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[bookmark: _Toc227121245]Executive Summary
[bookmark: _Toc227121246]Document Overview
This document, comprised of the following sections outlined below, provides the guidelines and tools needed to successfully and consistently initiate, plan, execute, control, and close Naval Supply Systems Command Business Systems Center (NAVSUP BSC) projects.
· Introduction – presents NAVSUP BSC’s Project Management Methodology (PMM) and its relationship to other NAVSUP BSC processes.
· Sections of detailed activities and close-out criteria are represented for each of the project phases.  Within the Activity descriptions are References, which could be a policy, instruction, or guidebook; Templates are names of specific templates.
· The electronic project folder mentioned throughout this document is either the electronic project folder on Sitescape, or the electronic project folder on the share drive.
· Appendix A – provides details of the optional Project Phase, Strategy Study.
· Appendix B – provides a single point in the document to reference the primary inputs and outputs by project phase, including links to templates and process guidelines.
· Appendix C – provides the various checklists, along with links to their corresponding electronic locations, referenced in this document.
· Appendix D – provides a list of acronyms as well as a list of terms and definitions used in this document.
· Appendix E – provides a list of the corresponding personnel assigned to some of the roles mentioned in this document.
· Appendix F – provides department review and approval guidelines for project documents.
· Appendix G – provides the peer review process guidelines and forms.
· Appendix H - provides a form for the user to submit comments.
NAVSUP BSC’s PMM is represented through this guidebook, and includes the process flow charts and the project documentation templates.
· This guidebook is available via MyNAVSUP.
MyNAVSUP > NAVSUP BSC > Command Support Tab > Links > NAVSUP BSC Standard Service Process (NSSP) > Production Support Tab > Project Manager > Project Manager (PM) Deskguide 
The process flows are incorporated within this guidebook.
· The references/templates are available via MyNAVSUP.  
MyNAVSUP > NAVSUP BSC > Command Support Tab > Links > NAVSUP BSC Reuse Library > Templates, or 
MyNAVSUP > NAVSUP BSC > Command Support Tab > Links > NAVSUP BSC Standard Service Process (NSSP)

[bookmark: _Toc227121247]
PMM Overview
Implementing a practical yet disciplined PMM provides these benefits to NAVSUP BSC:
· Streamlined and more cost effective processes.
· Improved reporting and project control through standardization.
· Improved communication for all project stakeholders.
· The ability to tailor the PMM based on project size and complexity.
· High predictability of project success through the consistent use of standard processes and tools.
· Alignment and integration with other NAVSUP BSC initiatives and toolsets to eliminate redundant tasks.
NAVSUP BSC’s PMM consists of these phases:
· Initiating – PM obtains resources and clarifies requirements to complete the Rough Order of Magnitude (ROM) estimate or detailed estimate for the project.
· Planning – PM establishes a common understanding of the goals, constraints, and scope of the project, which provides the foundation for project success.
· Executing & Controlling – PM monitors the progress of the project against the plan and takes corrective actions as risks are realized. 
· Closing – PM ensures stakeholders have an avenue to provide assessment of the final product and allows team members to assess the project’s level of success.
An optional phase is the Strategy Study, which introduces discovery activities and establishes a solid foundation for project initiating and planning.  This phase is optional and is used for consulting engagements or concept exploration where further study and strategic planning are required prior to developing a ROM or detailed estimate.  For complete details on the Strategy Study, please refer to Appendix A.

[bookmark: _Toc227121248]Intended Audience
This document is geared primarily towards the PM.  Other roles participating in or impacted by these procedures include all roles referred to in the Service Delivery Model (SDM).  The SDM and PMM should be in agreement; however, where guidance appears to differ, the PM should follow the PMM.

[bookmark: _Toc227121249]
PMM Framework Flow
The following process flow depicts NAVSUP BSC’s project methodology.3.0 Executing & Controlling
2.0 Planning

4.0 Closing
1.0 Initiating

3.05
Project QA Management
2.05
Develop Charter

[bookmark: _Toc105493507]1.10
Request Resources to Develop ROM Estimate or Detailed Estimate
2.10
Request & Negotiate for Appropriate Resources    (Skill Sets) 
3.05.05
Execute, Monitor & Update Plans

3.15.05.05
Review 4.05
Perform Operational Close-out

3.05.10
Conduct Peer Reviews of 
Project Documentation as needed
2.15
Establish Project or WBS in Navy ERP

1.15
Conduct ROM Estimate or Detailed Estimate
Prep Meeting
4.10
Perform Administrative Close-out

2.20
Perform Pre-award Contract Tasks
3.05.15
Hold Regular Status Meetings 
with Team

1.20
Assemble ROM Estimate or Detailed Estimate 
4.99
Close Project
4.15
Customer or Sponsor Cancels Project

2.25
Perform Stakeholder Analysis
3.05.20
Project Issue Tracking

1.25
Conduct ROM Estimate or Detailed Estimate
Peer Review as needed

2.30 
Conduct Kick-off Meeting
3.05.25
Hold Meetings with RMs

1.30
Prepare ROM Estimate or Detailed Estimate

2.35
Identify Training Requirements for Project Resources
3.05.30
Monitor & Mitigate Risks

1.35, 1.35.05
Review / Approve ROM Estimate or Detailed Estimate / Forward to SRM
3.05.35
Ensure NMCI Compliancy


2.40
Obtain Necessary Approvals
3.05.40
Monitor Software Testing

1.99
Assess Readiness to Proceed to Next Phase
2.40.05
Complete NMCI Request for Service (RFS) as required
3.10
Project Reporting



2.50.05
Research & Write the Plans
3.10.05
Report Project Performance 
to Customers


2.50.10
Ensure Peer Reviews are Conducted as needed

2.45
Identify Hardware & Software Support Requirements

3.99
Assess Readiness to Proceed to Next Phase

3.10.05.05
Provide Status Update


2.50
Create Required Project Plans
2.50.15
Review / Approve the Plans

3.10.05.10
Provide Executive 
Level Reporting




2.50.20
Publish Plans to the Project Folder

3.15.05.20
Perform Post-Award Contract Tasks


3.15 
Project Scope, Cost, & Schedule Management


2.55
Perform Risk Management Planning


3.15.05.15
Re-estimate, if required 
2.55.05
Identify and Analyze Risks


3.15.05
Control Change

2.55.10
Plan for Risk Mitigation


3.15.05.10
Review Status of Funding 


	
3.15.05.05
Review Workload Schedule and Deliverable Status


2.55.15
Communicate & Document Risks

	2.99
Assess Readiness to Proceed to Next Phase 

Fundamental to understanding the methodology is recognizing that it is a management process, and therefore each of the project phases takes place repeatedly throughout the life of the project.  It is true that Initiating precedes Planning, and Planning generally precedes Executing and Controlling, but it is also true that the PM can and should revisit certain activities from prior project phases when the situation warrants.

