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	1
overview


1.1 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. 
1.2 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. 

1.3 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. 
1.4 Project Schedules
The Project Manager is responsible for creating and maintaining a project schedule for each project. The project schedule should be maintained in Microsoft Project as a GANTT Chart.  
Required fields
The following fields must be completed for each task in the GANTT Chart
· Task Name

· Duration

· Start Date

· Finish Date

· Baseline Start Date

· Baseline finish Date

· Predecessors
· % complete

Baseline

In order to determine the duration variance metric, all project schedules should be baselined at some point during project planning and prior to project execution. 

Updates

Schedules should be updated on a weekly basis. 
1.5 Project Metrics
Metrics are measures that are indicative of the status of a project.  OUR ORGANIZATION  employs two metrics; the duration variance and the project status indicator

Duration Variance
The duration variance is the quantitative measure.   The duration variance is an available field in Microsoft Project.  Microsoft describes the duration variance as follows:
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Data Type  Duration (duration field: A type of field whose content is expressed as a duration of time. Examples include the Work, Duration, and Delay fields. A duration field includes the duration unit, such as hour, day, or week.)
Entry Type  Calculated (calculated field: A field in which the value is determined by Project based on information in other fields. Project may recalculate the value automatically or when you specify, depending on your choice of calculation settings.)
Description  The Duration Variance field contains the difference between the baseline (baseline plan: The original project plans [up to 11 per project] used to track progress on a project. The baseline plan is a snapshot of your schedule at the time that you save the baseline and includes information about tasks, resources, and assignments.) duration of a task and the total duration (duration: The total span of active working time that is required to complete a task. This is generally the amount of working time from the start to finish of a task, as defined by the project and resource calendar.) (current estimate) of a task.

How Calculated  The Duration Variance field contains "0 days" until the duration value varies from the baseline duration value, as shown in the Baseline Duration field. Microsoft Office Project then calculates duration variance as follows: 

Duration Variance = Duration - Baseline Duration

Best Uses  Add the Duration Variance field to a task sheet when you want to analyze whether your schedule is taking more or less time than originally planned.

Example  You set a baseline for your project three months ago, and you now want to review duration variances for the tasks. You add the Duration Variance field to the Task Sheet view to analyze the project's progress and performance to date.

Remarks  If the duration variance is a negative number, the task is scheduled to take less time than originally planned. If the duration variance is a positive number, the task is scheduled to take more time than planned. If the duration variance is zero, the task is taking exactly as much time as originally planned. 

The Duration Variance field contains "0 days" until the duration value varies from the baseline duration value, as shown in the Baseline Duration field. To set a baseline, point to Tracking on the Tools menu, and then click Save Baseline. This copies the current value for the scheduled Duration field into the corresponding Baseline Duration field.

You can use the Tracking Gantt view to see the duration variance shown graphically with Gantt bars.

Project Status Indicator
The Project Status Indicator is a qualitative measure based on the judgment of the Project Manager.   The following status’ serve as general guidelines for setting the project status indicator. 

· Green – Project is on schedule, no significant risks

· Yellow – Project is on schedule, some significant risks

· Red – Project is off schedule
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