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Overview 
Summary


OUR ORGANIZATION  has been tasked with maturing software development lifecycle implementations in accordance with best practices outlined in the Capability Maturity Model Integration (CMMI) model.  To this end, all production process will be documented as deliverables to the OUR ORGANIZATION  CMMI project for the purpose of showing evidence of maturity. 
Referenced Standards
Except where noted, all processes in this document are sourced from the Project Management Institute’s (PMI) Project Management Body of Knowledge which is available at the PMI website at www.pmi.org. 

Purpose of the Project Management Process
The purpose of this Project Management Process document is to document the standard operating procedures for project management used by OUR ORGANIZATION  project managers.  The goal of this process document is to provide the parameters that help project managers follow  a consistent, coherent process that can be used to guide both project execution and project control. 
Project Assessment
Weekly Assessment

On a weekly basis, the Program Manager will evaluate all projects and set a project management indicator.  This is different from the project status indicator, which is based on project metrics and indicates the health of the project.  Rather the project management indicator will evaluate to what extent the project is following documented OUR ORGANIZATION  Project Management standard operating procedures. 
Standard Project Reporting
The following project reporting is the responsibility of the Project Manager.

Weekly Reporting

The Project Manager will hold two weekly meetings; an Internal Team Meeting and an External Stakeholder Meeting.  The subject of each meeting should include resource allocations, schedule and risks at a minimum.  

Internal Team Meeting Reporting
The project manager will gauge work progress during the internal team meeting that will provide metrics and schedule updates for the stakeholder team meeting.  The meeting is not required to have a documented agenda unless a government functional is attending.   If a government functional is attending, there should be a documented agenda and meeting notes.  Meeting notes must be distributed to Program Management leadership. 
External Team Meeting Reporting
The project manager will communicate work progress and project metrics to the customer at the external team meeting. is responsible for creating an agenda prior to the meeting an distributing the agenda to all meeting participants.  The meeting notes must be distributed to all attendees no later than 48 hours after the meeting.  Meeting notes must be distributed to Program Management leadership.
Program Management Reporting
The following must be reported to the Program Management leadership on a weekly basis.
· Schedule Variance

· Project Status as elaborated in the OUR ORGANIZATION  Scheduling and Project Metrics SOP

· Brief Description of Reason for Project Status

· Risks as elaborated in the OUR ORGANIZATION  Risk Management SOP
· Any significant events affect the project
SharePoint will be the medium for this communication

Monthly Reporting

Executive Project Status Brief

An executive brief must be prepared on a monthly basis for distribution to executive project sponsors. 

The brief should be placed on the individual project SharePoint site. 
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