1.0 Initiating
2.0 Planning
3.0 Executing & Controlling
4.0 Closing


[bookmark: _Toc227121250]Projects
PMs are tasked with managing projects for NAVSUP BSC.  Naval Supply Systems Command (NAVSUP) and non-NAVSUP projects represent changes or enhancements to existing programs or systems as well as new software development.  The work requests must come in via an Information Technology Service Request (ITSR) to the Service Request Manager (SRM) unless there is an approved waiver in place.
NAVSUP BSC projects are considered as either a Level of Effort (LOE) project or a deliverables-based project as negotiated with the Project Sponsor.  This guidebook addresses components of each project type.
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For simplicity, the term activities will be used in this document to reference activities and activity elements in Navy Enterprise Resource Planning (N-ERP).
	6
	
[bookmark: _Toc227121251]Work Categories
NAVSUP BSC’s work is identified by the categories depicted in the table below:

	Work Category
	Description
	Reference

	New Work
	Efforts that produce defined deliverables with identified start and completion dates and which usually exceed 250 hours.
	SDM

	Maintenance
Program Trouble Reports (PTRs) /  LOE
	Customer support effort where a deliverable corrects a defect or a deficiency in a previously released product; development of a defined deliverable with start and completion dates whose duration is usually 250 hours or less.
	SDM

	Consulting / Support Services
	Various services such as research, integration support, collaboration, or representation that are provided upon customer request and funding, which also results in a deliverable (e.g., white paper, report, comparative analysis).
	SDM

	Production Support
	Internal and external services provided where a customer directs NAVSUP BSC to establish, manage, maintain, and/or monitor performance of an identified production system for a stated period of time.
	SDM

	[bookmark: _Toc225300759]Table 1  Work Categories



[bookmark: _Toc227121252]Roles and Responsibilities
Roles and responsibilities are unique for each of the groups as outlined below.  The PM will refer to the SDM’s Roles and Responsibilities Matrix for additional information.  A brief description of individual roles and responsibilities is provided in the table below.
	Role
	Responsibilities

	Account Manager (AM)
	Responsible for managing customer accounts, invoicing, billing maintaining Service Level Agreements (SLAs), and reporting expenditures.

	Architect
	Responsible for standards compliance and Architecture Review Board (ARB) approval.

	Contracting Office Representative (COR)
	Business office liaison to the contracting office. The COR coordinates all contracting actions for NAVSUP BSC and ensures maintenance of software asset inventory and software licenses.

	Configuration Manager
	Responsible for configuration management of project artifacts including version control, Navy Marine Corp Intranet (NMCI) release readiness and release coordination.

	Data Modeler
	Responsible for data modeling, logical database development and maintenance, metadata and their related repositories.  Negotiates with physical database administrators for schema assignment, physical sizing requirements.  Interfaces with end-user and developers to define data requirements and assists developers with application development, testing and deployment.

	Developer
	Responsible for the development and/or maintenance of programs/applications, which may include technical analysis, estimating, physical database design, technical design, coding, testing, and lifecycle documentation.  Also ensures compliance with existing policies and regulations, maintains configuration management procedures, release and implementation.

	Enterprise Support Lead (ESL)
	Responsible for performing validation/verification of work requests against all enterprise repositories to ensure compliance with directed standard software, architecture, etc.; also ensures registration/certification of enterprise candidates developed/deployed by NAVSUP BSC.

	Functionalist
	Subject matter experts (SMEs) responsible for business analysis and functional design including development of business process models.

	Project Manager (PM)
	Responsible for managing the scope, cost, and schedule of projects, ensuring that the project meets the customer’s needs and is delivered on time and within budget.

	Project Support / Functional Support
	Personnel providing project support to PMs.

	Project Systems Support (PSS)
	Personnel providing N-ERP Project Systems support to PMs.

	Resource Manager (RM)
	Responsible for all aspects of personnel management including workload management and managing personnel.

	Sponsor 
	Responsible for approval and funding for requested Products/Services.

	Service Request Manager (SRM)
	Member of the Business Office responsible for the lifecycle management of ITSRs submitted to NAVSUP BSC.

	Technical Point of Contact (TPOC)
	Technical SME responsible for technical and architectural issues related to contract administration and deliverables.

	User (USR)
	Personnel utilizing deliverables provided by NAVSUP BSC.

	[bookmark: _Toc225300760]Table 2  Roles and Responsibilities
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Phase 1.0 Initiating
	[bookmark: _Toc227121254][bookmark: _Toc99180042][bookmark: _Toc99202115][bookmark: _Toc100977405]Description – 1.0 Initiating
This phase represents the initial review process for all ITSRs that require a ROM estimate, a detailed estimate only, or a combination of a ROM estimate and a detailed estimate.  The period for completion of a ROM estimate is five working days.  The period of completion for a detailed estimate will be no longer than 45 calendar days from the day the Business Office receives the request.  The detailed estimate completion date is also subject to the customer’s stated timeframe completion requirements.

	[bookmark: _Toc227121255]Flow – 1.0 Initiating

1.25
Conduct ROM Estimate or Detailed Estimate Peer Review as needed
1.35, 1.35.05
Review /  Approve ROM Estimate or Detailed Estimate /  Forward to SRM
1.99
Assess Readiness to Proceed to Next Phase
1.10
Request Resources to Develop ROM Estimate or Detailed Estimate
1.15
Conduct ROM Estimate or Detailed Estimate Prep Meeting
1.20
Assemble ROM Estimate or  Detailed Estimate
2.0
Proceed to Project Planning
1.30
Prepare ROM Estimate or 
Detailed Estimate





	[bookmark: _Toc227121256]Activities – 1.0 Initiating

	[bookmark: _Toc99202117]1.10  Request Resources to Develop ROM Estimate or Detailed Estimate
	1. [bookmark: _Toc99202118]The PM will use judgment and consult with NAVSUP BSC management, as required, to identify resource roles needed in developing the ROM estimate or detailed estimate.  Be sure to specify the need for leads.
2. The PM engages the Resource Assignment Process and sends an Email Resource Request or the Resource Request Form (RRF) Template, whichever is preferred, to the appropriate RMs with the following attachments (or references to electronic file folders, if available):
a. Requirements Document
b. RRF Template (optional)
c. Meeting Minutes template (with agenda portion completed)
d. Detailed Estimate Workbook
3. Depending on the project’s type or size, the PM will work with the RMs prior to assigning resources to discuss the scope and schedule of the project.
4. The PM ensures that all appropriate resources are included for impact assessment as anticipated.  The PM will use Email and meetings to discuss business needs as well as to identify required skills and negotiate for resources.
5. The PM will notify assigned resources of the applicable Navy ERP charge object(s), and will add resources to activities if not already assigned.
References / Templates:
NAVSUP BSC Project Estimating Guide 
Resource Request Email Template
RRF Template
Detailed Estimate Workbook

	1.15  Conduct ROM Estimate or Detailed Estimate Prep Meeting
	1. The PM provides the initial requirements, project description, and Detailed Estimate Workbook to the project team. 
2. The PM schedules and conducts the ROM estimate/detailed estimate prep meeting.
a. The purpose of this meeting is to identify actions required to satisfy the requirements along with the effort (cost / hours) needed to complete those actions.
b. These meetings are normally attended by the PM, Functionalist, Developer and Data Modeler.  However, virtually every role defined in the SDM could be represented depending on the project type.
c. The PM maximizes reuse of other documentation and Lessons Learned (LL) from previous similar projects.
3. The PM either records the meeting minutes or requests assistance from the Project Support to do so.
4. Risks and issues will be identified, assigned and recorded.  Critical issues have the potential to suspend tracking of the ROM estimate/detailed estimate completion time.
5. The PM follows up with the Sponsor for clarification of requirements or additional information if needed.
a. The PM requests the SRM to suspend tracking; otherwise, the ROM estimate or detailed estimate clock continues to run.
b. If the information is adequate, the PM proceeds to the next step.
References / Templates:
Meeting Minutes Template
Meeting Checklist
Risk Management Plan (RMP) Template
Issue Status Tracking Log

	1.20  Assemble ROM Estimate or Detailed Estimate
	1. The PM incorporates feedback from the project team and uses the standard NAVSUP BSC Estimate Workbook Guidelines to develop the ROM estimate or detailed estimate.  Reminder – ensure Project Management hours are included in the ROM estimate or detailed estimate.
2. The PM ensures applicable issues and risks are recorded for future communication to the Project Sponsor, along with the cost or effort information.  Any issues/risks will be recorded in the Project Issue Status Tracking Log or other suitable log.  Once the project is funded, risks will be documented in the Risk Management Plan (RMP) or the Project Management Plan (PMP).
3. The PM ensures the estimate is accurate and credible.
References / Templates:
NAVSUP BSC Project Estimating Guide 
RMP
PMP
Detailed Estimate Workbook
ROM Estimate Communication Doc
Issue Status Tracking Log

	1.25  Conduct ROM Estimate or Detailed Estimate Peer Review as needed
	1. A Peer Review of the ROM estimate or detailed estimate with the team may be scheduled at the discretion of the PM. See Appendix G for Peer Review process and forms.
References / Templates:
Software Quality Assurance Plan (SQAP)
Peer Review Guide and Forms

	1.30  Prepare ROM Estimate or Detailed Estimate
	1. The PM will make the necessary changes to the Estimate Form as identified during the Peer Review.
References / Templates:
NAVSUP BSC Project Estimating Guide 
Detailed Estimate Workbook

	1.35  Review / Approve ROM Estimate or Detailed Estimate
	1. The PM will consult his/her Division Director or PM Supervisor for guidance regarding the review and approval process for ROM estimates and detailed estimates.  Each department may decide on its own review/approval guidelines.  See Appendix F for department guidelines.  

