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Prefacetc \l1 "Preface
The IT Project Management Review Process for DOE Corporate and Major Information Systems was instituted to provide a vehicle for reviewing all major information systems in development, enhancement, or production.  These reviews provide a forum for bringing together key project stakeholders to communicate project status, plans, and issues to management and senior management, e.g., the CIO.  They are not by their nature intended to be decision-making events, but can serve as a forum for discussion and issue resolution.

The need for these reviews is articulated in the Office of Management and Budget (OMB) Circular A-130, Management of Federal Information Resources, dated November 30, 2000, paragraph 9(3), where the Chief Information Officer (CIO) was assigned several responsibilities including to (monitor and evaluate the performance of information resource investments through a capital planning and investment control process, and advise the agency head on whether to continue, modify, or terminate a program or project.( 

In addition, OMB, the Office of Federal Procurement Policy (OFPP), and the Department of Energy (DOE) have issued circulars, policies, and directives which provide high-level requirements for the implementation of review, assessment, and audit processes.  These requirements and associated Web site addresses are provided in Appendix A.

1.0
Introductiontc \l1 "1.0
Introduction
This document describes the IT Project Management Review Process for the Department(s corporate and major information systems with the associated responsibilities, reporting requirements and tools, resources, and references.
1.1
Purposetc \l2 "1.1
Purpose
The IT Project Management Review Process for Corporate and Major Information Systems was instituted to provide a vehicle for reviewing all corporate and major information systems.  This process is in concert with the framework of the Capital Planning and Investment Control (CPIC) process.  It provides a lifecycle review process from system inception to retirement, and a correlation process between the CPIC processes and Enterprise Architecture (EA) processes; i.e., Departmental Information Architecture, as well as other significant Departmental programs and projects.   These reviews serve as a forum to raise issues and concerns that will impact the project and ensure that acceptable actions or corrective plans exist for addressing any significant negative impacts.  

The IT Project Management Reviews provide project information and insight for the CPIC Governance Group, the OCIO staff responsible for the funding, operation, integration and interoperability, architectural alignment, standards compliance, and other affected staff.   The information and insight is necessary for understanding potential impacts to the project, other systems in the DOE computing environment, and to the computing infrastructure. 

The IT Project Senior Management Review requires much of the same reporting of information as the IT Project Management Review with the key difference being the number of projects reviewed.  The IT Project Management Review is designed to collect data on one project.  The IT Project Senior Management Review is designed to enable Program Managers to report status information on multiple projects to one or more senior managers, e.g., the CIO, the CFO, and related deputies.  Senior managers may also participate in the IT Project Management Review.

1.2
Roles and Responsibilitiestc \l2 "1.2
Roles and Responsibilities
The following is a list of key participants and their responsibilities in the IT Project Management Review process.

Table 1.1.  Roles and Responsibilities
	
Participant(s)
	
 Responsibilities

	Chief Information Officer (CIO)
	(Conduct IT Project Senior Management Reviews

(Monitor project progress

(Facilitate resolution of OCIO related  project issues

	Chief Financial Officer
	(Approve investments in corporate/major information systems projects

	System Owners
	(Develop or approve project deliverables

(Present project status

(Facilitate resolution of project issues

	Program Managers (generally a DOE employee)
	(Develop or approve project deliverables

(Approve changes to project scope 

(Ensure project reporting; present project status 

(Conduct IT Project Management Reviews

(Manage project funding and authorize work activities

	Project Managers
	(Perform day-to-day project management (plan, manage staff, manage budget and schedule, report status, etc.)

(Develop project deliverables

(Prepare IT Project Management Review and Senior Management Review presentations

(Present project status (alternate to program manager)

(Manage resolution of project issues

	Corporate Management Investment Process (CMIP) Program Staff
	(Evaluate major information systems which receive CMIP funding and prepare report to Congress

	SQSE Program Manager and staff
	(Review and comment on project deliverables and work products

(Schedule and support the review meetings

(Provide support to system owners and project managers

(Advise the CIO and Associate CIOs

	Key project stakeholders and other invited participants
	(Attend the review meeting

(Participate in discussion; provide input as appropriate


1.3
Relationship to Other OCIO Programstc \l2 "1.3
Relationship to Other OCIO Programs
There is mutual benefit for corporate and major information systems project teams and many of the OCIO programs as a result of the information exchange generated by the IT Project Management Reviews.  Throughout the project lifecycle, project staff should collaborate and communicate with OCIO staff responsible for capital planning, information architecture, IT standards, information security, safety, configuration management, risk management, quality management, and assurance.  

The information exchanged may address status, issues, process, requests, requirements, approvals, and assistance in the areas of project plans, schedule, budget, functional content, scope, staffing, infrastructure, and operations.

