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BACKGROUND
For years, ITD has struggled to deliver projects on time and within budget due to funding
limitations and organizational support. But with today’s emphasis on getting more performance
and accountability for Federal funding, NETL has to rein in IT projects more closely than ever.
That challenge is why ITD needs to establish itself as an Enterprise Project Management Office
(EPMO) as a way to boost IT efficiency, cut costs, and improve on project delivery in terms of
time and budget.
While not a new solution, the trend toward implementing EPMO can help NETL by providing the
structure needed to standardize project management practices and facilitate IT project portfolio
management, as well as determine methodologies for repeatable processes. For example; The
Sarbanes-Oxley Act—which requires companies to disclose investments, such as large projects,
that may affect a company’s operating performance—is also a driver for a EPMO, since it forces
companies to keep closer watch on project expenses and progress.
Creating an EPMO is not panacea for project challenges, including battling today’s tepid agency
climate. For one thing, there is no uniform recipe for success—it’s important that the EPMO
structure closely hews to the new NETL management philosophy. The EPMO also won’t give
NETL a quick fix or deliver immediate, quantifiable savings. Industry reporting indicates that
companies with an EPMO do not necessarily yield easy to use cost-saving benchmarks and
performance metrics. In a survey conducted by CIO and the Project Management Institute, 74
percent of respondents said that lower cost was not a benefit of their EPMO’s.
A staggering 39% of IT projects with budgets over US $10 million failed.*
*The Standish Group, “CHAOS 2007 REX: A Standish Group Research Exchange.” 2007.

However, survey respondents still reported positive benefits from the formation of an EPMO,
even if quantifiable ROI is elusive. There is also a strong link between the length of time a PMO
has been operating and project success rates: The longer the better. The top two reasons for
establishing an EPMO, according to the survey: improving project success rates and
implementing standard practices. In a finding that indicates EPMOs’ importance, a survey-leading
39 % of respondents said the EPMO is a strategic entity employed at the corporate level,
meaning it sets project standards across the enterprise and is supported by upper managers.
There are two basic models of EPMO’s: one that acts in a consulting capacity, providing project
managers in business units with training, guidance and best practices; and a centralized version,
with project managers on staff who are loaned out to business units to work on projects. Given
the Corporate Culture at NETL, either option is feasible but perhaps the option to place ITD
Project Managers ―on loan‖ to Program Offices is the better choice. That allows ITD to retain
administrative responsibility over IT resources and enforce standard IT Project Management
processes and policies. Additionally, it gives the Program Offices a sense of ownership and
control over IT resources, assets and technology solutions while providing ITD a comprehensive
view of the NETL IT needs. This will also support a cultural shift where NETL views ITD as a
value-added organization that is worthy of additional funding and resources to deliver enormous
value to NETL. The other option brings Program Office Project Managers into the EPMO and it’s
IT Project Management standards and policies to ensure all IT projects are managed efficiently
throughout NETL.
How an EPMO is organized and staffed depends on a myriad of
organizational factors, including targeted goals, traditional strengths and cultural imperatives.
When deployed in line with an organization’s culture, EPMOs will help CIO’s deliver strategic IT
projects that satisfy both the CFO and internal customers. Over time—and CIO’s should allow
three years to derive benefits—EPMO’s can save organizations money by enabling better
resource management, reducing project failures and supporting those projects that offer the best
ROI.
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Regardless what type of EPMO is established, NETL will have a greater chance of success if the
EPMO is aligned as high as possible within the organization. The EPMO should report directly to
the CIO for all Enterprise System project functions. The deployment of Enterprise Project
Management within an organization will not be popular with everyone. This is true with any culture
change initiative. That is one reason culture change initiatives are difficult to implement
successfully.
Part of this organizational resistance can be overcome if the EPMO has a position of authority. If
the EPMO reports into a lower level manager, people won't always feel the need to behave in a
manner that the EPMO will require to succeed. If the EPMO reports to the CIO, the EPMO will have
a higher success of achieving its vision and purpose.
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THE STRATEGIC IMPORTANCE OF THE ENTERPRISE PROJECT
MANAGEMENT OFFICE
Overview
Many project management offices (PMOs) are not successful in addressing the strategic
priorities of their organization because they are departmentally based and not enterprise-wide.