	1.35.05  Forward Estimate to SRM
	1. Once approved, Project Support forwards the ROM estimate or detailed estimate with the Estimate Communication Doc, or the file path to the documents, via Email to the SRM.  
2. The Sponsor might request a “re-estimate” via the SRM.  If this is the case, the PM starts at Activity 1.10 to develop the re-estimate.
References / Templates:
ROM Estimate Communication Doc
Detailed Estimate Workbook

	1.99  Assess Readiness to Proceed to Next Phase
	1. The PM performs these steps to assess readiness to proceed to the next project phase once the project is approved and funded:
a. Ensure the electronic project folder is updated with the appropriate documentation.
b. Review the Initiating Checklist for completion.
References / Templates:
Initiating Checklist


[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: _Toc105493511][bookmark: _Toc227121257]
Phase 2.0 Planning
	[bookmark: _Toc227121258]Description – 2.0 Planning
The Planning phase contains the series of activities where objectives are defined and refined, and the best alternative courses of action are identified to achieve the project goals.
NOTE:  These activities are iterative in nature in that the concepts, plans, and tools are initiated, reviewed, acted on, and updated periodically throughout the development and delivery of the final product.

	[bookmark: _Toc227121259]Flow – 2.0 Planning








	[bookmark: _Toc227121260]Activities – 2.0 Planning

	2.05  Develop Charter
	1. A Charter will be created when the project is to create a new system or is for a new customer, or as required by the Division Director.  The Charter lays the foundation for the PMP.  Charters can be done at the system or project level.  Subsequent projects related to an existing Charter do not require a new Charter but will merely refer to the existing document.  
2. The PM develops the Charter, which represents an agreement with the Sponsor and sets expectations, establishes rules of engagement, and promotes Sponsor support.  Charter considerations include:
a. Educating the Sponsor on the intent of the Charter and ensuring that it is not viewed as a requirements document.
b. Referencing the ROM estimate / detailed estimate.
c. Addressing that project changes will be made via a change control process and will not be maintained in the Charter.
References / Templates:
Project Charter Template
NOTE: Use the Planning Checklist throughout this phase to help identify and track activities.

	2.10  Request and Negotiate for Appropriate Resources (Skill Sets)
	1. The PM will send an Email Resource Request or the RRF Template, whichever is preferred, to the RM(s) to acquire resources.  These resources might be different than those assigned during the Initiating Phase.
2. If any part of the project needs to be outsourced, the PM will submit an ITSR electronically and a Performance-based Statement of Work (SOW) for tasks not able to be performed by organic resources.  
3. Additionally, the PM needs to ensure security issues are addressed (e.g., visitor access requests, access to systems, etc.). 
References / Templates:
RRF Template
Resource Request Email Template
Meeting Minutes Template

	2.15  Establish Project or Work Breakdown Structure (WBS) in Navy ERP

	1. The PM emails PSS requesting them to load the appropriate project template (LOE or deliverable) in ERP.  The PM also specifies whether the project is to be loaded as an individual project or a new WBS under an existing project.  Projects with new reimbursable or quad chart area funding will be loaded as individual projects.  Projects funded by existing reimbursable or quad chart area funding will be loaded as a new WBS under the existing applicable project.
2. The PM validates standard activities for applicability to the project based on the estimate documentation and ensures that the AM applies funding for applicable activities.
a. Planned hours and resources are assigned to each activity.  Planned project finish date is also loaded in Navy ERP. 
b. Activities may be placed in Navy Civilian Labor Board (NCLB)/Prohibit Civilian Labor status if the PM wants to ensure specific activities are not charged until a specific date or milestone is reached.    
References / Templates:
Project Systems Business Process Manual

	2.20  Perform Pre-award Contract Tasks
	 1.  PM will work closely with the COR to prepare necessary justification to support contracting process and required waivers.
 2.  PM prepares Performance based SOW to identify specific performance requirements that the contracting effort proposes to satisfy.   

	2.25  Perform Stakeholder Analysis
	1. Stakeholder Analysis can be completed on an individual project or for the entire system.  At a minimum, a Stakeholder Analysis should be completed for each system NAVSUP BSC supports, and then reviewed annually for changes.  The Project Team must identify the stakeholders, determine their requirements and expectations, and, to the extent possible, manage their influence in relation to the requirements to ensure a successful project.  Examples of roles to consider for stakeholder analysis are Program Manager, Funding Sponsor and End User.
2. Project stakeholders are individuals or organizations that are actively involved in the project, or whose interests may be affected as a result of project execution or project completion.  They might also exert influence over the project’s objectives and outcomes.
3. Stakeholders can have a positive or negative influence on a project.  Positive stakeholders are those who would normally benefit from a successful outcome from the project, while negative stakeholders are those who see negative outcomes from the project’s success.
References / Templates:
Project Stakeholder Analysis Worksheet

	2.30  Conduct Kick-off Meeting
	1. After the resources are assigned and the resource agreement is returned, the PM will schedule a kick-off meeting.  The meeting agenda should be included with the meeting invitation, and the PM will follow-up with invitees to ensure meeting attendance.  NOTE:  PM ensures resources have activities to charge meeting time.
2. In preparation for the meeting, the PM addresses the goals, objectives and the approach for meeting the expected results.  The project organization, schedule, risk management, issue control and change management topics should all be addressed as well as any other relevant information.  Potential kick-off meeting topics include:
a. The requirement description and the need for delivery
b. Resource assignments
c. Project task (deliverables) assignments
d. Resource availability
e. Implementation
f. Project work schedule to meet delivery and the estimated Plan of Action and Milestones (POA&M)
g. Availability of any reuse
h. Expectations
i. Hardware, software development, or architecture needs
j. NMCI impact
k. Training requirements
l. Contractor support requirements
m. Department of the Navy Applications and Database Management System (DADMS) / Functional Area Manager (FAM)
n. Administrative information 
References / Templates:
Meeting Minutes Template
Meeting Checklist

	2.35  Identify Training Requirements for Project Resources
	1. In the resource request process, the PM requests organic resources with certain defined skill sets.  Training may be required if the technology is new to the assembled team.  The RM identifies training requirements and obtains funding for the training.  In obtaining the funding, the RM provides justification for the training expense and negotiates funding with the PM or Department.

	2.40  Obtain Necessary Approvals
	1. Various approvals will filter through the PM.  Often, this occurs when new requirements or enhancements to systems surface e.g., project documents, DADMS, test plan acceptance, contract documentation, etc.