Table 1.2.  IT Project Management Review Information Exchange 

	System Owners

and Project Teams
	------------->

Project

Information

<------------
	OCIO Program Responsibilities

	
	
	DOE Information Architecture

	IT

Project

Management

Reviews
	
	Capital Planning and Investment Control

	
	
	Corporate Management Investment Process


	
	
	Computer Operations/Infrastructure/Configuration Management

	
	
	IT Standards/Quality Assurance

	
	
	Information Security/Safety


2.0
Review  Processtc \l1 "2.0
Review  Process
Figure 2.0
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Corporate and major information systems are reviewed from their inception to retirement, i.e., throughout the Capital Planning and Investment Control (CPIC) phases of Identification, Selection, Control, and Evaluate.  

The IT Project Management Review Process includes the following steps:

· Identification of projects that will participate in the Reviews (see section 2.1).

· Development and adherence to a quarterly reporting schedule (see section 2.2).

· Compilation of standard project management data into a presentation (see section 2.3).   The templates are provided in PowerPoint format and can be found on the SQ&SE Web site at http://cio.doe.gov/ITReform/sqse/template.htm
· Collection of detailed project files that support the information reported during the IT Project Management Reviews and may be requested for inspection during a formal audit (see section 2.4).

· Participation in the Review meetings with any required follow-up activities (see section 2.5).

· Termination of the project(s participation in the Review process, when appropriate (see section 2.6).

2.1
Applicable Projectstc \l2 "2.1
Applicable Projects
Any DOE corporate or major information system at any DOE facility (i.e., Headquarters or field site) is a candidate for the IT Project Management Review Process.  The OCIO will contact the Program Manager for each corporate or major information system project that is identified as a candidate for the Review.  A meeting will be scheduled to introduce and explain the IT Project Management Review Process and reporting tools. As candidate projects are added to the Review portfolio, they will be incorporated into the next review cycle schedule.

The program and project managers of the information systems that are included in the Review portfolio are expected to comply with the process described in this guide.  The program and project managers of information systems that are not being reviewed through the IT Project Management Review Process should also consider using this guide as OMB mandates that all information technology resources undergo a management, control, and review process.

Several of the current and future corporate and major information systems initiatives have been identified in the Departmental Information Architecture Program guidance series (i.e.,Volumes I-IV) and in the Corporate Systems Information Architecture (CSIA) document.  Infrastructure projects may be considered candidates for the Review process.  Modernization plans are also sources for identifying corporate and major systems that should be included in the Review portfolio or whose system owners should implement and follow this process.  Candidate systems should be reported to Brenda Coblentz at brenda.coblentz@hq.doe.gov.

2.2
Reporting Scheduletc \l2 "2.2
Reporting Schedule
The IT Project Senior Management Reviews are scheduled every three months in conjunction with the Federal Government(s fiscal year (October 1 through September 30).  Table 2-1 provides a breakdown of the four reporting periods by month and day.  The (As of Date( column indicates the last day in which information should be included for each reporting period. The (Briefing Due Date( column provides the date that an electronic version of the briefing (e.g., PowerPoint presentation) is due to the OCIO. The electronic file should be sent to Brenda Coblentz at brenda.coblentz@hq.doe.gov by the Briefing Due Date and at least 5 business days before a scheduled face-to-face briefing. 

Table 2-1. IT Project Management Review Process Schedule and Timeline

	Reporting Period
	As of Date
	Chart Submit Date
	Presentation
	Action Items Documented
	Follow-up Actions

	1st Quarter 

October 1- December 31
	December 31
	January 15
	5-15 days after chart submit
	1-10 days after presentation
	Thru to next review

	2nd Quarter 

January 1- March 31
	March 31
	April 15
	5-15 days after chart submit
	1-10 days after presentation
	Thru to next review

	3rd Quarter 

April 1- June 30
	June 30
	July 15
	5-15 days after chart submit
	1-10 days after presentation
	Thru to next review

	4th Quarter 

July 1- September 30
	September 30
	October 15
	5-15 days after chart submit
	1-10 days after presentation
	Thru to next review


2.3
Project Management Datatc \l2 "2.3
Project Management Data
Legislative and regulatory mandates have tasked DOE with ensuring that information technology initiatives are implemented at acceptable costs within reasonable and expected time frames.  The Clinger-Cohen Act imposed requirements on Government agencies to ensure that investments in information technology are fully justified and aligned with agency missions and business needs.  Agency CIOs have the responsibility to ensure coordination and tracking of IT investments. 

Throughout the project lifecycle it is important to apply standard project management best practices, including tracking and reporting, to all projects, regardless of size.  For smaller projects, stages may be combined and deliverables reduced in scope as appropriate.  For larger, or more complex projects, additional project planning, tracking, and reporting activity may be appropriate.

For all projects identified to participate in IT Project Management Reviews the standard set of project management reporting requirements fits into the following five categories:

(
General Project Overview

(
Project Status

(
Product Status

(
Issues and Risks

(
Project Unique Information

The required information for each category is discussed in section 3.

