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PM Handbook

Overview

Purpose

The PM Handbook is the basic source of information for project management processes, activities, tasks, approaches, practices and techniques used for managing projects. The PM Guide, which is a complete project management reference guide, supplements this handbook.
Audience

This handbook is for anyone interested in understanding and implementing project management methodology. The PM Handbook contains the framework and processes applicable to any project management challenge. For those team members involved in managing software development projects, consult the SD Project Handbook for additional software development activities and deliverables.

Scope and Intent

The PM Handbook provides a framework for project management activities. It is focused on the step-by-step-approach for managing projects. The PM Handbook incorporates PMI® standards and includes techniques and many of the current best approaches identified by project managers and team members. The intent is to provide the processes necessary for a project manager to manage any project, regardless of size. The section in this overview entitled How Much of the PM Handbook Should Be Applied? provides some guidelines to help determine how much of the process is applicable to a particular project.

Project Management Processes

Overview of the PM Processes

The project management processes are based on the Project Management Institute’s A Guide to the Project Management Body of Knowledge (PMBOK™ Guide). The PM Handbook merges the PMBOK™ processes and methodology shown to be successful in the initiating, planning, executing, controlling and closing of successful project management initiatives worldwide with the current best practices and environment.

The overall process of project management defined in the PM Handbook can be viewed as five separate but related processes – Opportunity Assessment, Initiating, Planning, Executing/Controlling, and Closing. Opportunity Assessment, which occurs prior to Initiating, addresses pre-project screening activities. The Opportunity Assessment Process, as well as the other processes, is summarized below.

Opportunity Assessment – The purpose of the Opportunity Assessment Process is to identify, prioritize/screen and select ideas that provide value to the customers and maximize return on investment. 

Initiating – The purpose of the Initiating Process is to formally recognize a new project exists, authorize the project to proceed, and link the project to ongoing work.

Planning – In the Planning Process, the purpose is to determine more specifically what needs to be done, how the objectives will be met, who will be involved in the solution, when it will be implemented, and how much it will cost.

Executing/Controlling – The purpose of the Executing/Controlling Process is to manage the work performed and measure and report project performance. Final client sign-off is the primary exit criteria of this process.

Closing – The purpose of the Closing Process is to close project records, document lessons learned, and ensure project staff are rewarded and reassigned.
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	PMI® defines five separate processes. Although the PM Handbook addresses Executing and Controlling together, PMI® standards are accurately represented. 


These processes are not individual, one-time events. While interactive, they are also overlapping and occur at varying levels of effort throughout the project as shown below. Activities in one phase may begin before another phase is complete as depicted in the following diagram.
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Project Management Knowledge Areas

The project management processes are based on the Project Management Institute’s A Guide to the Project Management Body of Knowledge (PMBOK™ Guide). The PM Handbook merges the PMBOK™ processes and methodology shown to be successful in the initiating, planning, executing, controlling and closing of successful project management initiatives worldwide with the current best practices and environment.

Integration of PM Processes and Knowledge Areas

The PMBOK™ Guide defines nine areas in which it is very important for the project manager to be proficient. Managing the interplay of these areas is much of the “art” of project management:

Project Integration Management – The processes required to ensure that the various elements of the project are properly coordinated – consisting of project plan development, project plan execution, and integrated change control.

Project Scope Management – The processes required to ensure that the project includes all the work required, and only the work required, to complete the project successfully – consisting of initiation, scope planning, scope definition, scope verification, and scope change control.

Project Time Management – The processes required to ensure timely completion of the project – consisting of activity definition, activity sequencing, activity duration estimating, schedule development, and schedule control.

Project Cost Management – The processes required to ensure that the project is completed within the approved budget – consisting of resource planning, cost estimating, cost budgeting, and cost control.

Project Quality Management – The processes required to ensure that the project will satisfy the needs for which it was undertaken – consisting of quality planning, quality assurance, and quality control.

Project Human Resource Management – The processes required to make the most effective use of the people involved with the project – consisting of organizational planning, staff acquisition, and team development.

Project Communications Management – The processes required to ensure timely and appropriate generation, collection, dissemination, storage, and ultimate disposition of project information – consisting of information distribution, performance reporting, and administrative closure.

Project Risk Management – The processes concerned with identifying, analyzing, and responding to project risk – consisting of risk management planning, risk identification, quantitative risk analysis, qualitative risk analysis, risk response planning, and risk monitoring and control..

Project Procurement Management – The processes required to acquire goods and services from outside the performing organization (such as purchasing a system from an outside vendor) – consisting of procurement planning, solicitation planning (creating the RFP), solicitation (the RFP process), source selection, contract administration, and contract closeout.

Integration of PM Processes and PM Knowledge Areas

A project manager successfully guides the project through the project management processes by skillful application of the knowledge area management skills. These knowledge areas thread their way through all the project management processes as shown below:
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Integration of the PM Knowledge Areas into the PM Processes provides the project manager with the tools and flexibility necessary to manage the many priorities of a project, including the Triple Constraint. The project manager must continually balance scope, schedule, and cost as shown in the diagram. Changes in any parameter impact, and are impacted by, changes in the other two parameters.
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The Project Organization 

The project manager cannot accomplish a project alone. In fact, the project is considered a kind of “organizational unit” for the duration of the project. The project organization may include many or all of the following roles:

· Program Manager

· Project Manager

· Project Sponsor

· Project Owner

· Clients

· Project Team

· Quality Assurance

· Quality Control

· Subject Matter Expert (SME)

· Senior Management Team

· Functional Team

· Steering Committee

· Project Office

Note: Additional roles are defined for software development projects in the SD Project Handbook.

If any of the roles are not used for a particular project, ensure the responsibilities are assigned to a different project role. For example, if there is no program manager assigned to the project, the project manager typically performs the program manager responsibilities.

The Roles Matrix Guideline:

· further describes these roles,

· aligns these roles to organizations, and

· aligns the roles to the software development steps and activities contained in this handbook.

PM Handbook Structure and Format

The overall structure of the PM Handbook is based on the project management processes defined by PMI, in addition to the Opportunity Assessment process that describes the steps that every idea must go through to become a project. Steps and activities are defined within each of these processes.  

Each process is introduced with a purpose, key deliverables, roles, and timing and exit criteria. Following this introduction, there is a table of activities, with corresponding roles, guidelines and tools, and tips.