	2.40.05  Complete NMCI Request for Service (RFS) as Required
	1. The PM will make an NMCI request and seek approval for project requests such as to justify Information Technology (IT) related procurement, as required.
References / Templates:
NAVSUP BSC NMCI Release Process Guide
NMCI Application Release Distribution Guide (NARDG)
Request For Service (RFS) Template

	2.45  Identify Hardware & Software Support Requirements
	1. The PM ensures the purchase of any required hardware or software to support the development team in accomplishing its tasks.  The PM also ensures that the requirement to use any existing hardware or software to support the project is communicated to and coordinated with the Technical Support Department (TSD).
2. The PM prepares and submits the ITSR to the NAVSUP BSC Business Office.  
a. The NAVSUP BSC Business Office verifies that any necessary software supporting the application in development is in approved or allowed with restrictions (with an approved interim waiver) status in DADMS; if the application is not in approved or allowed with restrictions status in DADMS, the NAVSUP BSC Business Office will initiate the process of obtaining the approved or allowed with restrictions status for the application.  The PM may be called upon to supply additional information required to complete the verification and/or approval process in DADMS.
b. The NAVSUP BSC Business Office also verifies with the NAVSUP BSC Architects that the hardware/software being requested complies with the NAVSUP Enterprise Architecture requirements.  The NAVSUP BSC PM may be called upon to supply additional information relevant to the architecture of the hardware/software being requested.  

	2.50  Create Required Project Plans
	1. All deliverable projects equal to or exceeding one Billable Work Year (BWY) require their own PMP.  The PMP documents the plan for execution of the project and the PM has direct responsibility for it.   
Smaller deliverable projects that are less than one BWY must still have a PMP, unless they are covered by a System PMP.  A system PMP can be put in place to document how all of the Maintenance/LOE and smaller deliverable projects (less than one BWY) are managed for a system or application.  All projects must be covered by a PMP.
    2.  These plans are the direct responsibility of the PM and can be included within the PMP or as stand-alone documents:
a. RMP – The RMP describes how the risk processes will be managed, identifies the project risks, outlines the mitigation and contingency plans that will be carried out, and provides an overall risk rating for the project.
b. SQAP – The SQAP describes the Software Quality Assurance (SQA) practices that shall be applied consistently and uniformly throughout NAVSUP BSC.
c. Software Configuration Management Plan (SCMP) – The SCMP approach involves configuration baseline identification, control, status accounting, audits and packaging, storage, handling and delivery.
3.   The PM ensures that these plans, when applicable, are initiated and completed:
a. Project Design Document (PDD) – The PDD provides an overview of the project, describes the functional and technical requirements, and identifies internal and external interfaces where applicable, as well as any changes to documentation.  The PM validates this document with the project sponsor and obtains the project sponsor’s approval before programming on the application begins.
b. Software Test Plan (STP) – The STP documents the test cases and scenarios that must be executed to ensure that the project software is functioning properly and all requirements have been satisfied.  Since there is no formal Requirements Traceability Matrix (RTM), PMs and Project Teams should use their own best practice to ensure that all of the project requirements get incorporated into the STP.
c. Software Transition Plan (STrP) – The STrP is developed if the software support concept calls for transition of responsibility from the developer to a separate support agency.  The STrP identifies the hardware, software, and other resources needed for lifecycle support of deliverable software and describes the developer’s plans for transitioning deliverable items to the support agency.
d. RTD – An NMCI software requirement, the RTD supports the prioritization and scheduling processes of releases being deployed into NMCI.  The application developer or sponsoring Command is responsible for the completion of the RTD.  Instructions for the completion of this form are contained in the RTD Form Instruction Guide.
  4.   While it is the Program Manager’s responsibility to ensure completion of the appropriate Department of Defense (DoD) Information Assurance Certification and Accreditation Process (DIACAP) documentation for each system/application, the PM will probably be involved with the coordination and completion of DIACAP packages.  
References / Templates:
SQAP
PMP Template
RMP Template
RTD
SCMP Template
DIACAP Status Tracker

	2.50.05  Research and Write the Plans
	1. The PM conducts the necessary research and meetings to write the PMP.  Some plans are initiated during this phase and are refined as the project progresses.  

	2.50.10  Ensure Peer Reviews are Conducted as needed
	1. Peer Reviews of plans applicable to the project are scheduled at the discretion of the PM.  See Appendix G for Peer Review process and forms.  
2. The plans are revised based on new information or documentation.
References / Templates:
SQAP
Peer Review Guide and Forms

	2.50.15  Review and Approve the Plans
	1. The PM will consult his/her Division Director or PM Supervisor for guidance regarding the review and approval process for project plans.  Each department has published its own review/approval guidelines (see Appendix F).

	2.50.20 Publish the Plans to the Project Folder
	1.   The PM will publish the plans to the electronic project folder.  
      The PM will also send the plans to appropriate stakeholders 
      and NAVSUP BSC management chain as required.
References / Templates:
Project Folder Structure Process

	2.55  Perform Risk Management Planning
	1. The PM initiates risk management planning which is the process of deciding how to approach and conduct the risk management activities for a project.
2. The PM is responsible for all aspects of the RMP, which is an optional plan that may be incorporated into the PMP or other project document.  The RMP defines how to perform the job of managing risks for a project.  It defines roles and responsibilities for participants in the risk process, the risks identified for the project, the mitigation and contingency plans that will be carried out, and the overall risk rating for the project.
3. Activities 2.55.05 through 2.55.15 outline the detailed steps of risk management.
References / Templates:
NAVSUP BSC RMP
RMP Template

	2.55.05  Identify and Analyze Risks
	1. Search for and locate risks before they become problems.
2. Identify and document the risks.
3. Classify and group the risks by type.
4. Evaluate impact, probability of occurrence and level of probability.
5. Prioritize risks and assess level of controllability.

	2.55.10  Plan for Risk Mitigation
	1. Translate the risk information into decisions and mitigating actions and assign ownership.
2. Monitor risk indicators and mitigation actions.

	2.55.15  Communicate and Document Risks
	1. Provide information and feedback on risks to the Project Team and stakeholders through a formal RMP, project management system or other tracking mechanism.

	2.99  Assess Readiness to Proceed to Next Phase
	1. The PM performs these steps to assess readiness to proceed to the next project phase once the project is approved and funded:
a. Review LL from previous projects to prepare for the activities in the next phase.  
b. Ensure the electronic project folder is updated with the appropriate documentation.
c. Review the Planning Checklist for completion.
References / Templates:
Planning Checklist




[bookmark: _Toc105493516][bookmark: _Toc227121261]
Phase 3.0 Executing and Controlling
	[bookmark: _Toc227121262]Description – 3.0 Executing and Controlling
The purpose of the project Executing and Controlling Phase is to effectively manage the project, which involves executing the work to achieve the project’s requirements by integrating people and other resources to carry out the PMP.  Corrective action is taken to meet project objectives when variances from the PMP are identified.  During this phase, the project monitoring begins, progress is tracked, and deliverable reviews are conducted.
NOTE:  These activities are iterative in that the concepts, plans and tools are initiated, reviewed, acted on, and updated throughout the development and delivery of the final product.

	[bookmark: _Toc227121263]Flow – 3.0 Executing and Controlling












	[bookmark: _Toc227121264]Activities – 3.0 Executing and Controlling

	3.05  Project Quality Assurance (QA) Management
	1. Project QA Management applies planned, systematic activities to ensure implementation of all of the processes needed to meet the project’s requirements.
NOTE: Use the Executing and Controlling Checklist throughout this phase to help identify and track activities.

	3.05.05  Execute, Monitor and Update Plans
	1. Execute and update the plans as necessary throughout the project.
2. When plans that have been approved are updated, ensure that changes are detailed in the change tracking log such as in the PMP template.  The PM will ensure appropriate reviews, sign-offs and approvals are obtained when any of the plans are changed, if required.

