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Appendix 1 - PM Process Deviation/Waiver Form
Project Name:

Specific Deviation/Waiver Requested:

Reason for the Request:

	__________________

Requester’s Signature
	Date


Approved/Disapproved

Program Director’s Comments:

	_________________________________

Program Director’s Signature
	_________________________

Date


Appendix 2 - PM Process Improvement Suggestion Form
Name:



Organization:




Phone:


Email Address:



Document:  ACT-200 Program Management Policies and Procedures

Section:

Page:

Line:



[    ]
Documentation error (Format, punctuation, spelling, etc.)

[    ]
Content error

[    ]
Enhancement or refinement

Rationale (Describe the error or justification for enhancement):

Proposed change (Attach marked-up text or proposed rewrite):

Please provide any general comments for improvement of this document:

Return completed form to:

Program Planning and Review Staff (Project Management)

Office of Innovations and Solutions

FAA William J. Hughes Technical Center

Atlantic City International Airport, NJ  08405

Appendix 3 - Program Directive Template
FEDERAL AVIATION ADMINISTRATION

PROJECT DIRECTIVE

	From:   Client

	To:   TC Organization Implementing Project

	Subject:  Project Name
	Date:
	Serial No:  

	TRANSMITTAL PAGE



	LIST OF EFFECTIVE PAGES
	ISSUE DATE
	REVISION NUMBER

	Part I
	Management Direction


	
	

	Part II
	Funding and Quantity Direction


	
	

	Part III
	Delivery Direction


	
	

	CHECKED
	ACTION ADDRESSEE(S)
	SIGNATURES

	CODE
	INITIALS
	CODE
	INITIALS
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	INFORMATION ADDRESSEE(S):




	From:  Client

	To:   TC Organization Implementing Project

	Subject:   Project Name
	Date:  
	Serial No:  

	Part I

Description:




Part II

Document Number:

Revision Number:

Appropriation:

Total Requirement:

	Summary Level
	FY01
	FY02
	FY03
	FY04
	FY05

	Travel 
	
	
	
	
	

	Contract
	
	
	
	
	

	
	
	
	
	
	







Planned Reqm’t
Authorized

Changes

	Item Description
	QTY or 

Hrs
	Amount
	QTY or 

Hrs
	Amount
	QTY or 

Hrs
	Amount

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPROVAL: Initial








Date

SIGNATURE:

Funds Certifying Officer, ASD






Date

	From:  Client

	To:  TC Organization Implementing Project

	Subject:  Project Name
	Date:  
	Serial No: 

	Part III

Estimated Schedule:  



	WBS
	Description
	PLANNED
	ACTUAL

	
	
	Start
	End
	Start
	End

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix 4 – Service Level Agreement Template
Service Level Agreement Elements

Signed Cover Page
Parties (In General Section)
Purpose (In General Section)
Context-Setting Information
Scope (services, customers, constraints)

Assumptions

Organizational Contacts

Description Of Services
Service Standards (Metrics)
Time Frames

Levels of Responsiveness

Dependencies

Exceptions

Escalation Paths

Responsibilities

Tracking And Reporting
Periodic Review (In General Section)
Change Process (In General Section)

Being developed by Shirley Yak/Stanley Pszczolkowski team

Appendix 5 - PMIP Template
Federal Aviation Administration

(FAA)


Project Management Implementation Plan

FY 2002

[image: image2.jpg]



Date: November 15, 2001

Version: 1.0


Table of Content

Executive Summary/Overview

Use this section to provide a synopsis of the total plan.  

	Version
	DESCRIPTION
	Date

	Draft 1.0
	Initial Plan
	9/21/2001

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Endorsements

Office of Innovations and Solutions (I&S) is committed to making this plan a success.

	SIGNATURE
	DATE



	_______________________________________

TBD
Program Director

Office of Innovations and Solutions (I&S)
	

	_______________________________________

Manager

Program Planning & Review Staff (PPRS)
	

	_______________________________________

Program Planning & Review Staff
	

	_______________________________________

Program Planning & Review Staff
	

	_______________________________________


	

	_______________________________________


	

	_______________________________________


	

	_______________________________________


	


Scope Management

Describe the scope of the project in this section.

Requirements

Describe the project requirements in this section.

Stakeholders

Identify the stakeholders of the project in this section.

Boundaries

Define the project boundaries and limitations in this section.

Objectives & Expected Results

Describe the objectives and expected results of the project in this section.

Change Control

Describe the change control plans for the project in this section.

Quality Management

Describe the project specific quality management plan in this section.