	Roles
	Key Activities
	Guidelines and Tools
	Tips

	Lead Role(s) or Responsible Role(s)
	Process tasks organized by key activities.
	Associated Guidelines and Templates, Checklists, and Procedures with corresponding links.

[see Note1, Note2, and Note3 below]
	Additional information, best practices, or rules of thumb designated by:
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[see Note4 below]


Note 1: Guidelines contain detailed instructions on how an activity may be conducted.
Note 2: A template provides a framework for documenting deliverables or represents a tool to assist in managing and/or controlling project activities. Other tools include checklists, examples, and procedures.
Note 3: Checklists identify key activities and/or deliverables. Procedure documents list purpose, scope, requirements, and expected performance or process to conduct project events, such as an inspection or walkthrough.
Note 4: Hover over icon to display tip. All tips can be printed at the end of the document (or section) by printing Microsoft Word “Comments.” To print Comments, select “Tools,” “Options,” “Print” tab, and selecting “Comments” from “Print what:” drop-down list. Note: Viewing Tips in a Web Browser that blocks pop-ups may require disabling the pop-up blocker or using a designated key, such as the CTRL key, to override the blocker and view the pop-up.
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The following diagram summarizes the high-level activities, deliverables and exit criteria for each process. 
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What is a “Project?”

Before implementing the project management methodology, it is important to verify that the effort is a project.

“A project is a temporary endeavor with defined beginning and end points that provides a unique product or service that is different in some distinguishing way from all similar products and services.”

Projects do not include ongoing activities. 

Projects may exist at all levels of the organization. Projects may be performed by a single unit within the organization or may be an orchestrated effort that involves multiple departments. Projects are critical components of an organization and should be aligned with the organizational goals and business strategies.

Project Classification

Once an effort is defined as a project, the program manager determines the project classification. Classification allows the project team to scale project management processes and software development methodology, as appropriate. More specifically, classifications help determine:

· How much of the project management methodology is applied to the project

· What type of process is required to get funding approved

· What level of authority is required for sign offs

Projects are classified as Class A, Class B, or Class C using the Project Classification Criteria.

The project classification criteria are:

· Impact on Citizens, Operations, and Agencies
· Visibility

· Impact of Not Completing the Project

· Maturity of Technology

· Agency Project Management Capability

Impact on Citizens, Operations, and Agencies: Projects vary in anticipated impact and on stakeholders within and outside the organization. Projects with low risk and minimal impact are classified as Class C projects. Projects with a medium level of risk and impact are classified as Class B projects. Those projects with a high impact and high risk are classified as Class A projects.

Visibility: The results of a project have varying degrees of visibility. Projects may have only internal interest to the immediate department or project team. Their visibility is considered low. This level of visibility is classified as Class C. Projects that have a medium level of visibility and are likely to be the subject of legislative hearings are classified as Class B projects. Projects that are highly visible to either the citizens or legislature are considered higher risk and classified as Class A projects.
Impact of Not Completing the Project: If the impact of not completing a project is negligible, such as merely as lost opportunity for internal process improvements, the project is classified as Class C. If not completing a project is medium level risk, such as making improvements to systems that provide internal support to other systems; the project is considered Class B. Class A projects within this sizing criteria include projects that if not completed, will result in the inability to meet legislative requirements, federal requirements, and agency missions.
Maturity of Technology: Projects using reliable, familiar, and recommended technology are considered low risk and classified as Class C projects. Projects that use recommended technology, but the technology is new to the agency are classified as medium risk and Class B projects. Use of new technology that is not recommended or use of obsolete technology is considered high risk and classifies a project as Class A.
Agency Project Management Capability: Projects conducted within agencies with proven project management processes are classified as Class C projects. Agencies with a maturing capability for managing projects provide a medium level of risk, and based on these criteria are classified as Class B projects. Agencies without standard approaches to managing projects pose a higher risk and such projects are classified as Class A projects.
The program manager uses the Project Classification Criteria to classify a project. The project classification considers all project sizing criteria. The most severe impact among all criteria determines the project classification. Common sense should always be applied to ensure the classification accurately represents the project.

HEI Guidelines for Assigning Tasks to Project Management Process

Most HEI tasks can be categorized as a) ongoing processes or maintenance, b) enhancements or modifications to existing processes, c) projects. The following explanation is to be used as a guideline for determining when and how to apply project management methodology to HEI tasks.

1) If the task is determined to be an ongoing process, use the existing process designed for that task. For example, if a bug is found in the system, enter an incident in the Problem Reporting System (PRS). 
 If an enrollment audit is to be conducted, use the enrollment audit process. Examples of ongoing processes and maintenance include 
· Conducting enrollment or financial aid audits

· Many data requests (involving low profile requests, simple queries, etc.)

· Production of BDS-SIDS

· Fixing a bug in the system

2) If the task is determined to be an enhancement or modification to an existing process, submit a completed Request for Change (RFC) and Impact Analysis to the Program Manager. If the decision is made to make the change, copy the existing Software Requirements Specifications (SRS) and other system documentation and update to include the change. Upon approval of the program manager, submit a PRS. Examples of enhancements or modifications include 

· Adding a new feature to an existing Web interface or other program.

· Deleting a feature to an existing Web interface or other program.

· Modifying the functionality of an existing Web interface or program

(In the case of a major enhancement, as determined by the program manager, the task may be determined to be a project. If the task is considered a project, proceed to item 3 below).

3) If the task is determined to be a project, determine whether it is a project type A, B, or C using the Project Classification Criteria. Examples of projects include 

· Creation of a new file: for data collection and submission process 

· Reengineering/converting old internal process: OIG, NEALP, etc. 

· Query creation 

· Student Tracking development 

· Creation of new Web application 

· Studies (like Capacity) 

· Policy creation

Once the project is classified as a type A, B, or C, determine whether the project should follow standard Project Management methodology or if the Software Development methodology is required. If the project follows a Software Development methodology, determine whether the Modified Waterfall lifecycle or Prototype lifecycle will be used. 

How Much of the PM Handbook Should Be Applied?

The purpose of this section is to provide some guidelines to help determine the level of process that is needed for the project. With smaller projects, there is a strong temptation to “just do it” without worrying about managing it. This approach often leads to major mid-project scope/deliverable changes and mid-course corrections or, worse yet, production of wrong, unusable or unsupportable deliverables. The ultimate decision of how much, and what kind of, monitoring, control and adjustment will be required to successfully manage a project ultimately rests with the program and project managers. 