	3.05.10  Conduct Peer Reviews of Project Documentation as needed
	1. Peer Reviews of project documentation with the team are scheduled at the discretion of the PM.  See Appendix G for Peer Review process and forms.
References / Templates:
SQAP
Peer Review Guide and Forms

	3.05.15  Hold Regular Status Meetings with Team
	1. The PM conducts on-going status meetings with the team to review the schedule, issues, risk management, change control and status of deliverables.
2. The PM ensures that the minutes of the meeting are disseminated to the team and published in the electronic project folder.
References / Templates:
Meeting Minutes Template
Meeting Checklist

	3.05.20  Project Issue Tracking
	1. The PM will ensure that all issues on the Issue Status Tracking Log are resolved, monitored or escalated.
References / Templates:
Issue Status Tracking Log

	3.05.25 Hold Meetings with RMs
	1. The PM will meet with the RMs to discuss project execution and resource issues.
References / Templates:
Meeting Checklist

	3.05.30  Monitor and Mitigate Risks
	1. The PM will monitor and mitigate risks through implementing mitigation activities, evaluating results and updating status.
2. The Project Team performs risk reviews throughout the project lifecycle.  
References / Templates:
RMP Template

	3.05.35  Ensure NMCI Compliancy
	1. If required, an NMCI request is made by the PM to justify and seek approval for what is being requested for a project such as the IT related procurement.
2. The PM ensures NMCI documentation is in process for NMCI compliancy, if NMCI compliancy is required.
References / Templates:
NARDG
NAVSUP BSC NMCI Release Process Guide

	3.05.40  Monitor Software Testing
	1. The Test Coordinator, Project Support or PM will ensure that the STP and Software Test Report (STR) are completed and that there is user test acceptance and sign-off.
2.   The Test Coordinator or Project Support will provide status         
      updates to PM and team during the meetings.
3.  The Test Trouble Incident Report (TTIR) system will be
       used to monitor/track issues found during project testing.

	3.10  Project Reporting 
	1.  These will be used to gauge project performance:
      a.  Risk Management
      b.  Issues Management  
2.   The PM may choose from a number of N-ERP reports  
      to report status.  For assistance with N-ERP reports, see the
      PSS Team.
3.   If applicable, the PM will also review the reports generated by the NAVSUP BSC Business Office which will include the Project Lead’s Weekly Status Report and Customer Expense Report (monthly).
4.   If needed, the PM may request project resources to correct hours on timesheet entries if, for example, a project or activity has been charged incorrectly.  If the timesheet has not been approved by the RM, the employee may make needed changes.  If the timesheet has been approved, the RM must reset the approval for the timesheet requiring correction, and then the employee may make needed changes.  If an approved timesheet needs adjustments that will affect leave, comp time or overtime entries once a pay period has processed, the RM must complete NAVSUP BSC Form 7400 and send it to the NAVSUP BSC Payroll Liaison Office, who will make the leave adjustment. 

	3.10.05  Report Project Performance to Customers
	1. The PM will review the workload and project execution with the customer or Project Sponsor on a monthly basis, at a minimum.
2. The PM will review schedule, cost and scope, issues, risk management, and change control with the customer as needed.

	3.10.05.05  Provide Status Updates
	1. The PM, with input from the team members, will provide at least a bi-weekly status update to the Division Director or PM Supervisor.

	3.10.05.10  Provide Executive-level Reporting
	1. The PM will provide reports or executive-level presentations, as required.
2. The PM, with input from team members, interfaces with various review boards (as required) such as the Project Review Board (PRB), ARB, Investment Review Board (IRB), and In-Process Review (IPR).
References / Templates:
PRB Template Presentation

	3.15  Project Scope, Cost and Schedule Management
	1.  The PM will manage scope, cost, and schedule  
      throughout the project lifecycle.
a. Project scope management includes the processes       required to ensure that the project includes all the work      required and only the work required to successfully    complete the project.
b. Project cost management includes the processes involved in planning, estimating, budgeting, and controlling costs so that the project can be completed within the approved budget.
c. Schedule management includes monitoring and controlling changes as they occur with the goal of delivering the project on time.

	3.15.05  Control Change
	1.  The PM will manage and control changes to scope, schedule 
     and cost based on customer/sponsor/program manager 
     agreement.  

	3.15.05.05  Review Workload Schedule and Deliverable Status
	1. The PM, with assistance from Project Support, will review the schedule, deliverables and plans, resource requirements and estimate, and adjust the workload / schedule, as necessary.  
2. The PM negotiates any changes to the project’s schedule and/or cost with the Project Sponsor.  The PM negotiates any changes to workload assignments with the RMs.
3. The PM notifies the Division Director or PM Supervisor of any project schedule or cost change.
References / Templates:
RRF Template

	3.15.05.10  Review Status of Funding
	1. The PM, with assistance from the Project Support, will validate and track sufficient level of project funding.
2. The PM will work with the Project Sponsor if there is an insufficient level of funding.

	3.15.05.15  Re-estimate, if required
	1. If scope and/or schedule changes, the PM may be required to submit a re-estimate, if needed.

	3.15.05.20  Perform Post-Award Contract Tasks
	1.   The PM will perform contract management to
       include verification of invoices and contractor status reports
       by coordinating and working closely with the COR. 

	3.99  Assess Readiness to Proceed to Next Phase
	1. The PM performs these steps to assess readiness to proceed to the next project phase once the  project is approved and funded:
a. Ensures the electronic project folder is updated with the appropriate documentation.
b. Reviews the Execution and Control Checklist for completion.
References / Templates:
Executing and Controlling Checklist





[bookmark: _Toc227121265][bookmark: _Toc105493521]Phase 4.0 Closing
	[bookmark: _Toc227121266]Description – 4.0 Closing
The purpose of the project Closing Phase is to make a comparison of the output of the project work to the documented Closeout Criteria to ensure that all requirements have been met.  The project Closing Phase begins with that comparison and determines that all deliverables have been signed off by the end-user.  It resolves any discrepancies that exist and then does a “post mortem” of activities before closing out the project.  The recording of project activity and LL during the execution of the project is critical to ensure that the project provides a valuable learning experience for all involved as well as documentation of successes and pitfalls to be aware of in future projects.

	[bookmark: _Toc227121267]Flow – 4.0 Closing

4.05
Perform Operational Close-out
4.10
Perform Administrative Close-out
4.15
Customer or Sponsor Cancels Project
4.99
Close Project



	[bookmark: _Toc227121268][bookmark: _Toc100977425]Activities – 4.0 Closing

	4.05  Perform Operational Close-Out


	1. The PM ensures completion as required:
a. Project documentation and project plans are finalized.  
b. If applicable, transition to the Help Desk is finalized.
c. Applications are released.  
2. The PM ensures that post implementation support is executed, if applicable.  Ensures that trouble tickets are tracked, resolved and customer support is provided.  (Post implementation support has a typical duration of 30 to 60 days.) 

	4.10  Perform Administrative Close-Out
	1. The PM ensures LL are documented:
a. The PM will conduct a LL meeting for all projects equal to or exceeding one BWY or one Full Time Equivalent (FTE).
b. The PM will document LL and store them in the project folder and in the PM LL forum in the NAVSUP BSC workspace on Sitescape.
c. The PM and team may also complete internal LL on smaller projects and store the results in the electronic project folder.
2. Participate in a review of team member contributions and effort with the RM or complete the Team Member Contributions Form.
3. Update the electronic project folder with the project plan, and other project documents.  
a. The PM will ensure that project materials are archived.
4. The PM will perform administrative closeout for all deployed projects as outlined below.
a. Mark the final confirmation check box for each activity in N-ERP.
b. Technically Complete (TECO) labor activities in N-ERP and inform the AM.  Note planned hours are no longer visible in N-ERP once an activity’s status is set to TECO; therefore, any reports with planned hours must be printed and/or saved as an excel or word file before setting this status.  The AM will TECO non-labor activities.
c. Perform a funding status review with AM and sponsor.  For reimbursable projects, the PM will need to determine the disposition of any remaining funds, and inform the AM whether a firm fixed price settlement (N-ERP transaction KB15N) should be completed. The AM must be notified of the disposition of funds in a timely manner, as the comptroller must complete the process for a final bill within 7 days of the expiration of a funding document.
d. Coordinate the termination of any contracts with the Business Office.  NMCI will be notified when necessary. 
References / Templates:
Project Folder Structure Process
Project Status Change Request Form Template
Project Systems Business Process Manual
Team Member Contributions Form Template