2.4 
Project Filestc \l2 "2.4 
Project Files
A substantial amount of project management information that is useful throughout the information system(s lifecycle should be gathered in a central project file maintained by the project manager.  All work products developed during the project lifecycle should be included in the project file.  The project manager should verify that all pertinent project information and documentation are placed in the project file on a timely basis.  In addition to being useful in responding to routine and ad-hoc requests for information, a project file is instrumental in case of internal or external audits.

Information about projects in the Review portfolio will be made available for addition to a corporate and major information system repository.  This repository serves as a database or data warehouse for storing and accessing information.  In addition to the IT Project Management  Review briefing slides, the repository is being used to store other information needed by the OCIO for reporting to OMB, GAO, and the IG.  The following list includes some of the  documents that should be provided for the projects participating in the Review Process:

· Set of review charts

· Supporting documentation (if any)

· Handouts (if any)

· Project Plan

(
Work Breakdown Structure

· Review meeting notes

Access to the repository is restricted to members of the OCIO staff responsible for the Reviews, responding to Congressional inquiries, and preparing federally mandated reports, and to  the program and project managers.

2.5
Review Briefingstc \l2 "2.5
Review Briefings
There are two formats for the Review briefings: First Time and Ongoing.  The First Time Review is the initial briefing that occurs when a project is first added to the Review portfolio. All subsequent reviews use the Ongoing Review briefing format. The primary difference between the two formats is the General Overview of the project that is presented during the First Time Review.  This information is omitted from the Ongoing Review briefings unless it has changed since the previous review.  It is expected that some of the charts in the First Time Review will need to be included in the first Ongoing Review of the fiscal year since annual objectives and funding may change at the start of the fiscal year. 

The briefing content is designed to address all of the pertinent information about the project at a level appropriate for management and senior management e.g., the CIO.  Chapter 3 provides a description of the format and content of the Review Templates.

Preparation and electronic submission of each briefing to the OCIO is required on a quarterly basis.  A face-to-face briefing may not be required each quarter.  The OCIO will notify the system owner/program/project manager to schedule the face-to-face briefings that are required for each reporting period.

Following are some general guidelines for preparing the briefings:

(
The briefing can be given by the DOE program/project manager or the contractor project manager. Other project stakeholders or key personnel may be involved in the presentation.

(
The briefings should focus on the current status and issues associated with the project.

(
Two hours are allocated for each briefing. Participants may attend the meeting in person or call in via a DOE meet-me conference call.

(
Program and project managers are expected to bring their senior management to the quarterly briefings. 

(
Senior contractor management attendance is considered to be a good indicator of their interest in assuring their staff are delivering good products to DOE.

(
A detailed WBS should be provided with the presentation charts.

2.6
Termination from the Review Processtc \l2 "2.6
Termination from the Review Process
By mutual agreement between the CIO and the Program Manager, once a project has been implemented (i.e., the system is in operation), the project may discontinue the Review briefings.

3.0
Review Templatestc \l1 "3.0
Review Templates
Each IT Project Management Review meeting starts with an introduction of the face-to-face and meet-me call participants and an opportunity for general comments.  The remainder of the Review meeting focuses on six categories of information.  Each category is associated with a standard set of project management reporting requirements as follows:

	Category
	First Time Review (FTR) 
	Ongoing Review (OGR) 

	General Overview
	FTR slides 3-6
	Used only when changes occur

	Status of Action Items from Prior Review
	Not applicable
	OGR slide 3

	Project Status
	FTR slides 7-15
	OGR slides 4-9

	Product Status
	FTR slides 16-24
	OGR slides 10-13

	Issues and Risks
	FTR slides 25-26
	OGR slide 14

	Project Unique Information
	FTR slides 27-29
	OGR slides 15-17


Three sets of electronic templates are available to assist project staff in the preparation of the IT Project Management Review briefings: First-Time Reviews, Ongoing Reviews, and Samples. The Samples templates include slides from actual DOE projects and references for completing the First Time and Ongoing review slides.  The Samples slides will continue to be updated with examples from subsequent IT Project Management Quarterly Reviews.

The briefing templates were developed in Microsoft PowerPoint and can be retrieved from the Departmental Software Quality and Systems Engineering (SQSE) Web site: http://cio.doe.gov/ITReform/sqse/template.htm  In the (Notes Page( view of the PowerPoint slides, additional information is provided on the frequency, purpose, sources of information, and process to follow in collecting data and producing the slides. 

The templates serve as a means of standardizing the reporting requirements and enabling a common set of criteria for evaluating the health and progress of the Department(s corporate and major information systems.  Presenters may choose to develop their own set of slides as long as the requested information is covered. 

Sections 3.1 through 3.6 of this guide contain descriptions of the six categories and provide other explanatory information to assist presenters in collecting and preparing the appropriate information.