Use the following table to help determine the required items based on project classification. Core deliverables should be developed for all projects. The amount of detail will vary depending on project scope and size. 

	Item
	Class A
	Class B
	Class C

	 
	Required
	Required
	Required

	Benefits and Costs Checklist
	X
	X
	X

	Business Case
	X
	X
	X

	Change Management Log
	X
	X
	X

	Deliverables Acceptance
	X
	X
	X

	Impact Analysis Checklist
	X
	X
	X

	Issues Log
	X
	X
	X

	Lessons Learned
	X
	X
	X

	Organization Chart
	X
	X
	X

	Project Charter
	X
	X
	X

	Project Budget
	X
	X
	X

	Project Closeout Report
	X
	X
	X

	Project Notebook
	X
	X
	X

	Project Schedule
	X
	X
	X

	Request for Change
	X
	X
	X

	Risk and Response Log
	X
	X
	X

	Requirements Specifications
	X
	X
	X

	Support Expectations
	X
	X
	X

	Technical Evaluation
	X
	X
	X

	Client Satisfaction Survey
	X
	X
	 

	Communications Matrix
	X
	X
	 

	Concept Analysis Document
	X
	X
	 

	Contractor Exit Checklist
	X
	X
	 

	Executive Status Report
	X
	X
	 

	Meeting Agenda
	X
	X
	 

	Meeting Notes
	X
	X
	 

	Project Initiation Document
	X
	X
	 

	Project Plan
	X
	X
	 

	Project Status Report
	X
	X
	 

	Project Survey
	X
	X
	 

	PM Process Checklist
	X
	X
	 

	Quarterly Operations Review
	X
	X
	 

	Team Member Evaluation
	X
	X
	 

	Team Member Status Report
	X
	X
	 

	Timeline
	X
	X
	 

	Work Breakdown Structure
	X
	X
	 

	Concept Analysis Executive Summary
	X
	 
	 

	Deployment Strategy and Plan
	X
	 
	 

	Project Phase Kickoff Presentation
	X
	 
	 

	Steering Committee Presentation
	X
	 
	 


The Class C Project Checklist contains activities and highlights deliverables for Class C projects. All other non-software development projects should use the PM Process Checklists (with Exit Criteria) for a checklist of activities and deliverables.

Additional factors to consider when deciding how much process to apply include:

Size and Complexity of the Project - Small projects may only require a subset of the control procedures. Large projects will most likely require rigorous control procedures in all areas.  

Risk of the Project - Risky projects typically require tighter control in those areas of risk that affect the project the most. A thorough Risk Assessment will identify these areas.

Deviation from Standards in the Project - Projects with tight controls in any one of the “triple constraint” areas (Scope, Time, and Cost) require more controls to ensure that the standards are met.

Critical Nature of the Project - Projects that are delivering functions critical to the business (whether the customer is external or internal) must be tightly controlled, specifically around Scope & Quality, to ensure that the critical requirements and success criteria are being met.

New Techniques or Technology Used in the Project - If the project will be working with new techniques or technologies there will be more uncertainty and risk associated with the project. This will require more project management specifically in the areas of Risk and Quality Management.

Specific End Date to the Project - Pre-determined deadlines affect how a project is managed and the level of monitoring and control required. If the project has a specific end date that must be met (for business or legal reasons), tight monitoring and control needs to be employed to ensure that the date(s) is met.

Regulatory Requirements - Federal, state and local regulations often require that projects produce specific deliverables and provide evidence that control procedures were in place during the project’s lifecycle.
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Revisions

The HEI Management Team controls and maintains the PM Handbook. They will review inputs on a periodic basis and group change requests into updates and releases.
References

Sources for industry standard software development and project management processes include the following reference materials:

	Crawford, J. Kent, Project Management Maturity Model, New York, NY: Marcel Dekker/Center for Business Practices, 2002.

	PMI Standards Committee, A Guide to the Project Management Body of Knowledge (PMBOK Guide), Newtown Square, PA: Project Management Institute, 2001. 

	Toney, Frank, The Superior Project Organization, New York, NY: Marcel Dekker/Center for Business Practices, 2002.

	IEEE Std 730™-2002 - IEEE Standard for Software Quality Assurance Plans

	IEEE Std  828-1998 IEEE Standard for Software Configuration Management Plans

	IEEE Std 1028-1997 IEEE Standard for Software Reviews


Opportunity Assessment

Purpose

The purpose of the Opportunity Assessment Process is to identify, prioritize/screen and select ideas that provide value to the customers and maximize the return on investment. Selected projects should align with and support strategic goals and objectives or should not be authorized to move forward. Opportunity Assessment activities are conducted to help document the high-level business need and to define business objectives. 
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Key Deliverables

	Inputs
	Outputs

	· Strategic Plans and Objectives

· Business Plans

· Program Plans

· Research Documents

· System Requests for Change (RFC)
	· Project Initiation Document (Project Request section) 

· Lessons Learned


Roles

	Participants/Roles
	Organization Relative Participation

	· Program Manager or equivalent leads this phase

· Client provides information

· Sponsor provides information and support

· Subject Matter Experts (SMEs) participate by providing consultation, as required

· Consult the Roles Matrix Guideline for additional information regarding project roles
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Timing and Exit Criteria

	Timing and Estimates
	Exit Criteria

	· Varies with idea


	· Identified sponsor

· Identified resources to continue next phase

· Key deliverables prepared

· “Go” decision and approval, as required


Key Activities

Consult the PM Process Checklists (with Exit Criteria) for a checklist of Opportunity Assessment activities. For Class C projects (smaller projects), consult the Class C Project Checklist for appropriate activities and deliverables.

	Roles
	Key Activities
	Guidelines and Tools
	Tips

	Idea Generation

	Program Manager
	1. Receive and/or or solicit ideas from clients or identify areas for process improvement or technology enhancements.
	
	

	Program Manager
	2. Define the Opportunity Assessment Team (including the program manager, if not already identified). This team also should include clients and technical specialists.
	Consult the Roles Matrix Guideline 
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	Program Manager
	3. Refine the idea through discussions with the customer, research, and benchmarking other similar areas.
	Use the Project Initiation Document template
	

	Idea Structuring
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	Program Manager
	1. Identify and confirm sponsorship for the potential project.
	Use the Project Initiation Document template
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	Program Manager
	2. Document the high level description of the business need, including any significant milestone dates.
	Use the Project Initiation Document template
	

	Program Manager
	3. Identify high-level requirements and critical success factors that must be considered to fill the business need.
	Use the Project Initiation Document template
	

	Program Manager
	4. Identify primary clients and users that will benefit from filling the business need.
	Use the Project Initiation Document template
	

	Program Manager
	5. Define high-level business benefits associated with the identified business need.