	4.15  Customer or Sponsor Cancels Project
	1. The PM notifies the Project Team, RMs, and Division Director or PM Supervisor that the project has been cancelled.  
2. The PM ensures that these tasks are complete when a project is cancelled:
a.  The PM, with assistance from the Project Team, conducts 
     a project closeout review and documents LL. 
 b.  Update the electronic project folder.
c. Mark the final confirmation check box for each activity in N-ERP. 
d. TECO labor activities in N-ERP and inform the AM.  Note planned hours are no longer visible in N-ERP once an activity’s status is set to TECO; therefore, any reports with planned hours must be printed and/or saved as an excel or word file before setting this status.  The AM will TECO non-labor activities.
e. Perform a funding status review with AM and sponsor.  For reimbursable projects, the PM will need to determine the disposition of any remaining funds. The AM must be notified of the disposition of funds in a timely manner, as the comptroller must complete the process for a final bill within 7 days of the expiration of a funding document.
e.  Coordinate the termination of any contracts with the 
     COR.  NMCI will be notified when necessary. 
3.  Proceed to next section.
References / Templates:
Project Folder Structure Process
Project Status Change Request Form Template
Project Systems Business Process Manual
Team Member Contributions Form Template

	4.99  Close Project
	1. Review the Closing Checklist (optional).
2. Issue the Project Status Change Request Form to the SRM.
References / Samples / Templates:
Closing Checklist
Project Folder Structure Process
NOTE: The Closing Checklist may be used throughout this phase to help identify and track activities. 





[bookmark: _Toc105493526]
[bookmark: _Toc227121269]Appendix A – Phase 0.0 Strategy Study
	[bookmark: _Toc106777346][bookmark: _Toc227121270]Description – 0.0 Strategy Study
The Strategy Study introduces discovery activities to acquire additional information about a project prior to attempting to provide any work effort or scheduling estimates.  The Strategy Study is an optional phase used for consulting engagements, concept exploration, or new work that is funded, but requires further study and strategic planning.
Large, complex, or highly visible projects requiring further definition might benefit from the Strategy Study’s discovery activities, establishing a solid business case for advancing the project concept.  The Strategy Study also allows for the generation of ideas for alternate solutions that might otherwise have been overlooked.  Finally, it identifies a preliminary view of the project’s impact on NAVSUP BSC’s portfolio and resources, as well as the impact on the user community.

	[bookmark: _Toc106777347][bookmark: _Toc227121271]Flow – 0.0 Strategy Study

0.05
Develop Strategy Study
0.99
Complete Project Strategy Close-out
0.10
Review Strategy Study with Project Sponsor / NAVSUP BSC Management
1.0
Proceed to Project Initiating





[bookmark: _Toc106777348]

	[bookmark: _Toc227121272]Activities – 0.0 Strategy Study

	0.05  Develop Strategy Study
	1. The PM will assemble the required SMEs, the project initiator or sponsor, and any other staff that will be helpful in completing the Strategy Study using the guidelines noted within the Strategy Study template.  The Business Case Analysis (BCA) should be included with materials to be reviewed.
2. The PM meets with other NAVSUP BSC managers, as necessary, to determine if there is any integration impact or issues to other projects or systems, as well as to identify any potential resource issues.
3. A portion of the Strategy Study includes performing a feasibility study.  This study involves gathering, analyzing, and evaluating information with the purpose of answering the question:  “How can we best solve this problem?”  Answering this question involves a preliminary assessment of alternatives, and followed by determining the best solution to the project.
4. After the Strategy Study is completed, determine the manpower necessary to develop and implement the project within the timeframes defined in the scope.  This information will be added to the Strategy Study.
5. The PM identifies any risks and saves for possible inclusion in the RMP.  Refer to Activity 2.50, Perform Risk Management Planning, for more information regarding the documentation of risks.
References / Templates:
Strategy Study Template
RMP Template

	0.10  Review with Project Sponsor
	1. The PM reviews the Strategy Study documentation with the Project Sponsor, if required.

	0.99  Complete Project Strategy Close-out
	1. The PM ensures that the information captured is sufficient and meaningful to be able to develop a ROM estimate/detailed estimate.
2. The completed Strategy Study is stored in the electronic project folder, if a ROM estimate or detailed estimate is completed.


[bookmark: _Toc106777349]
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[bookmark: _Primary_Inputs_&][bookmark: _Toc227121274]Primary Inputs & Sources

	Project Phase
	Inputs

	
	The Inputs Table lists documents that serve as inputs to the project by phase.  Most documents may be found electronically on either the NSSP website or the Reuse Library, both accessible on the Command Support tab via the NAVSUP BSC section of the MyNAVSUP portal, or in another location as indicated below.  Process Improvement & Control Initiatives is accessed from the NAVSUP BSC home page of the MyNAVSUP portal.  One Supply is accessed from the NAVSUP home page.

	
	Input
	Location
	Tab

	1.0

	NAVSUP BSC Project Estimating Guide
	NSSP
	New Work
Detailed Estimate

	
	Resource Request Email Template
	NAVSUP BSC Reuse
	Templates

	
	Resource Request Form (RRF) Template
	NAVSUP BSC Reuse
	Forms

	
	Detailed Estimate Workbook
	NAVSUP BSC Reuse
	Workbooks and Tools

	
	Meeting Minutes Template
	NAVSUP BSC Reuse
	Templates

	
	Risk Management Plan (RMP) Template
	NAVSUP BSC Reuse
	Templates

	
	Issue Status Tracking Log
	NAVSUP BSC Reuse
	Forms

	
	Project Management Plan (PMP)
	NAVSUP BSC Reuse
	Templates

	
	ROM Estimate Communication Doc
	NAVSUP BSC Reuse
	Templates

	
	Software Quality Assurance Plan (SQAP)
	NAVSUP BSC Reuse
	Templates

	
	Peer Review Guide and Forms
	NAVSUP BSC Reuse
	Forms

	2.0





















	Project Charter Template
	NAVSUP BSC Reuse
	Templates

	
	RRF
	NAVSUP BSC Reuse
	Forms

	
	Resource Request Email Template
	NAVSUP BSC Reuse
	Forms

	
	Meeting Minutes Template
	NAVSUP BSC Reuse
	Templates

	
	Project Stakeholder Analysis Worksheet
	NAVSUP BSC Reuse
	Workbooks and Tools

	
	NAVSUP BSC NMCI Release Process Guide
	      TBD by 94
	

	
	NMCI Application Release Distribution Guide (NARDG)
	NMCI Homeport
	Search ‘NARDG’

	
	Request for Service (RFS) Template
	NAVSUP BSC Reuse
	Templates

	
	Project Systems Business Process Manual
	Process Improvement & Control Initiatives
	NAVSUP BSC IT Policies

	
	SQAP
	NAVSUP BSC Reuse
	Templates

	
	PMP Template
	NAVSUP BSC Reuse
	Templates

	
	RMP Template
	NAVSUP BSC Reuse
	Templates

	
	RTD
	NAVSUP BSC Reuse
	Templates

	
	SCMP Template
	NAVSUP BSC Reuse
	Templates

	
	DIACAP Status Tracker
	One Supply
	Applications A-Z

	
	Peer Review Guide and Forms
	NAVSUP BSC Reuse
	Forms

	
	Project Folder Structure Process
	NSSP
	New Work
SRM

	
	NAVSUP BSC RMP
	NAVSUP BSC Reuse
	Templates

	3.0
	SQAP
	NAVSUP BSC Reuse
	Templates

	
	Peer Review Guide and Forms
	NAVSUP BSC Reuse
	Forms

	
	Meeting Minutes Template
	NAVSUP BSC Reuse
	Templates

	
	Issue Status Tracking Log
	NAVSUP BSC Reuse
	Forms

	
	RMP Template
	NAVSUP BSC Reuse
	Templates

	
	NARDG
	NMCI Homeport
	Search ‘NARDG’

	
	NAVSUP BSC NMCI Release Process Guide
	TBD by 94
	

	
	PRB Template Presentation
	NAVSUP BSC Reuse
	Templates

	
	RRF Template
	NAVSUP BSC Reuse
	Forms

	4.0
	Project Folder Structure Process
	NSSP
	New Work
SRM

	
	Project Status Change Request Form Template
	NSSP
	Forms

	
	Project Systems Business Process Manual
	Process Improvement & Control Initiatives
	NAVSUP BSC IT Policies

	
	Team Member Contributions Form Template
	NAVSUP BSC Reuse
	Workbooks and Tools


[bookmark: _Toc225666528][bookmark: _Toc227047299][bookmark: _Toc227120989]Table 3 PMM Primary Inputs & Sources

 








[bookmark: _Toc227121275]Primary Outputs & Destinations

	Project Phase
	Outputs

	
	The Outputs Table lists all outputs by phase as well as their corresponding destinations.