This reduces their span of influence and limits corporate support. Current PMO trends
demonstrate that PMO’s are more effective and can better impact the bottom line, when they
are operating at the corporate enterprise-wide strategic level, rather than at the departmental
level.
Current trends indicate that all levels within an organization typically do not embrace the
direction of the PMO. However, headed departmentally based PMOs indicates that all levels of
their departments embraced the direction of the PMO. This suggest that departmentally based
Project Management offices are successful in their own silos but not accepted outside their
span of influence, and therefore, are unable to influence the organization as a whole.
An examination of the traditional Project Management Office model compared to the more
current corporate-wide (Enterprise) approach helps in building this case for moving the PMO to
this more strategic, enterprise-wide position.
The Traditional Project Management Office (PMO)
Most Project Management Offices are located only within a department in their organizations.
Generally these project management offices are relegated to the IT or Engineering
department. They struggle to maintain a strategic orientation because they are not set-up to
affect the entire organization. This is because many project management offices started off
from a grass roots approach. They were started by an individual or small group of individuals
who saw the need to bring more control over the management of a portfolio of projects, which,
although based on good intentions, lacked senior management’s direction and control.
Typically, the initial effort on the part of the PMO usually included presentations to increase
departmental awareness and provision of training for the management team to help ensure
their understanding. This helped the PMO to move from a grass-roots approach into a more
formal structure. Generally, these Project Management Offices gained success through their
department.
Their success increased when they were able to get executive sponsorship for their efforts but
this was not always the case. In fact, during the past 5 years PMO’s have demonstrated that
executive sponsorship was a critical requirement for PMO success and lack of it was a key
reason for failure of the PMO.
The Enterprise Project Management Office (Enterprise PMO)
The next evolution of the Project Management Office is for it to move into the corporate side of
the business. This allows the PMO to gain a strategic position within the organization and
works to ensure that projects proceed on the basis of their strategic alignment to the objectives
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of the organization. A PMO that is organizationally based versus departmentally based is more
likely to get executive support. After all, project management should not be a departmental
strategy; it should be an organizational strategy.
The senior management team can demonstrate a strong commitment to this Enterprise PMO
by requiring all project teams to adopt the process, tools and templates of the Enterprise PMO.
The Enterprise PMO should ensure projects are aligned with corporate strategy and direction.
Senior executives are most concerned with how an Enterprise PMO will positively impact the
organization as a whole, each individual department, and their customers.
In some organizations, the Enterprise PMO will oversee the management of all strategically
aligned projects. In larger organizations, the Enterprise PMO will have departmentally-based
PMOs reporting directly to them. This provides them with an opportunity to align all corporatebased and departmentally based projects against the strategic plan and to manage project
prioritization and resourcing issues. Below is an example of what the Enterprise PMO structure
looks like:

Enterprise PMO Structure

Measuring the Impact of the Enterprise PMO
The Enterprise PMO is more likely to receive continuous support from the management team if
they can provide both quantifiable and qualitative data on projects that they are responsible for
overseeing on a weekly or monthly basis. This data can include a comparison of the number of
projects as well as the changes that have occurred since the implementation of the Enterprise
PMO. It includes the number of projects that:
Were completed within their time constraints since the implementation of the Enterprise
PMO as compared to the number of projects completed within their time constraints
prior to the implementation of an Enterprise PMO.
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Were completed within their budget constraints since the implementation of the
Enterprise PMO as compared to the number of projects completed within their budget
constraints prior to the implementation of an Enterprise PMO.
Met or exceeded the customer requirements specifically identified at the beginning of
the project.
Aligned with corporate strategy (Alignment should be 100%).
Have successfully been managed (on-time, on-budget, met customer expectations)
after training of project managers and team members as compared to projects
managed by individuals not formally trained.
Followed the prescribed Enterprise PMO project management process and were
completed successfully as compared to projects that did not follow the prescribed
Enterprise PMO project management process.
Applied a risk management process with fewer crisis situations, as compared to those
projects that did not apply risk management.
Realized a reduction in cycle time from order to delivery or from product design to
product launch.