3.1
General Overviewtc \l2 "3.1
General Overview
[FTR slides 3-6; OGR slide 3]

This category sets the stage for the remainder of the information provided during the Review.  Four slides are included in this set.  For the First Time Review, all four slides should be covered.  In subsequent reviews, the slides should be included only if any of the information has changed.  Slide 6 may need to be provided the first quarter of each fiscal year since it documents the Objectives by Year and is required in Ongoing Reviews if information has changed.

3.2
Status of Action Items from Prior Reviewtc \l2 "3.2
Status of Action Items from Prior Review
[FTR - not applicable; OGR slide 3]

This slide provides accountability and closure for issues or action items that were raised during the prior review.  Issues and action items are listed in the Review report that are distributed after the Review by the OCIO staff. The project manager is expected to check this list in preparation for the current review, include all listed items on the slide, and provide the status of each item. Issues and action items that are closed during the period from the prior review to the current review should be reported in addition to any items that remain open.

3.3
Project Statustc \l2 "3.3
Project Status
[FTR slides 7-15; OGR slides 4-9]

The project status category focuses on the management approach (e.g., schedule, cost, decision points, ROI funding status) used for the project.

Information presented in this category should cover:

(
The project plan including a logically laid out schedule with dates for significant items and decision points over the current fiscal year as well as the out-years.  

(
What has occurred during the last quarter

(
What was accomplished including any changes from previously identified project deliverables (the baseline)

(
Accelerated or slipped dates

(
Any significant newly identified/requested user requirements and their impacts on schedule, costs, etc.  

(
Dates planned to achieve the project objectives. 

The First Time Review slides for the Project Status section  should be reviewed at the start of each fiscal year to determine if project changes warrant their inclusion in the first quarter Ongoing Review.

3.3.1
Project Schedule/Decision Pointstc \l3 "3.3.1
Project Schedule/Decision Points 

[FTR slide 8; OGR slide 5]

The project plan and project schedule should demonstrate the inclusion of plans to address known or likely obstacles, and identified points where decisions or involvement by the CIO or the project manager(s management is necessary.  It should include expected achievement dates for the item/activity performance metrics (overall project performance metrics), requirements, and review times.

Critical decisions are defined in DOE O 413.3, Program and Project Management for the Acquisition of Capital Assets, as formal determinations or decisions at specific points in a project stage that allow the project to proceed to the next stage and commit resources.  Include key decision points such as when the project exits one stage and enters another, the contractor(s) comes aboard, date that changes will be frozen for a particular phase of installation, when deployment and/or conversion to the new system are to occur, and date that the new system becomes the system of record. 

An updated project plan with a work breakdown structure should be maintained that contains the details for the next 12-18 months, and less detail for the out-years. The out-year breakdown should contain the key/major items and decision points, as a minimum. Provide the detailed work breakdown structure (WBS) as background material for each review to handout as part of the presentation and to be posted on the IT Project Management Review information repository. 

3.3.2
Development Funding Statustc \l3 "3.3.2
Development Funding Status
[FTR slide 11; OGR use FTR slide 11 only if information changes]

If any portion of the project moves into production while modules are still under development, the  slide should also include funding status for the maintenance costs.

3.3.3
Estimated FTEs and Total Costtc \l3 "3.3.3
Estimated FTEs and Total Cost
[FTR slide 12; OGR use FTR slide 12 only if information changes]

The Statement of Federal Financial Accounting Standards, Number 10, Accounting for Internal Use Software, effective October 1, 2000, requires all Federal agencies to capitalize software acquired or developed for internal use if the software(s expected service life is two or more years and its cost meets or exceeds the agency(s threshold for internal use software.  DOE(s threshold is currently set at $750,000.  

The standard requires capitalization of direct and indirect costs, including employee salaries and benefits for both Federal and contractor employees who materially participate in the software project.  The DOE CFO has developed a Web site data collection system for tracking and documenting costs.  The Software Project Tracking System is available at https://crinfo.doe.gov/swprojects.  The system is intended for recording Federal employee time spent on individual projects.  The program/project manager is responsible for ensuring that capitalization costs are captured for the project.  Capitalization should be projected in the business case and then captured and tracked for each year of the project thereafter.  For more information contact the DOE CFO(s office.

3.3.4
Maintenance Funding Statustc \l3 "3.3.4
Maintenance Funding Status
[FTR slide 14; OGR use FTR slide 14 only if information changes]

This slide is used to identify the maintenance costs and funding sources for the project. The intent of the slide is to help in forecasting, planning and justifying expenditures for maintenance of new systems.  Maintenance funding needs to be documented and issues or concerns raised as quickly as possible.    Display projected maintenance costs beyond development completion.  Record the project maintenance funding by source for the next seven years of the project.  