	
	Output
	Destination

	
	
	

	1.0
	Resource request (requirements) with attached meeting minutes / agenda form
	RMs

	
	Meeting Minutes
	Team (copy Supervisors)

	
	Peer Review Form
	Project Folder

	
	Detailed Estimate Workbook and ROM Estimate Communication Doc
	SRM
Project Folder

	2.0
	Resource Request Form (RRF)
	RMs

	
	List of Resources, Meeting Minutes, and Project Schedule
	Team (copy RMs)

	
	RFS
	NMCI

	
	Project Charter
	Project Sponsor
Project Folder

	
	Project Management Plan (PMP) and all other project plans
	Project Folder
Stakeholders
NAVSUP BSC Management Chain

	3.0
	Peer Review Form
	Project Folder

	
	Issue Status Tracking Log
	Project Folder

	
	Project Status Reports
	Division Director

	4.0
	Project Status Change Request
	SRM

	
	Lessons Learned (LL)
	Project Folder
Sitescape

	0.0
	Completed Strategy Study
	Project Sponsor
NAVSUP BSC Management Chain
Project Folder

	[bookmark: _Toc225300761]Table 4  PMM Primary Outputs & Destinations
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[bookmark: _Toc227121276]Appendix C – Checklists 

	Project Phase
	Checklists

	
	The Checklists Table lists all checklists referenced in this document by project phase and provides the location and tab for each checklist.

	
	Checklist
	Location
	Tab

	1.0
	Initiating Checklist
	NAVSUP BSC Reuse
	Checklist

	2.0
	Planning Checklist
	NAVSUP BSC Reuse
	Checklist

	3.0
	Executing and Controlling Checklist
	NAVSUP BSC Reuse
	Checklist

	4.0
	Closing Checklist
	NAVSUP BSC Reuse
	Checklist

	
	Meeting Checklist
	NAVSUP BSC Reuse
	Checklist


[bookmark: _Toc225300762][bookmark: _Toc109093660]Table 5  PMM Checklists Referenced in this Document







[bookmark: _Toc227121277]Appendix D - Acronyms
[bookmark: _Toc105493506][bookmark: _Toc109093661][bookmark: _Toc227121278]Acronyms
The following table provides a list of the acronyms used in this document. 
	Acronym
	Title

	AM
	Account Manager

	ARB
	Architecture Review Board

	BCA
	Business Case Analysis

	BWY
	Billable Work Year

	COR
	Contracting Officer Representative

	DADMS
	Department of the Navy Application and Database Management System

	DIACAP
	Department of Defense Information Assurance Certification and Accreditation Process

	DOC
	Document

	DoD
	Department of Defense

	ERP
	Enterprise Resource Planning

	ESL
	Enterprise Support Lead

	FAM
	Functional Area Manager

	FTE
	Full Time Equivalent

	IPR
	In-Process Review

	IRB
	Investment Review Board

	IT
	Information Technology

	ITSR
	Information Technology Service Request

	LL
	Lessons Learned

	LOE
	Level of Effort

	MyNAVSUP
	My Naval Supply Systems Command

	NAVSUP BSC
	Naval Supply Systems Command Business Systems Center

	NAVSUP
	Naval Supply Systems Command

	NCLB
	Navy Civilian Labor Board

	N-ERP
	Navy Enterprise Resource Planning

	NMCI
	Navy Marine Corps Intranet

	NRDDG
	NMCI Release Development & Deployment Guide

	NSSP
	NAVSUP BSC Standard Service Process

	PDD
	Project Design Document

	PM
	Project Manager

	PMM
	Project Management Methodology 

	PMP
	Project Management Plan

	POA&M
	Plan of Action and Milestones

	POC
	Point of Contact

	PRB
	Project Review Board

	PSS
	Project Systems Support

	PTR
	Program Trouble Report

	QA
	Quality Assurance

	RFS
	Request for Service 

	RM
	Resource Manager

	RMP
	Risk Management Plan

	ROM
	Rough Order of Magnitude

	RRF
	Resource Request Form

	RTD
	Request to Deploy

	RTM
	Requirements Traceability Matrix

	SCMP
	Software Configuration Management Plan

	SDM
	Service Delivery Model

	SLA
	Service Level Agreement

	SME
	Subject Matter Experts

	SQA
	Software Quality Assurance

	SQAP
	Software Quality Assurance Plan

	SRM
	Service Request Manager

	SOW
	Statement of Work

	STP
	Software Test Plan

	STR
	Software Test Report

	STrP
	Software Transition Plan

	TECO
	Technically Complete

	TPOC
	Technical Point of Contact

	TTIR
	Test Trouble Incident Report

	TSD
	Technical Support Department

	USR
	User

	WBS
	Work Breakdown Structure

	[bookmark: _Toc225300763]Table 6  Acronyms Used in this Document
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[bookmark: _Toc227121279]Terms and Definitions
The following table provides terms and definitions used in this document.
	
Term
	Definition

	Activity
	A component of work performed during the course of a project. Element of work required by a project, uses resources, and takes time to complete, has expected durations, costs, and resource requirements and can be subdivided into tasks.  In N-ERP, activities or activity elements are tasks within a work package.  Whichever is the lowest level is the charge object to which project funding is assigned. 

	Assumption
	Factor that is considered to be true, real, or certain, without proof or demonstration, and is often used as a basis for decision making.

	Baseline
	The approved time phased plan for a project, plus or minus approved changes.  The Baseline is referred to as Forecast in N-ERP.

	BWY
	The BWY is the average number of billable hours that an employee works during a year.  The BWY is calculated on a yearly basis.

	Control
	Process of comparing actual with planned performance, analyzing variances, evaluating alternatives, and taking corrective action as needed.

	Critical Path
	The sequence of schedule activities that generally determines the duration of the project.  In a project network diagram, the series of activities determining the earliest project completion.  Activities in critical path have ZERO float.

	Detailed Estimate
	This estimate provides more detail regarding the scope and cost of the work involved.  The detailed estimate is completed within 45 calendar days from the time that the request is assigned to the PM.

	Development Project
	A project that requires new systems development work. 

	FTE
	The FTE is the average cost per NAVSUP BSC employee.  FTE is calculated by taking the total cost of all salaries of all NAVSUP BSC employees and dividing that number by the total number of all NAVSUP BSC employees.  The FTE threshold is determined on a yearly basis.

	Initiating
	Process of formally recognizing that a new project exists or that an existing project should continue into its next phase.  

	Issue
	Formally identified item related to a project, an unsettled matter that, if not addressed, can affect its schedule, change its direction, diminish its quality, and/or increase its cost.

	Lead
	A technical or functional individual acting as a central point of contact (POC).

	Lessons Learned
	The knowledge gained from the process of performing the project. LL will be identified at any time during the project.  Documented information, collected through meetings, discussions, written reports, etc., to show how both common and uncommon project events were addressed.  This information can be used by other PMs as a reference for subsequent project efforts. 

	Level of Effort
	A support type activity that does not readily lend itself to measurement to discrete accomplishment.  It is generally characterized by a uniform rate of work performance over a period of time determined by the activities supported.

