechanism by which either <Consultant> or the client can raise for management discussion problems which occur during the course of the project.  Concerns raised by visiting specialists are initially documented in a Site Visit Report and discussed at the project progress reviews.  They may then be categorized by the project team as issues or problems.  The project staff identifies problems in the course of conducting quality related tasks such as quality reviews and testing.  The client can identify problems with deliverables during these tasks, as well as during technical reviews and deliverable acceptance.

Definitions

Problem
A perceived variance between the expected and observed ability of an item produced by the project to fulfill the intended purpose.

Problem Report  
The mechanism by which a problem is identified, tracked, and managed through a pre-determined life-cycle to closure.

Organization, Roles and Responsibilities

Specify the titles and responsibilities of the roles, meetings, committees, or review boards which are responsible for issue and risk management.  Use titles such as Project Sponsor or organizational titles such as Project Steering Committee.  In larger projects, organizations within the project may also be defined, such as team, group, or sub-project.

Problem Tracking Information

The Project Administrator maintains the current disposition of the problem in the Problem Report and Log while the problem is open.  The assigned project member provides other tracking information.  The Project Administrator files the Problem Report in the Project Library after the problem is verified or no action is taken.  The Problem Report Log indicates the final disposition of the problem.

The information recorded about a problem contains :

Origination:

Originator's name

Date Raised

Reference Number

Problem details including item affected, if applicable:

Current Disposition (update as needed):

Priority: Immediate, Urgent, or Routine

Investigator’s Name

Status:  see table below

Investigation:

Investigation: (relevant elements of the following):

Assigned To:

Investigation to be Completed by Date:

Related Requests:

Items Affected: 

Findings and Recommendations:

Related Issue :

Related Documents:

Business Impact:

Technical Impact:

Suggested and Actual action:

Estimate of required work:

Resolution:

Authorization to Proceed (<Consultant>):  and Date:
Authorization to Proceed (client): and Date:

Verification:

Person who tested the change:

Date change tested:

Problem closed by: and On:

Change Request Form: and Raised On:
Problem Status

The valid statuses for a problem are:

	Status
	Description

	
	

	Open
	The problem has not been assigned for investigation.

	Assigned
	The problem has been assigned for investigation.

	Investigated
	The problem has been investigated.

	Resolved
	A resolution of the problem has been recommended.

	Closed
	The problem resolution has been implemented and verified.

	No Action
	No action will been taken with regard to this problem.


Procedure Steps

The sample text in this section is based on an average size project, using the Problem Report and Problem Report Log.  Modify the text to suit your project characteristics.

Record the Problem

All project personnel complete Problem Reports when problems are experienced with any project deliverables.  The origination results are completed in a new Problem Report (PRT), and the form is submitted to the Project Administrator.

The Project Administrator records the problem as Open in the Problem Report Log and assigns the PRT a sequential reference number.  The Project Administrator then forwards the PRT to the Project Manager for review.

Investigate the Problem

The Project Manager reviews and determines if the PRT represents an actual problem.  If it is an issue that needs client resolution or a change in scope, then the Project Manger raises an issue or change request.  The Project Manager passes the request to the appropriate management process, and closes the PRT with a status of No Action, noting the appropriate issue or change request number.

Otherwise, the Project Manager assigns the PRT to a project member for investigation (the investigator).  The Project Manager also assigns a priority to the PRT and changes the status of the PRT to Assigned.

Define the guidelines for setting priorities here.

The investigator identifies the configuration items affected.  The impact of not fixing the problem is also evaluated.  The investigator identifies one or more resolutions to the problem and estimates the effort for each.

The investigator documents the investigation findings in the PRT, and presents the results to the Project Manger for review.  It may be necessary to perform additional investigations and reviews in order to obtain an investigation satisfactory to the Project Manager.
Resolve the Problem

The Project Manager takes one of the following actions based on the investigation results with the knowledge of the client:

Recommend that no action be taken.  If no action is to be taken, then an explanation must be provided on the PRT.  The Project Manager must sign off on the PRT marked with a status of No Action.

Approve a recommended resolution.  The Project Manager approves the resolution on the PRT and changes the status of the CRF to Resolved.