	Use the Project Initiation Document template
	

	Program Manager
	6. Identify related projects/affected systems.
	Use the Project Initiation Document template
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	Program Manager
	7. Identify other stakeholders who will be impacted from filling the business need.
	Use the Project Initiation Document template
	

	Program Manager
	8. Outline scope and schedule for the next phase. Determine resources for next phase (people, money, and time). 
	Consult the Scope Guideline and Project Scheduling Guideline and use the

Project Initiation Document template
	

	Program Manager
	9. Prepare the Project Initiation Document (Project Request section) with the information collected. 
	Use the Project Initiation Document template
	

	Opportunity Assessment Approval

	Program Manager
	1. Finalize and submit the Project Request section of Project Initiation Document to appropriate manager(s). 
	Consult the PM Approval Checkpoint example and use the Project Initiation Document (Project Request section) template
	[image: image10.wmf] 

 



	Program Manager
	2. Prioritize ideas/business needs based on business-defined criteria subject to resource constraints for managing the next phase (people, money, and time).
	
	

	Program Manager
	3. Conduct the Opportunity Assessment Review. Obtain approval to proceed, as appropriate.
	Consult the PM Approval Checkpoint example
	

	Program Manager
	4. If approved, enter information into the project database tool and establish the potential project in the time reporting system for the potential project.
	
	

	Program Manager
	5. If not approved, communicate decision to impacted resources and take appropriate measures to ensure work is not continued. Document the rationale for the decision not to proceed, if appropriate.
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	Process Closure

	Program Manager
	1. Evaluate the Opportunity Assessment Process to capture lessons learned and opportunities for improvement.
	Use the Management Review Procedure

Consult the Lessons Learned Guideline and use the

Lessons Learned template
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Initiating

Purpose

The purpose of the Initiating Process is to identify and document potential concepts to satisfy a defined business need. In this phase, participants define preliminary business requirements, including vision and scope addressed by potential concepts. Participants conduct investment analysis activities and, following approval, formally initiate the project. 
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Key Deliverables

	Inputs
	Outputs

	· Project Initiation Document (Project Request section)

· Lessons Learned
	· Project Initiation Document
· Project Phase Kickoff Presentation
· Impact Analysis Checklist

· Benefits and Cost Checklist
· Project Charter
· Concept Analysis Document
· Concept Analysis Presentation

· Schedule for Initiating Process
· Business Case (initial)

· Lessons Learned


Roles

	Participants/Roles
	Organization Relative Participation

	· Program manager or equivalent typically leads this phase
· Client provides information
· Subject Matter Experts (SMEs) participate by providing consultation
· Sponsor provides information and support 
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Timing and Exit Criteria

	Timing and Estimates
	Exit Criteria

	· Typically, organizations spend between 2 to 5% of total project effort in Initiating

· Estimated budget for the project at this point has a great deal of latitude and should be between 25% below actual costs to 75% above actual costs.

· Estimated costs during the next phase are expected to be more realistic and should be between 5% below actual costs to 10% above actual costs. 
	· Key deliverables prepared
· Identified resources to continue next phase
· Sponsor confirmed
· Identified project manager
· “Go” decision from Initiating Approval Checkpoint Review


Key Activities

Consult the PM Process Checklists (with Exit Criteria) for a checklist of Initiating activities. For Class C projects (smaller projects), consult the Class C Project Checklist for appropriate activities and deliverables.

	Roles
	Key Activities
	Guidelines and Tools
	Tips

	Process Start Up

	Program Manager
	1. Based on project requirements, define/refine Initiating team.
	Consult the Roles Matrix Guideline 
	

	Program Manager
	2. Review Project Request information, as well as lessons learned from the Opportunity Assessment Process or Initiating Processes of similar projects.
	Use the Project Phase Kickoff Presentation template
	

	Program Manager
	3. Refine Initiating tasks and create Initiating schedule.
	Use the

Project Schedule for Initiating Phase example template
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	Program Manager
	4. Implement time tracking procedures. Establish status reporting.
	Consult the Time Management Guideline
	

	Program Manager
	5. Start implementing configuration management processes.
	Consult the Configuration Management Guideline
	

	Project Definition
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	Program Manager
	1. Understand and further define background and current situation, as well as the project objectives.
	Use the Project Charter template
	

	Program Manager
	2. Define/refine project scope and deliverables.
	Use the Project Charter template
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	Program Manager
	3. Develop and analyze potential options that meet the business need.
	Use the Project Charter template
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	Program Manager
	4. Based on the analysis of potential options, select the best alternative and develop a recommended approach.
	Use the Concept Analysis Document and the Concept Analysis Presentation templates
	

	Project Manager
	5. Develop rough order of magnitude (ROM) estimate for resources/ costs. Develop a high-level schedule/timeline for the project. Estimated budget for the entire project at this point should be between 25% below to 75% above actual costs. Classify the project using the definitions for project classification (refer to the Overview section - Project Classification).
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	Program Manager
	6. Initiate Business Case development. The initial Business Case development should focus on business benefits and high-level costs in this phase.
	Use the 
Business Case template, Impact Analysis and Benefits and Cost Checklists 
	

	Program Manager
	7. Identify high-level project risks.
	Use the Project Charter template
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	Program Manager
	8. Identify the project manager and determine appropriate division of responsibilities for remainder of the project.
	Consult the Roles Matrix Guideline 
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	Program Manager / Project Manager
	9. Plan for next phase. Develop schedule, budget and identify resources for the next phase. Estimated costs for the next phase should be between within 5% to 10% of actual costs.
	
	

	Program Manager
	10. Refine Project Request section. Complete Project Charter Document.
	Use the Project Initiation Document and Project Charter templates
	

	Initiating Approval

	Program Manager
	1. Finalize and submit the Project Initiation Document, Project Charter, Concept Analysis Document, Business Case, and other supporting documentation to appropriate manager(s). 
	Consult the PM and SD Approval Checkpoints example and use the Project Initiation Document, Concept Analysis Document, Business Case,  and Project Charter templates
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	Program Manager
	2. Prioritize project based on business-defined criteria subject to resource constraints for managing the next phase (people, money, and time).
	