3.3.5
ROI Refreshtc \l3 "3.3.5
ROI Refresh
[FTR slide 15; OGR slide 9]
Return on Investment (ROI) is the calculated benefit that an organization is projected to receive in return for investing money (resources) in a project.  Within the context of the Review Process, the investment would be in an information system development or enhancement project. ROI information is used to assess the status of the business viability of the project at key checkpoints throughout the project(s lifecycle. 
ROI may include the benefits associated with improved mission performance, reduced cost, increased quality, speed, or flexibility, and increased customer and employee satisfaction.  ROI should reflect such risk factors as the project(s technical complexity, the agency(s management capacity, the likelihood of cost overruns, and the consequences of under- or non-performance.  Where appropriate, ROI should reflect actual returns observed through pilot projects and prototypes.

ROI should be quantified in terms of dollars and should include a calculation of the break-even point (BEP), which is the date when the investment begins to generate a positive return.  ROI should be re-calculated at every major checkpoint of a project to see if the BEP is still on schedule, based on project spending and accomplishments to date.  If the project is behind schedule or over budget, the BEP may move out in time; if the project is ahead of schedule or under budget the BEP may occur earlier.  In either case, the information is important for decision-making based on the value of the investment throughout the project lifecycle.

Any project that has developed a business case is expected to refresh the ROI at each key project decision point (i.e., stage exit) or at least yearly.

Exclusions
If  the detailed data collection, calculation of benefits and costs, and capitalization data from which Return on Investment (ROI) is derived was not required for a particular project, then it may not be realistic or practical to require the retrofit calculation of ROI once the project is added to the Review portfolio. 

In such a case, it is recommended that a memorandum of record be developed as a substitute for ROI.

The memorandum should provide a brief history of the program, a description of the major benefits realized to date with as much quantitative data as possible, and a summary of the process used to identify and select system enhancements. 

Some of the major benefits experienced by sites that installed the information system that would be important to include in the memorandum are: 

· Decommissioning of mainframe computers 

· Reduction/redirection of labor

· Elimination of redundant systems

· Ability to more cost effectively upgrade all sites with one standard upgrade package

In each case above, identify the specific site, systems, and labor involved in determining the cited benefit.  Identify any costs or dollar savings that are known or have been estimated.  The memorandum will be used as a tool for responding to any future IG or GAO audit inquiries on project ROI. 

For the IT Project Management Review, it is recommended that the project leader replace the text on the ROI slide template on slide 15 of the First Time Review or slide 9 of the Ongoing Review with: (1) a note stating which stage of its lifecycle the project is in; (2) a bulleted list of the most important points from the memorandum of record; and (3) a copy of the memorandum of record for the Review repository.

In subsequent Reviews of the information system, the ROI slide can be eliminated from the package.  There is one notable exception to this guidance. Any internal use software project in the maintenance phase of its lifecycle that adds a new site or undertakes an enhancement or technology refresh that reaches the cost threshold established by the Statement of Federal Financial Accounting Standards (SFFAS) Number 10: Accounting for Internal Use Software will need to satisfy capitalization requirements. It requires all Federal agencies to capitalize software acquired or developed for internal use if the software's expected service life is two or more years and its cost meets or exceeds the agency's threshold for internal use software. DOE's threshold is currently set at $750,000. The standard requires capitalization of direct and indirect costs, including employee salaries and benefits for both Federal and contractor employees who materially participate in the software project. DOE program managers are considered to be the source of cost information for internal use software projects.  If capitalization data is collected for the project  in the future, the project would be expected to calculate and track its ROI.

3.4
Product Statustc \l2 "3.4
Product Status
[FTR slides 16-24; OGR slides 10-13]

The product status section focuses on the technical approach, e.g., system architecture, project methodology and processes, product quality, and risks and issues.  Product measurements are used in quality assurance processes to project and measure product quality.  These include defect reporting, testing status, and customer satisfaction measurements.

3.4.1
Performance Measurestc \l3 "3.4.1
Performance Measures
[FTR slide 17; OGR slide 11]

Performance measurements are used in project management and quality processes to determine and communicate status and accomplishments measured against specific objectives, schedules, and milestones.  These measurements extend to include delivery of desired products and services to customers, whether external or internal.  The following definition of performance measures is from the Performance-Based Special Interest Group at http://www.orau.gov/pbm  Performance-Based Management Handbook, Volume 2, Establishing an Integrated Performance Measurement System, developed for DOE.

(Performance Measurement is the ongoing monitoring and reporting of program accomplishments, particularly progress towards pre-established goals.  It is typically conducted by program or agency management.  Performance measures may address the type or level of program activities conducted (process), the direct products and services delivered by a program (outputs), and or the results of those products and services (outcomes).  A (program( may be any activity, project, function, or policy that has an identifiable purpose or set of objectives.(
OMB Circular A-130 indicates that, as part of an agency(s Capital Planning and Investment Process, it must institute performance measures and management processes that monitor actual performance to expected results.  Measurements can be reported at the program and project level and include resource and cost goals, schedule and progress goals, trade-offs and risk outcomes, product quality goals, and customer satisfaction goals.