The Project Manager reviews the resolution with the client, even when there are no cost implications and the PRT does not require client approval.  If necessary, the client approving authority signs approval on the PRT.

Escalate the Problem for Approval, if Necessary

If a resolution requires an approval or coordination by other client authorities, then the Project Manager escalates the problem to the next level of approval, as indicated below.  Indicate the escalation in the review history.  The responsible manager updates the PRT.  If approval reaches the appropriate authority, then the PRT is returned to the Project Manager for implementation.

In this section, identify the escalation levels and their corresponding client and <Consultant> authorities in the project for problem management.  Base authorities on the Organization, Roles, and Responsibilities section above.  Define the criteria for escalation to each level here as well.

	Escalation Level
	Responsible Roles or Organization
	
Criteria for Escalation to this Level

	
	
	

	
	
	

	
	
	

	
	
	


Correct the Problem

Once the PRT has been signed then implementation may begin.  Forward the to the appropriate person for corrective action.  Upon completion of the corrective action, the designated person or organization tests or verifies the PRT (see Organization, Roles, and Responsibilities section).  That person signs approval upon the completion of the corrective action on the PRT and returns the PRT to the Project Administrator.

The Project Administrator changes the status of the problem to Closed on the Problem Report Log and files the PRT in the Project Library.  The Problem Report Log is reviewed at progress meetings to track problems which have not yet been closed.

Change Control Procedure

The project team ensures that the project stays in scope  The client needs to understand the scope of the project and that any out of scope requests may change the nature and the timing of the project.

Purpose

The purpose of the Change Control Procedure is to define how the project controls changes to project baselines, including changes to project scope.  It structures and directs management actions toward reaching an informed and timely decision on requests for such changes.

The goal of this procedure is to provide a way for <Consultant> and the client to review and agree upon those changes which are jointly deemed to be important to project success.  It is essential to the project that <Consultant> and the client jointly understand the benefits and costs of every requested change in order to make the most informed decision possible.

Scope

Any modification or deviation from the agreed upon functionality or changes to the time or costs agreed upon in the contract are subject to this procedure.  Change requests may be initiated by <Consultant> or the client whenever there is a perceived need for a change.  Agreement to a change request signifies agreement to a change in overall costs, functionality, or time scales, as documented in the approved change request.

<Consultant> informs the client when <Consultant> believes that a change request requires an amendment to the contract to be implemented.  In such cases, <Consultant> submits a formal change proposal for acceptance by the client and, if accepted, initiates the contractual change.

Definitions

Change Request
A formal project mechanism for tracking the progress and documenting the results of project management activity regarding a request for change.

Scope  
The required set of verifiable products and services with specified characteristics which a project undertakes to provide to a client.  Scope is established initially through the Project Management Plan document and further refined during the project through the creation of project baselines.

Scope Change  
A change to project scope.  A scope change requires an adjustment to the project workplan and nearly always impacts project cost, deliverables or schedule.

Scope Creep 
The cumulative effect of allowing additional requirements after a project has started without considering the impact on project cost or schedule.  Scope creep arises from the misapprehension that such small additions will not affect project scope.

Escalation
The transfer of management responsibility for approval of a change request to a higher level of decision-making for the project.

Organization, Roles, and Responsibilities

Specify the titles and responsibilities of the roles, meetings, committees, or review boards which are responsible for issue and risk management.  Use titles such as Project Sponsor or organizational titles such as Project Steering Committee.  In larger projects, organizations within the project may also be defined, such as team, group, or sub-project.  If there is a dedicated Issue Review Board, identify it here along with the titles of the individual members.

Change Request Tracking Information

The Project Administrator maintains the current disposition of the change request in the Change Request Form and Log while the change request is open.  The assigned project member provides the other tracking information.  The Change Request Form is returned to the Project Administrator for filing in the Project Library after the change is approved or no action taken, and the Change Request Log indicates the final disposition of the change request.