	

	Program Manager
	3. Participate in Initiating Approval Checkpoint Review. Request funding and approval to proceed.
	Consult the PM and SD Approval Checkpoints example
	

	Program Manager
	4. If approved, obtain resource and funding commitments to the project from the appropriate authority.
	
	

	Program Manager
	5. If not approved, communicate decision to impacted resources and take appropriate measures to ensure work is not continued. Document the rationale for the decision not to proceed, if appropriate, and close project in the project database tool.
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	Process Closure

	Program Manager
	1. Assess the Initiating Process to capture lessons learned and opportunities for improvement.
	Consult the Management Review Procedure and the Lessons Learned Guideline and use the

Lessons Learned template
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Planning

Purpose

The purpose of the Planning Process is to take information from the Initiating Process and convert it into a formal, planned, resourced, and funded project. By the end of this process, all participants should agree to the deliverables, scope, approach, and plans for carrying out the project.

Key Deliverables

	Inputs
	Outputs

	· Project Initiation Document
· Project Charter
· Concept Analysis Document
· Schedule for Planning Process
· Business Case (initial)

· Project Information

· Lessons Learned
	· Requirements Specification 

· Project Phase Kickoff Presentation

· Project Plan
· Project Schedule / Timeline
· Project Budget
· Business Case 

· Support Expectations
· Technical Evaluation
· Issues log

· Request for Change

· Change log

· Benefits and Costs Checklist

· Impact Analysis Checklist

· Project Organizational Chart
· Communications Matrix
· Project Charter 
· Lessons Learned


The project manager may want to consider developing a Project Notebook to organize project documentation and deliverables. The Project Notebook should pull together in one place virtually everything needed to understand the nature of the project. The Project Notebook also provides a uniform presentation of information, supporting consistency in review processes. The level of rigor applied to the Project Notebook, which can be electronic or paper-based, will depend on the size and criticality of the project. 

To help the project manager organize project materials, consult the Project Documentation Naming Conventions and Repository Guideline for a review of project documentation naming standards and structure for project documentation repositories.

Roles

	Participants/Roles
	Organization Relative Participation

	· The project manager typically leads this phase with active participation from the program manager
· Client provides information
· Subject Matter Experts (SMEs) participate by providing consultation and by supporting requirements development in their respective areas of expertise
· Sponsor provides information and support
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Timing and Exit Criteria

	Timing and Estimates
	Exit Criteria

	· Typically, organizations spend 10% of total project effort in Planning

· Estimated budget of the project should be within 5% of actual costs 
	· Key deliverables prepared
· “Go” decision from Planning Approval Checkpoint Review
· Project Funding number obtained


Key Activities

Consult the PM Process Checklists (with Exit Criteria) for a checklist of Planning activities. For Class C projects (smaller projects), consult the Class C Project Checklist for appropriate activities and deliverables.

	Roles
	Key Activities
	Guidelines and Tools
	Tips

	Process Start Up

	Program Manager / Project Manager
	1. Based on project requirements, define/refine the Planning team. Review roles and responsibilities.  
	Consult the Roles Matrix Guideline 
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	Program Manager
	2. Prepare for and conduct Planning Kick-Off Meeting. The main objectives of the meeting are to review project requirements and planning activities with the team. This includes reviewing lessons learned from Initiating, as well as lessons learned from Planning Processes of similar projects.
	Use the Project Phase Kickoff Presentation template
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	Program Manager
	3. Expand and/or update the Planning activities in the existing Project Schedule.
	Use the Project Schedule example
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	Project Approach 

	Program Manager
	1. Define project measures of success (i.e., key outcomes of the project that will be necessary for it to be deemed a success).
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	Project Manager / Program Manager
	2. Refine project scope, objectives, and deliverables. 
	Consult the Scope Management Guideline and use the Project Initiation Document template
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	Program Manager / Project Manager
	3. Identify the requirements decision makers and a process for making effective decisions related to project requirements. Select appropriate techniques for defining requirements.
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	Program Manager
	4. Conduct appropriate activities to gather and document project requirements. Develop Requirements Specification and prioritize features and/or functional requirements.
	Use the Requirements Specification template
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	Project Manager (with appropriate supporting organizations)
	5. Identify, define, and document technology, infrastructure (hardware, desktop, network, etc.), and support requirements for the project. Conduct/refine appropriate enterprise, data architectural, and desktop and hardware services reviews. Develop estimate of long-term support costs and project staffing requirements.
	Use the Requirements Specification, Technical Evaluation and Support Expectations templates
	

	Project Manager
	6. Define/revise the Systems Diagram illustrating the impact of the new or revised application on current systems.
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	Project Manager
	7. Refine/validate project approach. Identify the appropriate lifecycle or confirm that the appropriate project lifecycle is being used for the project. 
	Consult the Lifecycle Selection Guideline
	

	Project Manager
	8. Initiate the development of a work breakdown structure (WBS) for organizing project activities.

	Consult the Work Breakdown Structure example – 

(Non - Software)

	[image: image35.wmf] 



	Program Manager
	9. Refine the Business Case based on the additional information developed in the Planning Process activities. 
	Use the Business Case template
	

	Project Manager
	10. Define the Project Organization, including the Steering Committee, Project Team members, and Subject Matter Experts. Document in an organization chart. 
	Use the Project Organizational Chart and the Steering Committee Presentation templates
	

	Program Manager / Project Manager
	11. Determine communications requirements and document the communications approach.
	Consult the Communications Management Guideline and use the Communications Matrix template
	

	Project Schedule/Budget

	Project Manager
	1. Refine the work breakdown structure (WBS).
	Consult the Work Breakdown Structure example – 

(Non - Software)

	[image: image36.wmf] 



	Project Manager
	2. Identify task sequence and dependencies.
	Consult the Project Scheduling Guideline and the Project Schedule example
	

	Project Manager
	3. Based on project team members’ input, estimate work effort (hours) and duration (time).
	Consult the Project Scheduling Guideline and the Project Schedule example
	

	Project Manager
	4. Identify resource requirements, initially focused on resource types (e.g., the role or function) and number of resources.
	Consult the Project Scheduling Guideline and the Project Schedule example
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	Project Manager
	5. Create the Project Schedule. Include the WBS, activity constraints, activity dependencies, estimated effort (work) and duration, scheduled start and finish dates for each activity, and resources assigned to each activity.
	Consult the Project Scheduling Guideline and the Project Schedule example and Project Schedule Timeline examples
	[image: image38.wmf] 