Philosophy

Quality Assurance

Quality Control

Work and Schedule

Define the work breakdown structure, the activities timelines/schedule and the tools for that will be used to implement the project.

WBS

Schedule Timelines

Tools

Resources Requirements

Identify human and material resources needed for the project in this section.

Labor

Equipment

Materials

Tools

Resources Development

Cost Management

Estimate the cost of performing the project, budget the cost, develop a project cash flow, and a cost control plan in this section.

Cost Estimates

Cost Budgeting

Cost Control

Communications

Define the project communication plan in this section

Hierarchy/Management

Information Format

Information Access/Distribution

Risk Management

Identify potential project risks, assess the impact of such risks, and describe the risk response plan in this section.  Please note that risk management includes opportunities.

Risk Identification

Risk Assessment

Risk Response

Acronyms

Spell out acronyms here if not defined the first time it is used within the document.

Glossary

Define terms in this section.

Attachments

Include supporting documents and charts here if applicable.

Appendix 6 - Project Management Audit Checklist



Checklist for Project Management Process
Review all sections

	Project Name:

	Document Version & Date:

	Audit Date:

	

	General Requirements
	

	Document Title
	 FORMCHECKBOX 


	Version
	 FORMCHECKBOX 


	Date
	 FORMCHECKBOX 


	Glossary1
	 FORMCHECKBOX 


	Acronyms
	 FORMCHECKBOX 


	Attachments
	 FORMCHECKBOX 


	
	

	Project Sponsor
	 FORMCHECKBOX 


	Project Manager
	 FORMCHECKBOX 


	Trained Team
	 FORMCHECKBOX 


	Develop Program Directive
	 FORMCHECKBOX 


	Program Directive approved
	 FORMCHECKBOX 


	Develop Project Management Implementation Plan
	 FORMCHECKBOX 


	Project Management Implementation Plan approved
	 FORMCHECKBOX 


	Obtain commitment of all stakeholders
	 FORMCHECKBOX 


	Develop a Risk Management Plan
	 FORMCHECKBOX 


	Decide Life Cycle approach
	 FORMCHECKBOX 


	Develop Work Breakdown Structures
	 FORMCHECKBOX 


	Develop a schedule.  Identify:
	 FORMCHECKBOX 


	Activities
	 FORMCHECKBOX 


	Logic
	 FORMCHECKBOX 


	Resources
	 FORMCHECKBOX 


	Risk
	 FORMCHECKBOX 


	Estimates
	 FORMCHECKBOX 


	Establish a baseline Schedule
	 FORMCHECKBOX 


	Develop a Quality Assurance Plan to meet project specs
	 FORMCHECKBOX 


	Track and monitor Implementation Plan
	 FORMCHECKBOX 


	Conduct formal and informal reviews
	 FORMCHECKBOX 


	Status meetings
	 FORMCHECKBOX 


	Action items
	 FORMCHECKBOX 


	Agenda
	 FORMCHECKBOX 


	Minutes
	 FORMCHECKBOX 


	Implement corrective action
	 FORMCHECKBOX 


	Change control/Configuration Management Plan
	 FORMCHECKBOX 



Checklist for Project Management Implementation Plan

Review all sections
	Project Name:

	Document Version & Date:

	Audit Date:

	

	General Requirements
	

	
	

	Document Title
	 FORMCHECKBOX 


	Version
	 FORMCHECKBOX 


	Date
	 FORMCHECKBOX 


	Glossary1
	 FORMCHECKBOX 


	Acronyms
	 FORMCHECKBOX 


	Attachments
	 FORMCHECKBOX 


	
	

	Executive Summary
	 FORMCHECKBOX 


	
	

	Scope Management
	

	Requirements/Specs
	 FORMCHECKBOX 


	Stakeholders
	 FORMCHECKBOX 


	Boundaries and limitations
	 FORMCHECKBOX 


	Project objectives and expected results
	 FORMCHECKBOX 


	Change control/Configuration management, e.g. requirements change
	 FORMCHECKBOX 


	
	

	Quality Management
	

	Quality philosophy – Product conforms to requirements
	 FORMCHECKBOX 


	Quality Assurance Plan
	 FORMCHECKBOX 


	Quality Control – Quality Audit frequency
	 FORMCHECKBOX 


	Non-conformity resolved
	 FORMCHECKBOX 


	Recommendations implemented and tracked
	 FORMCHECKBOX 


	
	