	Peer Review
	Review of a project or phase of a project by individuals with equivalent knowledge and background who may or may not be currently members of the project team and may or may not have participated in the development of the project.

	Project
	Temporary undertaking to create a unique product, service or result. 

	Project Charter
	A document developed at the project level by a PM to form a signed agreement between the Sponsor and PM.  The Project Charter formally recognizes the existence of a project and gives a PM the authority to apply organizational resources to project activities.  The Charter includes the project scope, schedule and goals, a description of the business need the project was undertaken to address, and a description of the product or service to be delivered by the project.  This document represents the “rules of engagement” and will include project change control procedures, communications procedures and escalation procedures, etc. 

	Risk
	An uncertain event that, if occurs, may positively or negatively affect project objectives.

	ROM
	The ROM is a rough estimate of the scope and cost of the work involved.  The ROM is completed in five business days from the time that the request is assigned to the PM.

	Stakeholder
	Entity actively involved in a project or whose interests may be positively or negatively affected by the execution or completion of a project.  They may also exert influence over the project and its deliverables.

	System Level Charter
	A document developed by a PM to form a signed agreement with the Sponsor.  It is the same document used for a Project Charter only it is represented at the System level.  The Charter formally recognizes the existence of a project and gives a PM the authority to apply organizational resources to project activities.  The Charter includes the scope and goals of a project, a description of the business need the project was undertaken to address, and a description of the product or service to be delivered by the project.

	[bookmark: _Toc225300764]Table 7  Terms and Definitions Used in this Document



[bookmark: _Appendix_D][bookmark: _Appendix_F_-][bookmark: _Toc227121280]Appendix E - Roles and Corresponding POC Information
POC information is available within the Command Organizational Charts and the Organizational Phonebook located on the Home tab via the NAVSUP BSC section of the MyNAVSUP portal.

Table 8 has been removed from this version of the PMM Guidebook. 
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[bookmark: _Toc227121281]APPENDIX F – DEPARTMENT REVIEW AND APPROVAL GUIDELINES

Version 2 of the NAVSUP BSC PMM released in October 2007 gave each department with PMs the discretion to set their own review and approval guidelines for key project documents.  However, with the NAVSUP BSC reorganization of October 2013, the following guidelines were set effective 5 November 2013.
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Process Flow for Peer Review





PEER REVIEW GUIDE
For Formal Reviews

The decision to conduct a peer review for project documents is at the discretion of the PM.  The type of peer review, formal or electronic, is also at PM discretion.

1. Start by sending an email to the resources that need to review the document(s)/product(s), tell them when and where the meeting will be held.  Also, tell them they are to be prepared to discuss their recommendations/changes at the meeting.  They do not have to send their recommendations/ changes to anyone before the meeting just bring them along.  This step can be done by the author of the document(s)/product(s), project support person, or PM.

2. At the end of the meeting determine whether another review is needed, if needed repeat the process.  See Step 1.                                                         

3. The author or designated person makes the recommended changes to the document/product.   

4. If no other review is needed, send to customer for approval (if customer approval is needed).  Then file and/or post document/product.  This can be done by PM or designated person.

5. The author, project support, or PM will keep track of number of resources involved in the review.  Number of people only, no names, codes, etc. will be logged.  This number will be placed on the bottom of the form.

6. The author, project support, or PM will keep track of the amount of time it took to do the review (no less than ½ hour increments).  This number will be placed on the bottom of the form.  

7. The form should be maintained in the project folder.

8. Each department can determine whether peer review metrics will be collected and maintained for their department.   If collected, the number of reviewers, number of hours spent in review, and document type should be accumulated.  









PEER REVIEW FORM
For Formal Reviews

Project Number:  ______________________
Project Title:   ________________________________________________
Document Type:  ______________________________________________
                                                                                                                                         TASK
								                                  									COMPLETED	     
										           											YES        NO 

1.  Send invitation and document/product to be reviewed via email. *                      ____      ____
           Date: ______________

2.  Reviewers should be prepared to speak about their recommendations/
     changes (no formal process).  Bring document and recommendations/
     changes to meeting with you. ***                                                                         ____      ____
           Hours spent reviewing document:   ____________
 
3.  Author or designated person makes recommended changes and notifies 
     project support or project manager if another review is needed. **                     ____      ____
           Date:  ___________________
 
4.  If another review is needed, repeat process.  See Step 1.                                      ____      ____
 
5.  If no other review is needed, send to customer for approval 
     (if required), post document/product. **                                                               ____      ____
            Date sent to customer:  _____________________

6.  Process ends. 


Number of Reviewers involved in review.    _________________

Number of hours for all involved in review  _____________
   (Number of persons multiplied by review time (nothing less than ½ hour increments)).



*  Can  be done by Author, Project Support or Project Manager
** Done by Project Manager or designated person
*** Resources that were asked to review the document/product




PEER REVIEW GUIDE
For Electronic Reviews

The decision to conduct a peer review for project documents is at the discretion of the PM.  The type of peer review, formal or electronic, is also at PM discretion.

1. Start by sending an email to the resources that need to review the document(s)/product(s), tell them who to send their recommendations/changes to and the date the changes are due.  This can be done by the author of the document(s)/product(s), project support person, or PM.

2. When the recommendations/changes are received, consolidate them and forward them to the author of the document/product (if responses are received by someone other than the author).  There is no formal process for the recommendations/changes to be submitted.  They can put them in an email or a word document and attach it to an email; however they choose to do it.  If someone other than the author has done this step, ask the author if another review is needed.                                      

3. If another review is needed, repeat process.  See Step 1.                                                         

4. If no other review is needed, send to customer for approval (if customer approval is needed).  Then file and/or post document/product.  This can be done by PM or designated person.

5. The author, project support, or PM will keep track of number of resources involved in the review.  Number of people only, no names, codes, etc. will be logged.  This number will be placed on the bottom of the form.

6. The author, project support, or PM will keep track of the amount of time it took to do the review (no less than ½ hour increments).  This number will be placed on the bottom of the form.

7. The form should be maintained in the project folder.

8. Each department can determine whether peer review metrics will be collected and maintained for their department.   If collected, the number of reviewers, number of hours spent in review, and document type should be accumulated.  











PEER REVIEW FORM
For Electronic Reviews

Project Number:  ______________________
Project Title:   ________________________________________________
Document Type:_______________________________________________
                                                                                                                                         TASK
								                                  									COMPLETED	     
										           											YES        NO 

1.  Send invitation and document to be reviewed via email. *                                  ____      ____
           Date: ______________

2.  Receive recommended changes from reviewers (no formal process). *              ____      ____
           Date (responses are due from email): ____________
 
3.  Consolidate recommended changes.  *                                                                 ____      ____
           Hours required to consolidate:  __________________

4.  Send consolidated recommendations to author of document. 
     At same time ask if another review is needed. *                                                   ____      ____
           Date:  ___________________
 
5.  If another review is needed, repeat process.  *                                                      ____      ____
     (See Step 1)

6.  If no other review is needed, send to customer for approval 
      (if required), post/file document. **                                                                    ____      ____
            Date sent to customer:  _____________________

7.  Process ends. 



Number of Reviewers involved in review.  _________________

Number of hours for all involved in review  _____________
   (Number of persons multiplied by review time (nothing less than ½ hour increments)).



*  Can be done by Author, Project Support, or Project Manager
** Done by Project Manager or designated person
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From:	_______________________________
To:	  902 Strategy & Competency Management, Project Management Competency Manager

Subj:	PROJECT MANAGEMENT METHODOLOGY (PMM) GUIDEBOOK

1.  This document could be enhanced or made easier to use if it were revised as follows:




2.  The following entries in this document should be researched for possible revision / correction.

a. Page No. _____  Paragraph No. _____

Should read:






b. Page No. _____  Paragraph No. _____

Should read:






c. Page No. _____  Paragraph No. _____

Should read:





3.  NAME_________________________________  EXTENSION___________
		(Name & Extension are requested if clarification of a suggested change is required.)
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