	Project Manager
	6. Establish the project budget. Consider costs related to human resources, contract services, contingencies, cost escalation, travel expenses, infrastructure, facilities, equipment, material, team expenses, team training, outsource costs, regulatory expenses, and client training. 
	Consult the Project Budget Preparation Guideline and Project Funding Guideline and use the Project Budget template
	

	Project Manager
	7. Review the Project Schedule and Project Budget with the project team, sponsors, and other appropriate stakeholders. Factors to consider in the review include viability of proposed resources and allocation, estimating assumptions (and associated contingencies), critical path analysis, milestone dates for deliverables, and project risks/dependencies.
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	Project Planning

	Program Manager / Project Manager
	1. Identify project constraints, dependencies, and assumptions.
	Use the Project Phase Kickoff Presentation template
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	Program Manager / Project Manager
	2. Identify, analyze, and prioritize project risks.
	Consult the Risk Management Guideline and use the Risk and Response Log template
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	Project Manager
	3. Determine management approaches (e.g., integration, scope, time, cost, quality, human resources, communications, risk, procurement). Address time, cost, and risk, at minimum. 

The processes and procedures should enable the project to proceed successfully and provide sufficient control based on size, complexity, and risk of the project.
Examples of Executing and Controlling documents that should result from this effort include Issues log, Request for Change, Change log, Benefits and Costs Checklist, and Impact Analysis Checklist. 
	Consult the Knowledge Area Matrix and the following Guidelines with corresponding templates:

· Integration Management
· Scope Management
· Time Management
· Cost Management
· Quality Management
· HR Management
· Commun​ications Management
· Risk Management
· Procurement
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	Program Manager
	4. Determine change enablement approach, if applicable, addressing communications, learning, and rewards.
	
	

	Project Manager
	5. Refine project documentation, as necessary, based on information gathered in the Planning Process.
	Consult the Change Control Management Guideline, Project Schedule example, Project Budget Preparation Guideline and use the Project Budget and Requirements Specification templates
	

	Project Manager
	6. Create the Project Plan
	Use the Project Plan template
	

	Planning Approval

	Program Manager
	1. Finalize the project documentation.
	Use the Project Initiation Document, Business Case, Project Charter, Project Plan, Project Budget, Communications Matrix templates and Project Schedule example
	

	Program Manager
	2. Determine the funding source of project monies (e.g., grant, agency source). Prepare Project Funding deliverables and review with IT Controller.  
	Consult the Project Funding Guideline and PM and SD Approval Checkpoints example. 
	

	Program Manager
	3. Discuss the Project Funding deliverables with senior staff, as appropriate. This activity may include a formal review with appropriate management representatives.
	Use the Management Review Procedure
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	Program Manager
	4. Prepare for, schedule, and participate in Project Funding Checkpoint (Planning) Review. Obtain Project Funding number.
	Consult the PM and SD Approval Checkpoints example
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	Program Manager
	5. Following the review, revise (if necessary) the Requirements Specification, Project Schedule, Project Budget, and supporting documentation.
	
	

	Program Manager
	6. If approved, obtain resource and funding commitments from the appropriate authority. Baseline requirements, schedule, and budget and place all documents in the project repository. 
	
	

	Program Manager
	7. If the project is not approved, document the rationale for the decision not to continue and close the project in the project database tool.
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	Process Closure

	Program Manager
	1. Assess the Planning Process to capture lessons learned and opportunities for improvement.
	Consult the Lessons Learned Guideline and Use the Management Review Procedure and 

Lessons Learned template
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Executing/Controlling

Purpose

During a project, the focus in the Executing/Controlling Process should be on carrying out the work planned and measuring project performance to identify variances from the plan. Executing manages the scope of the work to be done and the communication of the ongoing status of the project, while Controlling identifies variances from the plan, monitors quality results, controls progress against the plan, controls changes throughout the project, assesses and responds to the project risks, and communicates the ongoing status of the project.

With the exception of the Process Start Up and Process Closure activities, Executing/Controlling activities and tasks may be initiated and repeated at any point during a project phase, and tend to be very iterative in nature. There is no prescriptive step-by-step, sequential approach to their execution. This handbook provides steps to be considered when each of the following sets of activities is engaged.

(
Integration
(
Scope
(
Time
(
Cost
(
Quality
(
Human Resources
(
Communications
(
Risk
(
Procurement
Key Deliverables

	Inputs
	Outputs

	· Project Plan

· Requirements Specification
· Project Schedule / Timeline
· Project Budget
· Business Case
· Support Expectations
· Technical Evaluation
· Project Organizational Chart
· Communications Matrix
· Lessons Learned
	· Project Documentation (updated, as appropriate)

· Project Phase Kickoff Presentation 
· Issues Log
· Request for Change
· Project Schedule
· Communication Matrix
· Team Member Status Report
· Project Status Report
· Executive Status Report
· Quarterly Operation Review
· Meeting Agenda
· Meeting Notes
· Project Budget
· Risk and Response Log
· Contractor Exit Checklist
· Deployment Strategy and Plan
· Deliverables Acceptance 
· Lessons Learned 


The project manager may want to consider developing a Project Notebook to organize project documentation and deliverables. The Project Notebook should pull together in one place virtually everything needed to understand the nature of the project. The Project Notebook also provides a uniform presentation of information, supporting consistency in review processes. The level of rigor applied to the Project Notebook, which can be electronic or paper-based, will depend on the size and criticality of the project. 

To help the project manager organize project materials, consult the Project Documentation Naming Conventions and Repository Guideline for a review of project documentation naming standards and structure for project documentation repositories.

Roles

	Participants/Roles
	Organization Relative Participation

	· The project manager typically leads this phase with active participation from the program manager
· Team members participate by performing project work

· Subject Matter Experts (SMEs) participate by providing consultation and by supporting implementation in their respective areas of expertise
· Client provides information
· Sponsor provides information and support
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Timing and Exit Criteria

	Timing and Estimates
	Exit Criteria

	· Typically, organizations spend 75% of total project effort in Executing/ Controlling


	· Key deliverables prepared
· “Go” decision from Client Acceptance Checkpoint Review


Key Activities

Consult the PM Process Checklists (with Exit Criteria) for a checklist of Executing/ Controlling activities. For Class C projects (smaller projects), consult the Class C Project Checklist for appropriate activities and deliverables.