	Work Breakdown Structures and Schedule
	

	Work Breakdown Structures 
	 FORMCHECKBOX 


	Activity time lines
	 FORMCHECKBOX 


	Planning tools used; computer hardware and software; documentation
	 FORMCHECKBOX 


	
	

	Resource Requirements
	

	Roles and responsibilities
	 FORMCHECKBOX 


	Responsibility matrix – roles/hours per period
	 FORMCHECKBOX 


	Equipment used per project
	 FORMCHECKBOX 


	Materials and Quantity
	 FORMCHECKBOX 


	Tools used to implement project
	 FORMCHECKBOX 


	Team training
	 FORMCHECKBOX 


	Cost Management
	

	Estimate the cost of materials, tools and equipment
	 FORMCHECKBOX 


	Cost budgeting
	 FORMCHECKBOX 


	Perform cost control measures
	 FORMCHECKBOX 


	
	

	Communications
	

	Hierarchy/Management
	 FORMCHECKBOX 


	Information format
	 FORMCHECKBOX 


	Information Access/Distribution
	 FORMCHECKBOX 


	
	

	Risk Management
	 FORMCHECKBOX 


	Risk Identification
	 FORMCHECKBOX 


	Risk Assessment
	 FORMCHECKBOX 


	Risk Response
	 FORMCHECKBOX 



Appendix 7 - Internal Project Management Audit Record
	Project Audited: 


	Date of Audit: 

	Scope:  This audit covers general compliance with Project Management policy and procedures.

	Objectives:  To identify weaknesses in the Project Management processes, document the non-conformities, make recommendations, and monitor the results of the corrective/preventive actions.

	Audit Team Members: 

Lead: 

Auditor: 

Auditor: 
	Audit Requested By: 

Auditee(s): 

P. Manager: 

Project Team: 

	Summary of Findings:  (continue on separate page as necessary)


	Non-conformities/Corrective Actions Requests (Total # of CARs: _____)

	Attachments: 

Record of opening/closing meetings

Checklists used.

	Signature of Audit Team Lead: 


	Routing Symbol: 
	Date: 

	Acceptance Signature by Program Director: 

	Date:


Appendix 8 - Meeting Agenda Template
Meeting Agenda

Date:

Time:

Location:

ATTENDEES:

1. Approval of Minutes

2. Action Item Review

3. Program Status

4. Project Status –

Individual project status briefing – will be listed

5. Administrative Issues

SLT Information

Agency Information

Internal I&S Information

Others (list)

6. Other Discussion Items

(List items)

7. Assignment of Action Items

Recap action items assignments

Appendix 9 - Minutes of Meetings Template
Minutes of meeting
Date:

Chair of the meeting:

Attendees:
· Approval of Minutes

· Action Review

· Individual Project Briefs

Will be listed

· ACT-1 Information

Appendix 10 - Status Meeting Action Item Template
	#
	Action Item
	Responsible Person
	Due Date
	Completion

	1
	Risk Management Training dates/# of days
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


Appendix 11 - Program Status Review Template
PROJECT NAME: _________________________________________

Reporting Period: _____________________ to ___________________

Project Manager/Lead:  ______________________________________

	PROJECT DESCRIPTION:

	

	PROJECT STATUS AT A GLANCE:1
	STAFFING
	BUDGET
	SCHEDULE

	PREVIOUS REPORTING PERIOD
	
	
	

	CURRENT REPORTING PERIOD
	
	
	

	

	COMMENTS ON STATUS (Include significant accomplishments):

	

	MAJOR PROJECT MILESTONES
	DUE DATE
	STATUS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	EMERGING ISSUES
	ACTION STEPS
	TARGET DATE

	
	
	

	
	
	

	
	
	

	
	
	


1(NOTE: Indicate status as Green, Yellow, Red, or N/A)

Key to Color Codes

	Codes
	Interpretation

	Red
	There is a problem (or high risk) that need urgent management/mitigation

	Yellow
	There could be a problem (or high risk) that we need to watch.

	Green
	Plan and actual are within expected range.  Project is under control.


	Explanations for "R" and "Y" Entries

	STAFFING
	

	FUNDING
	

	SCHEDULE
	


Appendix 12 - Status Report Template
Project X (Name) Implementation Status

Week Ending: Date

Activities this Week:

Planned Activities:

Projected Business Travel:

Issues and Concerns:

Appendix 13 - Roles and Responsibilities 
This will be provided in due course.

	Roles
	Responsibilities

	
	

	
	

	
	

	
	

	
	

	
	

















Office of Innovations and Solutions


(I&S)















































































































































Office of Innovations and Solutions


(I&S)
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