The information recorded about a change request contains the following:

Origination:

Originator's name

Date Raised

Reference Number

Functional Area: for example the primarily affected system configuration or requirement

Phase:  of the project

Client Request?:  Yes or No

Change Details: description of proposed change, the reason for the proposed change, the impact of the proposed change and the implications of not performing the proposed change

Current Disposition (update as needed):

Priority:  Critical, High, Medium, or Low

Category:  project-specific classification of the change request

Assigned to

Date Resolution Required

Status:  see table below

Investigation:

Investigation:  (relevant elements of the following):

Investigation to be completed by date

Related change requests

components affected

findings and recommendations

related issue number

related documents

business impact

technical impact

Estimated Impact:  effort, cost, and schedule:  document the total impact of the change, and optionally list each task required to complete the change and the effort required, associated costs, and the schedule to complete.

Resolution:

Possible action (list changes):  list configuration item changes, such as processes, functions, entities, tables or views, modules, or documentation required to implemented the recommended resolution.

Actual Impact: Effort, Cost, and Schedule:  document the total impact of the change, and optionally list each task required to complete the change and the effort required, associated costs, and the schedule to complete.

Approval:

Accepted (<Consultant>), Date:

Accepted (Client), Date:

Completion Verified By:

Completion Date:

Change Request Status

The valid statuses for a change request are:

	Status
	Description

	
	

	Open
	The change request has not been assigned for investigation.

	Assigned
	The change request has been assigned for investigation.

	Investigated
	The change request has been investigated.

	Resolved
	A resolution of the change request has been recommended, which includes a complete identification of required actions and an impact estimate in terms of effort, cost, and schedule.

	Approved
	The recommended resolution has been approved, as noted, for implementation.

	Deferred
	A resolution of the change request has been deferred until the specified target date.

	No Action
	No action will been taken with regard to this change request.


Procedure Steps

The sample text in this section is based on an average size project, using the Change Request Form and Log.  Modify the text to suit your project characteristics.

Initiate the Change Request

The need for a change request can be identified by either <Consultant> or the client as a result of a resolved issue, a resolved problem, or a report, document, conversation, or other form of communication.  Complete the origination results in a new Change Request Form (CRF), and submit the form to the Project Administrator.

The Project Administrator records the change request as Open in the Change Request Log and assigns the CRF a sequential reference number.  The Project Administrator then forwards the CRF to the Project Manager for review.

The Project Manager reviews and if necessary, challenges the need for the change request, as it may be the result of a misunderstanding.  The Project Manager may request changes in client business practices which are outside of the scope of the project.  If the Project Manager determines that no action is necessary, then the Project Manager closes the CRF by changing the status to No Action, with an appropriate annotation as to the reason for no action.  The Project Administrator informs the originator of the change request of the decision as well.

Otherwise, the Project Manager assigns the CRF to a project member for investigation (the investigator) after consultation with the client, if necessary.  The Project Manager also assigns a priority and target resolution date to the CRF, and changes the status of the CRF to Assigned.

Investigate the Change Request

The investigator identifies the configuration items affected and the tasks necessary to perform the change and the impact of not performing the change.  The investigator also estimates how the change affects the project in terms of schedule, deliverables, and cost.  The investigator coordinates the investigation with the client.  The client also performs an investigation of the impact of the change to client business practices and plans.

The investigator documents the investigation findings in the CRF, and the presents the results to the Project Manager for review by the assigned due date.  It may be necessary to perform additional investigations and reviews in order to obtain a complete understanding of the change’s potential impacts.
Resolve the Change Request

The Project Manager takes one of the following actions based on the investigation results with the knowledge of the client:

Recommend that no action be taken.

Determine that the change request does not affect a project baseline or project scope, and approve the change for implementation.

Prepare a detailed estimate of actual cost and schedule impacts in the CRF.

Prepare a formal contract change proposal for submission to the client.

If actual costs or a contract change proposal are to be prepared, then the estimates and impact of the change is approved by <Consultant> by following the local bid review procedure.  It is essential to use the same amount of rigor in reviewing estimates for changes as for the original bid.

If the investigation is long, then it may be appropriate to request a Workplan change to cover the investigation.  If the investigation is considered a proposal effort, then the record the time spent as such and does not have an impact on <Consultant> project costs.
After completion of one of the above actions, the Project Manager indicates the recommended resolution on the CRF and changes the status of the CRF to Resolved.