Basic categories of performance measurements include:

Measures of efforts.  Efforts are the amount of financial and non-financial resources (in terms of money, material, etc.) that are put into a program or process. 

Measures of accomplishments.  Accomplishment measures report what was provided and achieved with the resources used.  There are two types of measures of accomplishments - outputs and outcomes.  Outputs measure the quantity of services provided; outcomes measure the results of providing those outputs.

Measures that relate efforts to accomplishments.  Efficiency measures that relate efforts to outputs of products or services.  These indicators measure the resources used or cost (for example, in dollars, employee‑hours, or equipment used) per unit of output.  They provide information about the production of an output at a given level of resource use and demonstrate an entity(s relative efficiency when compared with previous results, internally established goals and objectives, generally accepted norms or standards, or results achieved by similar entities.

More information on OMB Guidance on Performance Measures can be found at the OMB Web site at http://wwww.whitehouse.gov/omb.
3.5
Issues and Riskstc \l2 "3.5
Issues and Risks
[FTR slides 25-26; OGR slides 13-14]


Any Congressional, OMB, GAO, IG, or other external interests or issues should be covered by the project manager.   Issues are expected to be resolved during project team meetings or stage exits.  Significant issues whether resolved or not should be documented and discussed at the IT Project Management Review for lessons-learned purposes so that (1) the same difficulties are not repeated during subsequent enhancements or upgrades nor by other corporate or major systems, and (2) solutions are shared throughout the Department.

Any project unique items that the program or project manager feel should be brought to the attention of management or senior management, e.g.,  the CIO.  The issues or concerns that need to be addressed by the CIO, as well as the status of other project issues or risks.

3.5.1
Concerns/Issues Requiring OCIO Attentiontc \l3 "3.5.1
Concerns/Issues Requiring OCIO Attention
[FTR slide 25; OGR slide 13]

This slide is used to present the issues or concerns that need to be addressed by management or senior management, e.g., the CIO.  Bring to the awareness of the OCIO those concerns or issues either about the project or the proposed IT solution that may be resolved by support from the OCIO.  This information is typically identified and raised by the project manager (system owner).  It differs from the issues that may be raised by the OCIO and documented in Slide 3 - Status of Action Items from Prior Reviews.

3.5.2
Risks/Issuestc \l3 "3.5.2
Risks/Issues
[FTR slide 26; OGR slide 14]

This slide is used to identify project risks and issues that do not require OCIO support at the present time, but still may impact the outcome of the project as mandated by OMB Circular A-130.
3.6
Project Unique Informationtc \l2 "3.6
Project Unique Information
[FTR slides 27-28; OGR slides 15-16]

This slide (or set of slides) is used to provide any project information that the program manager or project manager would like to present to management or senior management, e.g., the CIO.

Create presentation slides to highlight any additional project information to include in the IT Project Management Review. Also include Next steps.

3.7
Overview of Project Status (last slide)
[FTR slide 29; OGR slide 17]

This is the last slide in the set.  Its purpose is to communicate a visually-oriented "thumbnail" view of the project's status.   The status will be reported as either Green, Yellow, or Red, using the criteria documented below.  Refer to the notes section of the slide template for detailed guidance on completing other sections of the slide.

The data presented on this slide should be a cumulative representation of the project status communicated in the slide set and the presentation (if one was conducted).  Based on all the slides presented, all parties present at the review should reach consensus that this slide fairly represents the status of the project, as it will be used for (upper) management reporting purposes.

The following color attributes are provided to help the reader identify the color for the Overview chart that best represents the status of the user(s project.

	Color
	Common Attributes

	Green
(project is on schedule)
	All critical-path project tasks are on track for completion according to plan.

	
	Allocated project budget is in line with planned project budget.

	
	Project spending is in line with plan, and/or within contract acceptable range (e.g., within +/- 10% of plan).

	
	All project issues have a plan for resolution approved by stakeholders.

	
	All project tasks are on track for completion according to plan, or are being managed within the project schedule slack and lag times.

	
	Project scope is unchanged, or all changes are approved through the change management process. 

	Yellow
(project schedule is at risk)
	The completion date for one or more critical path tasks is at risk.

	
	One or more major milestones or checkpoints may not be met. 

	
	Re-baselining of current approved project schedule is, or may be required.

	
	Project spending is outside the approved budget or contract parameters (e.g., more than +/- 10%)..

	
	There is evidence that project scope is not being managed through the approved change management process.

	
	Product quality indicators are trending negative (e.g., excessive defects, excessive test case failures).

	
	Potential management or technical issues exist that may prevent the project from moving forward.

	Red
(project schedule has not, or cannot be met)
	Major milestone or checkpoint date(s) have not, or cannot be met.

	
	Allocated budget is insufficient to achieve approved project schedules.

	
	Critical resources are/will not be available when needed.

	
	Business case is no longer viable (ROI not in acceptable range).

