	
	Integration Management Guideline



Purpose

The purpose of the Integration Management Guideline is to describe the management processes required to ensure that the various elements of the project are properly coordinated and integrated. 

Integration Management includes the management of issues, changes and project information. The project manager should determine the integration management approach and document in the Project Plan. 

Approach

The project manager / program manager will carry out activities in three (3) key areas on each project. These activities include:

1. Issue Management – documenting and managing issues that arise during the course of the project. Some of the issues that arise during the course of a project have significant bearing on the project, while other issues will be of little consequence. Activities include:

· Identification of the issue

· Assessment of the impact of the issue

· Prioritization of the issues

· Resolution of the issue

· Tracking of all issues throughout the entire project 

2. Change Management – systematically identifying, documenting and managing changes to previously approved scope, schedule, costs, etc. Activities include:

· Identify change

· Assess the impact

· Authorize each change

· Tracking all changes throughout the entire project

3. Project Information Management – defining the mechanisms that will be used to store, control, and share project information, including:

· File naming conventions

· Documentation of storage locations

· Version control

· Information owners

· Information management flows

Issue Management

Key Steps

	Role
	Key Steps
	Tools
	Comments

	Identification of the issue

	Project Manager
	Identify and describe the issue.

All team members have the responsibility to identify issues throughout the project.
	
	Issues are problems or questions arising in the course of the project that need appropriate definition, evaluation and resolution in order for a project phase, or activity to proceed.

	Project Manager
	Log the issue.
	Use the

Issue Log or Issue database
	

	Assessment of the impact of the issue

	Project Manager
	Evaluate how the issue affects the project.
	Use the

Issue Log or Issue database
	Example: Not fully defining requirements in the Opportunity Assessment Process has a low impact on the project vs. not having requirements fully defined before the Execution Process.

	Prioritization of the issue

	Project Manager / Delegated Team Member
	Determine the issue priority.
	Use the

Issue Log or Issue database 
	H = High (extremely important, the project cannot be successful without this issue being resolved).

M = Medium (important to project success, but a work around exists).

L = Low (desirable, but with little impact to the project success if the issue is not resolved).

	Project Manager / Delegated Team Member
	Assign responsibility and resolution target date.

Depending on the scope of the issue, the issue may need to be escalated or communicated to appropriate levels of <company name>. 


	Use the

Issue Log or Issue database 
	Examples:

Escalate issue to client if the issue causes a minor change to functionality or business process.

Escalate issue to project owner or project sponsor if the issue impacts client staffing, overall project schedule, and/or budget or is a major process or functionality change.



	Resolution of the issue

	Project Manager / Delegated Team Member
	Determine resolution and implementation of the issue.


	Use the

Issue Log or Issue database
	When an issue has been resolved, a complete history of how the issue was resolved should be available.  If applicable, include references to supporting documents.

	Project Manager
	Review with the team.
	Use the

Status Report (Project)
	The control interval may be weekly, bi-weekly, or monthly as appropriate for the project.

	Tracking all issues

	Project Manager / Delegated Team Member
	Track all issues until they are resolved.
	Use the

Issue Log or Issue database
	

	Project Manager / Delegated Team Member
	Close the issue once the resolution is determined.
	
	If the issue resolution is to be postponed and included on another project, close the issue and transfer the information to the pertinent audience.


Change Management

Key Steps

	Role
	Key Steps
	Tools
	Comments

	Identify the Change

	Project Manager / Team Members
	Identify and describe the change.

All team members have the responsibility to identify changes throughout the project.
	Use the

Request for Change (RFC)
	Be sensible, for instance if team members take a few days off that modifies the schedule but does not affect a major milestone or related initiative, a Request for Change and incorporation in the Change Log does not need to be used. However, all changes and modification must be communicated to the Project Manager.

	Project Manager / Delegated Team Member
	Log the change.
	Use the

Change Log
	Document as they arise or forecasted.

	Assess the Impact of the Change 

	Project Manager
	Evaluate how the change affects the project.
	Use the

Request for Change (RFC)

Change Log
	Consider the triple constraint – time, scope and cost.



	Project Manager
	Recommend action.
	
	Evaluate many alternatives if necessary and weigh the consequences and backup plans.



	Authorize each Change

	Project Manager
	Gather change approval from the appropriate source.

Based on Change Control procedures and thresholds.
	Consult the

Specific standards, procedures, and policies
	The objective is to achieve a balance so that the interests of all concerned are addressed. 

Each project should have a change approval authority with escalation levels.

Escalation will depend on the change and impact to the project.

Example: Escalation may be to Senior IT management, a Steering Committee or a specific Change Control Board, CCB, may need to be established depending on project size and organization impact.

	Project Manager
	Modify (re-baseline) plans as appropriate, i.e., schedule, budget. 
	
	Current Baseline = Original Baseline + Major, Formal, Approved Changes.

	Project Manager
	Review the change(s) with the team and other stakeholders.

The Change Control Board or equivalent should be made aware of all project changes impacting, scope
	Use the

Status Report (Project)

Status Report (Executive)
	The control interval may be weekly, bi-weekly, or monthly as appropriate for the project.

	Tracking all Changes

	Project Manager
	Track all changes and the outcome.
	Use the

Change Log
	Some of the change information may be used on the Project Closeout report at the end of the project. 


Project Information Management

Key Steps

	Role
	Key Steps
	Tools
	Comments

	File Naming Conventions

	Project Manager / Delegated Team Member
	Determine the naming structure for the project files and folders.
	Consult the

Agency specific standards, procedures, and policies
	Example: Weekly Status Reports may be named; Status Reports_102201 (mm/dd/yy) or 10.22.01 Status Reports or SR_012210 (yy/dd/mm).

	Documentation of Storage Locations 

	Project Manager / Delegated Team Member
	Decide:

· Space for the project repository.

· How often project information will be updated and uploaded to the repository.  
	Consult the

Agency specific standards, procedures, and policies
	Project files may be located on a shared drive between locations, Lotus Notes databases, Intranet, web site, etc.

	Version Control

	Project Manager / Delegated Team Member
	Determine the control level of project documents.
	Consult the

Agency specific standards, procedures, and policies
	Control levels may vary depending on the individual documents, the nature of the project, size of the project team, etc.

	Information Owners

	Project Manager
	Assign owners to the project repository and content areas.
	
	Delegate team members.

	Information Management Flows

	Project Manager
	Describe to the team the naming conventions and explain how information should be conveyed to the appropriate person and how often.

Update the team as appropriate.
	
	Example: If a day off is to be requested, the project manager must have at least three weeks notice. If a requirement specification changes, notify the project manager that same day.


Summary

The project manager must proactively manage the integration of issues, change and project information, which will minimize negative impacts and add to the successfulness of the project.
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