Approve the Change Request Resolution

The Project Manager present the change request recommended resolution to the client.  Communicate the resolution to the client , even when there are no cost implications and the CRF does not require client approval.  If the client agrees with the resolution, then the client approving authority signs the CRF, and the Project Manager changes the status of the CRF to Approved.

If the client does not agree to the resolution, then the Project Manager discusses and documents the objection with the client approving authority.  The proposed change is renegotiated if possible or withdrawn if it is agreed to be nonessential.  Document the final decision in the CRF.

If a resolution cannot be agreed upon until a later date, then agree upon a deferment date, and set the CRF status to Deferred.  If no action is to be taken, then indicate this in the CRF using the status of No Action.

Escalate the Change Request for Approval, if Necessary

If a resolution requires an approval or coordination by other client authorities, then escalate the change request to the next level of approval, as indicated below.  Indicate the escalation in the review history.  The responsible manager updates the escalation in the CRF.  If approval is reached with the appropriate authority, then the CRF is returned to the Project Manager for implementation.

In this section, identify the escalation levels and their corresponding client and <Consultant> authorities in the project for change control.  Base authorities on the Organization, Roles, and Responsibilities section above.  Define the criteria for escalation to each level here as well.  Examples of escalation levels might be business, contract, or program.

	Escalation Level
	Responsible Roles or Organization
	
Criteria for Escalation to this Level

	
	
	

	
	
	

	
	
	

	
	
	


Initiate and Monitor Change Implementation

Once the CRF has been signed then implementation may begin.  Schedule the CRF for implementation by incorporating task and deliverable impacts into the project Workplan.  Both <Consultant> and client project managers must sign the CRF once the change has been completed.

Review the Change Request Log at progress meetings to track changes which have not been completed.  File the CRF in the Project Library by the Project Administrator, who updates the Change Request Log with the completion date.

Status Monitoring and Reporting Procedure

Purpose

The purpose of the Status Monitoring and Reporting Procedure is to define how the <Project Name> project collects, assesses, reports, and acts on information about the progress of the project, as measured against project plans.

Scope

This procedure applies to all projects in which <Consultant> is responsible to the client for management of the project and delivery of project products and services.

Definitions

Progress Review
A planned, structured meeting at which quantitative and qualitative information about the accomplishments of a project organization are reviewed and discussed.  Management directs corrective actions and further planning and identifies new issues and risks.  A general format for a progress review can be summarized as Progress, Problems, Priorities and Plans.

Issue
A situation, action, concern, or question arising during the performance of the project which requires a solution from management.

Risk
Something that may prevent project success in terms of profitability, delivery, or quality of the delivered product if the risk is not managed effectively.

Action Item
A directive to a project member to perform a specified action by a specified date.

Meeting Minutes
A written summary of the venue, agenda, attendees, discussion points, information presented, action items, and decisions reached during a project meeting.

Organization, Roles, and Responsibilities

Specify the titles and responsibilities of the roles, meetings, committees, or review boards which are responsible for issue and risk management.  Use titles such as Project Sponsor or organizational titles such as Project Steering Committee.  In larger projects, organizations within the project may also be defined, such as team, group, or sub-project.

Review team performance (including any client staff) on a weekly basis.  Hold project progress meetings monthly with the client.  Short duration projects or when entering critical parts of the project may need twice weekly or even weekly progress meetings with the client.

Team Progress Review

Team Progress Reviews are held on a <weekly> basis to assess the progress of each team and to plan for the following week or weeks.  They also include a discussion of any issues and problems.  Workplans are updated <weekly> in preparation for the Team Progress Review based on completion of timesheets by staff.  The meeting is chaired by the <Consultant> Project Manager.

Project Progress Reviews

Project Progress Reviews are held at <monthly> intervals.  The <Consultant> gives a report given by the Project Manager to both client and <Consultant> management, summarizing progress, problems, risks, issues, and any proposed changes.  The Project Manager prepares the current project status which is a key input to the meeting.

For large or critical projects a Project Board or Steering Committee may be established to monitor the project at a higher level of visibility within both <Consultant> and client management.  Where appropriate the text below can be used for this.