	
	There is no agreed-to plan for resolving non-concurrences, issues, risks, concerns.

	
	Major management or technical issues exist that will prevent project from moving forward.


4.0
Post-Review Activitiestc \l1 "4.0
Post-Review Activities
Once the IT Project Management Review has been conducted, the OCIO will follow up with program/project managers on any issues or concerns requiring OCIO attention, the status of open items from the review, and CIO reporting actions, e.g., reports to the Secretary and Congress and to the CIO Council.  The CIO may also recommend quality assurance analysis be conducted.

4.1 
Issues or Concerns Requiring OCIO Attentiontc \l2 "4.1 
Issues or Concerns Requiring OCIO Attention
The program/project manager is responsible for raising issues or concerns that require OCIO assistance or guidance to the attention of the CIO.  These items should be communicated whenever they become known, and not held to the next IT Project Management Review.  The CIO will assign appropriate OCIO staff are available to help resolve open items.  The program/project manager should communicate the status of these items in each quarterly review until the items are resolved/closed.

4.2 
Status of Open Items from Reviewtc \l2 "4.2 
Status of Open Items from Review
The program/project manager is responsible for tracking the open items from the review and communicating the status in each quarterly review until the items are closed.  The OCIO staff supporting the scheduling of reviews will coordinate with the program/project manager after the quarterly reviews to help ensure that new items have been captured for tracking and action by the program/project manager.

4.3 
CIO Reportstc \l2 "4.3 
CIO Reports
The OCIO staff supporting the CIO Quarterly Reviews will prepare a summary report after each IT Project Management Review.  The Summary report will include the following information:

· Summary Status

· Open Issues/Items

· Status Performance Objectives/Measures

· Status of Schedule/Cost

The summary report will be provided to the program/project manager to gain concurrence on the content.  The summary report will be used by the CIO when reporting status to the Secretary, Congress and the CIO Council.

Appendix A - Requirements from OMB, OFPP, and DOEtc \l1 "Appendix A - Requirements from OMB, OFPP, and DOE
OMB Circulars:   http://www.whitehouse.gov/omb/circulars/index
· Circular A-11, Part 3, Planning, Budgeting and Acquisition of Capital Assets, version 2000
· Circular A-76, Performance of Commercial Activities, dated August 4, 1983 (Revised 1999)
· Circular A-123, Management Accountability and Control
· Circular A-130, Management of Federal Information Resources, dated November 30, 2000
OMB Memoranda:  http://www.whitehouse.gov/omb/memoranda/index.html
· Memorandum 97-02, Raines Rules
OFPP Policy Letters:  http://www.arnet.gov/Library/OFPP/PolicyLetters/
· Letter 91-3, Reporting Nonconforming Products
· Letter 92-1, Inherently Governmental Functions, paragraph 7(f)
OFPP Memos, etc.:  http://www.ec3.org/InfoCenter/09_LinkSites/FederalURLs/Fed_OFPP.htm
· Pamphlet No. 4, A Guide for Writing and administering Performance Statements of Work for Service Contracts
· Policy Document, Automated Data Processing (ADP) Maintenance Services, Performance-Based Service Contracting (PBSC) Work Statement
· Policy Document, Software Development Contracts, Performance-Based Service Contracting (PBSC) Work Statement
· Best Practices, A Guide to Best Practices for Contract Administration
· Best Practices, A Guide to Best Practices for Performance-Based Service Contracting
· Best Practices, Best Practices for Collecting and using Current and Past Performance Information
DOE Directives, Orders, Policies:  http://www.directives.doe.gov/
· O 413.3, Program and Project Management for the Acquisition of Capital Assets
· G 200.1-1, Software Engineering Methodology
· O414.1A, Quality Assurance
· N203.1, Software Quality Assurance
· O430.1A, Life Cycle Asset Management
	Appendix B - Definitionstc \l1 "Appendix B - Definitions

	
	

	Acquisition Plan
	The Acquisition Plan provides the procurement and contracting detail for elements of a system, program, or project, the Acquisition Plan is execution oriented and provides the framework for conducting and accomplishing the procurements and includes actions from solicitation preparation through contract award administration, DOE O 413.3, Program And Project Management For The Acquisition of Capital Assets.

	Acquisition Strategy
	The acquisition strategy establishes the framework within which detailed acquisition planning and program execution are accomplished.  The requirements document describes what DOE needs to buy, while the acquisition strategy describes how the Department will acquire capital assets.  Once approved, it should reflect the approving authority(s decisions on all major aspects of the contemplated acquisition.  The acquisition strategy describes the relationships of essential program elements (e.g., management, technical, resources, testing, safety, procurement, and contracting), DOE O 413.3, Program And Project Management For The Acquisition of Capital Assets.

	Analysis of Benefits and Cost
	Technique used in a formal economic analysis of government programs or projects, OMB Circular A-94.  See Cost-effectiveness Analysis.