	Roles
	Key Activities
	Guidelines and Tools
	Tips

	Process Start Up

	Project Manager
	1. Based on project requirements, define/refine the project team. Review roles and responsibilities.  
	Consult the Roles Matrix Guideline 
	

	Project Manager
	2. Prepare for and conduct the implementation (or phase) kick-off meeting, if applicable. Participants include the program manager, project manager, project team, project sponsor (and/or project owner), and business team members. The objectives of the meeting are to review the Project Schedule and Budget with the team, review assumptions and constraints (including lessons learned), review project procedures, and validate assignments.
	Consult the Roles Matrix Guideline and use the Project Phase Kickoff Presentation template, as appropriate
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	Project Manager
	3. Review and update the Project Schedule and Project Budget developed during the Planning Process, as required.
	
	

	Project Manager
	4. Begin planning for the implementation of the project solutions. Document the strategy and plan for implementation.
	Use the Deployment Strategy and Plan template
	

	Integration Management
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	Project Manager
	1. Manage project issues in accordance with the issues management approach defined in the Planning Process. Issues management includes identifying project issues, assessing the issues’ impacts, determining and implementing resolutions, and closing issues.
	Consult the Integration Management Guideline and use the Issues Log template
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	Project Manager
	2. Manage change control in accordance with the change management approach defined in the Planning Process. Change management includes analyzing situations, authorizing change request impact assessments, assessing requested changes, creating plans to address changes, determining change actions, and implementing approved changes.
	Consult the Integration Management and Change Control Management Guidelines and use the Request for Change (RFC) template and Change Log template 
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	Project Manager
	3. Manage project information in accordance with the project information management approach defined in the Planning Process. Project information management should address file naming conventions, documentation storage location(s), version control, information owners, and information management flows.
	Consult the Integration Management Guideline and Project Documentation Naming Conventions and Repository Guideline
	

	Scope Management
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	Project Manager
	1. Review deliverable requirements with the team and project stakeholders in accordance with the scope management approach defined in the Planning Process.
	Consult the Scope Management Guideline
	

	Project Manager
	2. Conduct deliverable reviews to validate each deliverable against documented requirements. 
	
	

	Project Manager
	3. Complete deliverable review follow-up. As part of deliverable review follow-up, if the implemented scope and/or deliverable changes require major changes to the project, the project manager should follow applicable Configuration Management and Change Control procedures when updating project documentation.
	Consult the Change Control Management Guideline and use the Request for Change (RFC) template and Change Log template
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	Time Management
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	Project Manager
	1. Collect actual schedule progress in accordance with the time management approach defined in the Planning Process.
	Consult the Time Management Guideline
	

	Project Manager
	2. Update the Project Schedule with actual data during the control interval. Generate required reports to meet the identified needs of the team and supporting organization.
	Consult the Project Scheduling Guideline and use the Project Schedule example
	

	Project Manager
	3. Identify and resolve schedule conflicts and resource issues that surface throughout the project.
	
	[image: image56.wmf] 



	Project Manager
	4. Prepare for and conduct milestone reviews, as appropriate. This review includes reviewing the latest estimates for completing current activities and determining if the project is still on schedule. Prepare a progress reports and/or executive reports (as required by the Communications Matrix) and distribute, as appropriate.
	Use the Management Review Procedure and the following templates, as appropriate:

· Communications Matrix
· Team Member Status Report
· Project Status Report
· Executive Status Report
· Quarterly Operations Review
	

	Cost Management
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	Project Manager
	1. Measure and monitor cost progress against the budget and assess variation in accordance with the cost management approach.
	Consult the Cost Management Guideline and Project Budget Preparation Guideline and use the Project Budget template 
	

	Project Manager
	2. Revise cost estimates, as appropriate, and report revisions to appropriate managers.
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	Quality Management
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	Project Manager
	1. Perform quality assurance in accordance with the quality management approach defined in the Planning Process. To perform quality assurance, identify quality assurance resources, review quality planning procedures, review quality control procedures, and define quality improvement plans.
	Consult the Quality Management Guideline
	

	Project Manager
	2. Conduct quality control reviews in accordance with the quality management approach defined in the Planning Process.
	Consult the Quality Management Guideline and use the Audit Procedures, Inspections Procedures, 

Management Review Procedures, 

Software Code Peer Reviews Procedures, 

Technical Review Procedures, and 

Walkthrough Procedures
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	HR Management
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	Project Manager
	1. Manage the team in accordance with the human resources management approach defined in the Planning Process. Team management includes team administration (e.g., orienting new team members, evaluating performance), implementing team operating guidelines, administering team recognition and reward procedures, and coordinating team member training.
	Consult the HR Management Guideline 
	

	Project Manager
	2. Manage business interfaces in accordance with the human resources management approach defined in the Planning Process.
	Consult the HR Management Guideline
	

	Communications Management
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	Project Manager
	1. Review the communications matrix with the project team, as appropriate.
	Use the Communications Matrix template
	

	Project Manager
	2. Collect project status and progress information in accordance with the communications management approach defined in the Planning Process.
	Consult the Communications Management Guideline and use the Team Member Status Report, Project Status Report, Executive Status Report, Quarterly Operation Review, Meeting Agenda, Meeting Notes templates
	

	Project Manager
	3. Distribute information in accordance with the Communications Matrix. Reports may be completed during a specific control interval (e.g. weekly, bi-weekly, monthly) or may be prepared on an exception basis (e.g. special request, etc.)
	Consult the Communications Management Guideline and use the Team Member Status Report, Project Status Report, Executive Status Report, Quarterly Operation Review, Meeting Agenda, Meeting Notes templates
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	Risk Management
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	Project Team
	1. Identify project risks throughout the project lifecycle.
	
	

	Project Manager
	2. Analyze risks in accordance with the risk management approach defined in the Planning Process.
	Consult the Risk Management Guideline
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	Project Manager
	3. Develop risk responses, as necessary. Responses to consider include acceptance, avoidance, mitigation, or transference.
	Use the Risk and Response Log template
	

	Project Manager
	4. Respond to actual risk events and update the risk and response log, as required.
	Use the Risk and Response Log template
	

	Procurement Management
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	Project Manager
	1. Ensure contract terms are fulfilled by reviewing the contents of the contract at several points in the project. Negotiate and execute any changes to the contract.
	Activities associated with procurement must follow existing state Procurement guidelines and procedures.

Consult the Procurement Management Guideline for additional information.
	

	Project Manager
	2. Manage the relationship with the contractor, ensuring the contractor(s) are doing what was expected and satisfying commitments.
	