Steering Committee Meeting

The Steering Committee meets at <monthly> intervals to review the progress reports and other data relating to the project.  The <Consultant> Project Manager represents the project at these meetings.

Status Monitoring and Reporting Tracking Information

The following is a description of the information which is required as input or generated as a result of this procedure:

The standard Project Progress Report includes a client front section and a second section for <Consultant> management, including project financial status.  Where additional information is required by the client, base changes to the progress reporting on the standard report.

Project Progress Report

On a <monthly> basis the <Consultant> Project Manager prepares a Project Progress Report for input to the project progress meetings and an Internal Project Progress Report for feedback to <Consultant> management, including the financial status of the project.

Progress Statement

A progress statement is a set of quantitative information prepared for a particular team or aspect of the project.  A progress statement focuses on the Workplan or Financial Plan for that portion of the project.

Site Visit Report

Specialist or occasional staff visiting the project need to prepare Site Visit Reports (template available) so that a record of their work is available to the project team.  Where appropriate, the following text covers this point.

All visiting site specialists (such as applications specialists) produce Site Visit Reports, and either the <Consultant> Project Manager or Coordinator review them.  Reports are then collated, and any unresolved issues are discussed at the project progress meetings held on individual sites.  Issues are added to the Issue Register where appropriate.

Meeting Minutes

Include a statement about recording meeting minutes.  Team meetings may be informal, but document client meetings, even if only on an action list basis.

Action Items

The Project Administrator identifies actions in the minutes of all of the above meetings and tracks them for input to subsequent meetings.  Maintain completed action item logs in the Project Library.

Issues and Risks

Raise issues and risks during project reviews.  The Project Administrator records each new issue or risk on the Risk and Issue Form and then follows the Issue/Risk Management procedure.  If open issues and risks are discussed during reviews, then the Project Administrator or designated meeting attendee updates the Risk and Issue Form and Log.

Review Agendas, Attendees, Inputs, and Outputs

The agendas, attendees, inputs, and outputs for the reviews listed in the previous section are given below.  The output from all these meetings is a set of minutes, distributed to all attendees.

Team Progress Review

Agenda:

Workplan Progress

Issues

Change Request Log

Problem Report Log

Action Items

All Other Business

The input to this meeting are weekly progress reports prepared by project teams.  The meetings are held on <day> at <time>.  The <Consultant> Project Manager chairs the review meeting.  Minutes are produced by the Project Administrator and circulated to the team leaders.  Attendees of Team Progress Reviews are:

	Title
	Representing

	
	

	
	

	
	

	
	


Project Progress Review

Agenda:

Workplan Progress

Project Milestones and Deliverables

Business progress:

Major milestones and dates to be supported

Changes in business process or policy

Changes to requirements

Planning for project resources for next month

Issues

Change Request Log

Action Items

All Other Business

The Project Coordinator produces the Project Progress Report, which is the input to this meeting.  These meetings are held <monthly>, and minutes are distributed to attendees and to the <Company Long Name> Steering Committee.  Attendees of Project Progress Reviews are:

	Title
	Representing

	
	

	
	

	
	

	
	


<Consultant> Internal Progress Review

Agenda:

Status Summary

Workplan Progress

Financial Status

Internal Issues

Action Items

All Other Business

The Project Coordinator provides the <Consultant> Internal Project Progress Report progress statements which are the input to this review.  These meetings are held <monthly> on <day> at <time>.  The meeting is chaired by the <Consultant> Business Manager and is attended by the <Consultant> Project Manager.  Attendees of <Consultant> Internal Progress Reviews are:

	Title
	Representing

	
	

	
	

	
	

	
	


Steering Committee Meeting

Agenda:

Progress to plan

Outstanding Issues For Resolution

Change Request Summary

Action Items

Any Other Business

The input to this meeting are the minutes of the monthly <Consultant> and <Company Long Name> Project Progress meeting.  The output of this meeting are the minutes circulated to attendees and the <Company Long Name> and <Consultant> Project Managers.  Project attendees at the Steering Committee Meeting are:

	Title
	Representing
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