	Baseline and Change Control Levels
	The project baseline consists of cost, schedule, and scope as stated on the project Data Sheet (PDS), the project baseline summary, or similar documents.  A baseline range is established at CD-1, Approve Preliminary Baseline range, for tracking purposes.  A performance baseline, against which project performance will be measured, is established at CD-2, approve Performance Baseline, DOE O 413.3, Program And Project Management For The Acquisition of Capital Assets.

	Capital Planning and Investment Control Process
	A management process for ongoing identification, selection, control, and evaluation of investments in information resources.  The process links budget formulation and execution, and is focused on agency missions and achieving specific program outcomes, OMB Circular A-130.

	Cost-effectiveness Analysis
	Less comprehensive technique than Analysis of Benefits and Cost, but which can be appropriate when the benefits from competing alternatives are the same or where a policy decision has been made that the benefits must be provided, OMB Circular A-94.

	Critical Decision
	A Critical Decision (CD) is a formal determination or decision at a specific point in a project phase that allows the project to proceed to the next phase and commit resources, DOE O 413.3, Program And Project Management For The Acquisition of Capital Assets.

	Earned Value
	The value of the work completed.

	Full Costs
	When applied to the expenses incurred in the operation of an information processing service organization (IPSO), all direct, indirect, general, and administrative costs incurred in the operation of an IPSO.  These costs include, but are not limited to, personnel, equipment, software, supplies, contracted services from private sector providers, space occupancy, intra-agency services from within the agency, inter-agency services from other Federal agencies, other services that are provided by State and local governments, and Judicial and Legislative branch organizations, OMB Circular A-130. 

	Information Management
	The planning, budgeting, manipulating, and controlling of information throughout its life cycle, OMB Circular A-130.

	Information System
	(1) The organized collection, processing, transmission, and dissemination of information in accordance with defined procedures, whether automated or manual.  Information systems include non-financial, financial, and mixed systems as defined in OMB Circular A-127.  (2) A discrete set of information resources organized for the collection, processing, maintenance, transmission, and dissemination of information, in accordance with defined procedures, whether automated or manual, OMB Circular A-130.

	Information System Lifecycle
	Phases through which an information system passes, typically characterized as initiation, development, operation, and termination, OMB Circular A-130.

	Information Technology
	Any equipment or interconnected system or subsystem of equipment, that is used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, or reception f data or information by an executive agency.  The term includes computers, ancillary equipment, software, firmware and similar procedures, services (including support services), and related resources.  The term does not include national security systems as defined in the Clinger Cohen Act of 1996, OMB Circular A-130.

	Major Deliverable
	Significant technical items (reports, plans, specifications, software, etc.) that are the outcomes of the tasks in the statement of work.  Items such as status reports, meeting minutes, trip reports; i.e., routine status and informational deliverables, are generally not considered major deliverables, OFPP Best Practices for Multiple Award Task and Delivery Order Contracting.

	Major Information System
	(1) An information system that requires special management attention because of its importance to an agency mission; its high development, operating, or maintenance costs; or its significant role in the administration of agency programs, finances, property, or other resources, OMB Circular A-130.  (2) Considerations for (major(: (I) importance to agency mission; (ii) amount of development, operations and/or maintenance costs; (iii) degree of risk; (iv) estimated return on investment; and (v) planned role in administering agency finances, property, other resources or programs, OMB Circular A-11.

	Performance Measure
	Statement describing the required services in terms of output, OFPP Software Development Contracts, Performance-Based Service Contracting (PBSC) Work Statement.  Any evaluation, comparison, or judgement toward meeting the performance objective, DOE O 430.1A, Life Cycle Asset Management.  A quantitative or qualitative method for characterizing performance, DOE O 224.1, Contractor Performance-based Business Management Process.  Performance measurement, in simplest terms, is the comparison of actual levels of performance to pre-established target levels of performance, Performance-Based Management Special Interest Group, http://www.orau.gov/pbm .

Performance measurement expands the concept of "success" from the mere accomplishment of activities to that of delivering desired outcomes and results to customers.  Performance measures provide the actual linkage between the processes of planning, budgeting, executing, and evaluating.  This concept of performance management must be cascaded through all the Department's organizational levels.  Ultimately, performance measurement provides a path of accountability between the Department's long-term vision and the day-to-day activities of individual Federal and contractor employees

	Return on Investment
	ROI may include (I) improved mission performance in accordance with GPRA measures, (ii) reduced cost, (iii) increased quality, (iv) speed, or flexibility increased customer and employee satisfaction.  ROI should reflect such risk factors as the project(s technical complexity, the agency(s management capacity, the likelihood of cost overruns, and the consequences of under- or non-performance.  Where appropriate, ROI should reflect actual returns observed through pilot projects and prototypes, OMB Circular A-130.


� The IT Project Management Review Process is not synonymous with the Corporate Management Investment Process (CMIP) review.  The CMIP review is only for those projects that receive CMIP funding.