	

	Project Manager
	3. Close out contracts and perform contractor exit reviews as contracts are completed. If a formal contract exists with the vendor, then conduct a performance review to determine the degree to which the provisions of the contract(s) were met and provide feedback on performance to help improve future engagements.
	Use the Contractor Exit Checklist template
	

	Client Acceptance

	Project Manager
	1. Prepare for and conduct Final Deliverable Review(s) and obtain client approval. Business success criteria focus around fitness for use, fitness for purpose, conformance to requirements, and client satisfaction.
	Consult the PM and SD Approval Checkpoints example and use the

Deliverables Acceptance template
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	Project Manager
	2. If approved, continue with the Closing Process. 
	
	

	Project Manager
	3. If the review identifies deficiencies, address deficiencies and re-route deliverables for review. If it is determined that a deficiency will be addressed in a separate project, clearly document that decision to obtain approval to continue into the Closing Process for the current project. 
	
	

	Process Closure

	Project Manager
	1. Assess the Executing/Controlling Process to capture lessons learned and opportunities for improvement.
	Consult the Lessons Learned Guideline and use the Management Review Procedure and Lessons Learned template
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Closing

Purpose

The purpose of the Closing Process is to assure all required work is complete and the information generated during a project is captured and stored. Project working documents/tools, such as the Issues Log and the Change Log are formally closed. The project manager collects “lessons learned,” including experiences and feedback of the project organization members, and makes them available to other projects.
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Key Deliverables

	Inputs
	Outputs

	· Project Documentation

· Deliverables Acceptance 
· Lessons Learned
	· Project Closeout Report
· Project Survey
· Client Satisfaction Survey
· Team Member Evaluation
· Lessons Learned


The project manager may want to consider developing a Project Notebook to organize project documentation and deliverables. The Project Notebook should pull together in one place virtually everything needed to understand the nature of the project. The Project Notebook also provides a uniform presentation of information, supporting consistency in review processes. The level of rigor applied to the Project Notebook, which can be electronic or paper-based, will depend on the size and criticality of the project. 

To help the project manager organize project materials, consult the Project Documentation Naming Conventions and Repository Guideline for a review of project documentation naming standards and structure for project documentation repositories.

Roles

	Participants/Roles
	Organization Relative Participation

	· The project manager typically leads this phase with active participation from the program manager
· Team members participate by performing outstanding project work and by providing information and feedback

· Client provides information
· Sponsor provides information and support
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Timing and Exit Criteria

	Timing and Estimates
	Exit Criteria

	· Typically, organizations spend 10% of total project effort in Closing


	· Key deliverables prepared
· Project files archived and project logs closed

· Time reporting system closed and project closed in project database tool

· Project information entered into the knowledge bases


Key Activities

Consult the PM Process Checklists (with Exit Criteria) for a checklist of Closing activities and consult the Roles Matrix Guideline for details on the roles and responsibilities involved in Closing. For Class C projects (smaller projects), consult the Class C Project Checklist for appropriate activities and deliverables.

	Roles
	Key Activities
	Guidelines and Tools
	Tips

	Project Completion

	Project Manager
	1. Collect and organize final project schedule and cost information. Update the original and revised estimates with actual data and update productivity estimates for future use. 
	Use the Project Closeout Report template
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	Project Manager
	2. Archive all project files and media. This task may require forwarding some documents or files to other organization within the organization.
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	Project Manager
	3. Close out all logs (e.g., risk, change, issues) to ensure work is complete and issues are closed.
	
	

	Project Manager
	4. Close the project in the time reporting system so that no time will be logged against the project after the project is complete.
	
	

	Project Manager
	5. Close the project in the project database tool to allow for a more accurate view of active versus inactive or completed projects.
	
	

	Project Manager
	6. Enter appropriate information into the knowledge bases, including risk and estimating data.
	
	

	Project Manager
	7. Begin preparing the Project Closeout Report using information gathered in the Project Completion activity.
	Use the Project Closeout Report template
	

	Post-Project Review

	Project Manager
	1. Administer team member questionnaire. Collect and store information in the project repository. Summarize the results of the questionnaire in the Project Closeout Report.
	Use the Project Survey and Project Closeout Report templates
	

	Project Manager
	2. Assess client satisfaction. Collect and store information in the project repository. Summarize the results of the questionnaire in the Project Closeout Report.
	Use the Client Satisfaction Survey and Project Closeout Report templates 
	

	Project Manager
	3. Consolidate lessons learned from previous processes (or phases).
	Use the Lessons Learned and Project Closeout Report templates 
	

	Project Manager
	4. Prepare for and conduct a Post-Project Review. As part of the review, 

· Review decisions necessary to close project work,

· Review outstanding work items,

· Review the draft Project Closeout Report (including summaries of the team questionnaire feedback and client satisfaction assessment),

· Review lessons learned and identify any additional lessons learned, and

· Record any recommended changes to the process, metrics, tools, techniques, and standards.  
	Consult the PM and SD Approval Checkpoints example and use the Management Review Procedure and 

Project Closeout Report template
	

	Project Manager
	5. Follow-up after Post-Project Review, update the Project Closeout Report, and distribute the report to appropriate team members and stakeholders of the project organization. Store the final Project Closeout Report in the project repository.
	
	

	Project Manager
	6. Enter the project’s lessons learned in the lessons learned knowledge base.
	Consult the Lessons Learned Guideline and use the

Lessons Learned template
	

	HR Management Closure

	1. Project Manager
	2. Conduct final reviews and evaluations of all project staff, acknowledge/recognize team members, and release project resources in accordance with the organization’s policies and procedures.
	Use the Team Member Evaluation template
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� An essential difference between a bug fix and a modification or enhancement is that the bug fix does not require the specs to change, but the modification or enhancement does.





	

	



[image: image79.wmf] 

_1072124529

_1072124794

_1072124974

_1108473717.doc
[image: image1.png]Project Management Process Overview

e e
T s Bty
s fEmg =
e i
e
o || | "
=
e | M | W | W
PN gy | —— RO | ——
e (et [ e o
B e e s |
Phoru R v SO g - S Pt
R o
R Sl e
A |
G| B
ey s
et
4
Corciers | catomems || potcma || gt cins || Bitootens
sirae || |LERERn I esna ), S
e o o L e,
e | Eoomea || S [» hee||» et
o e
SEEAT, o e i 3-‘15.‘3." 'Ea'.”u.'?u
hE fascices Exiigate








_1072124654

_1072124481