Simplified by making transparent a complex project for the customer, supplier and third
parties.
Utilized staff with appropriate skill sets for the project.
Guidelines for Structuring the Enterprise PMO
A reporting structure in which the Enterprise PMO reports directly to one or more members of
the senior management team increases the likelihood for timely approvals and decisions
regarding projects and generates greater visibility and acceptance for the Enterprise PMO by
the rest of the organization.
Furthermore, correctly structuring the Enterprise PMO requires consideration for the authority
of its leader. The head of the Enterprise PMO must have the same management level as the
managers of the functional departments from which they will need to draw staff for the project
team. This will help the Enterprise PMO to focus on the interests of the organization as a
whole rather than on the interests of any particular functional group. It will also ensure that the
Enterprise PMO is able to resolve any conflicts that may arise between projects competing for
common resources. Since the IT Division Director will Chair the Enterprise PMO, functional
resources can be drawn from NETL Divisions. However, the EPMO Chair must have NETL
Executive sponsorship from the Office of the Director to truly have the authority necessary to
drive strategic IT projects. This sponsorship could rest with the COO and the Executive
responsibility for the performance of the EPMO can reside within the Office of the CIO. In
most organizations, the CIO does reside in the top level management structure however, per
the NETL Reorganization plan, the CIO reside within the OIBO Program Office. If NETL truly
desires to achieve the most value from IT investments and wants to achieve a true
consolidated Enterprise Architecture, it would be in their best interest to elevate the function of
the CIO to the top-level of the organization, align Enterprise Architecture and the Enterprise
Project Management Office under the OCIO and realize true technology value across the
organization.
NETL - EPMO C H A R T E R
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A current approach to the structuring of the Enterprise PMO is to have anyone who manages a
project reporting to a functional manager rather than to the Enterprise PMO. Current
Enterprise PMO’s indicates that this matrix management structure tends to reduce the
hierarchy of the Enterprise PMO and it ensures it is able to stay focused on coaching and
mentoring all project managers rather than the more time consuming role of managing all
project managers.
The Enterprise PMO should engage the senior management team to visibly support it and its
project management approach. They can do this by coaching senior management through the
approval process to ensure timely approvals are given for Project Description Statements,
Milestone Reports, Project Change Requests and other key project documentation as required
in the Project Life Cycle Framework (PLCF). As well, the Enterprise PMO should review each
of these documents with the Project Manager to ensure that the documentation is clear and
accurate before presenting to the member of senior management who acts in the role of
sponsor for the project. This will reduce the need to coach the senior management on every
detail of each document before they agree to its approval.
It is important for the Enterprise PMO to provide early warning signs to management about
difficulties that projects may be facing. While senior management does not have the time to
examine individual, detailed reports on each project, nevertheless, they do want to be kept up
to date on the progress of all projects. Therefore, it is preferable for the Enterprise PMO to
maintain a regular practice of communicating and reporting to the senior management team
through an integrated report that combines all projects into one report. This report should
indicate which of the projects are on-track, which are off-track, and which are experiencing
serious problems (risk). This provides early warning signs to management of difficulties that
may be occurring with any project. Today’s key reporting tool is the ―dashboard‖ which
provides a quick visual status of the projects within the Project Portfolio Management
framework (PPM).
―Lessons Learned‖ from projects and customer feedback are other forms of communication
with the senior management team that will generate added support from them as continuous
improvement is applied.
Summary
A PMO that is structured to manage projects across departments, locations and regions is best
implemented on an enterprise-wide basis. This is because it will hold the responsibility for
ensuring consistency in the management of all elements of each of these projects and will also
be able to assess and prioritize each project for alignment with the corporate strategy. The
goal of an Enterprise PMO is to help their organization effectively manage projects in today’s
complex, global marketplace. The successful management of these projects has a direct
impact on the organization, its customers and its resources.
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EXECUTIVE SUMMARY
The ITD Enterprise Project Management Office (EPMO) is an office created for the specific
purpose of supporting all NETL Enterprise Information Technology (IT) Projects.
The mission of the EPMO is:


Guide all NETL IT projects to a successful conclusion. Success is achieved when the
information system meets the needs of NETL Leadership and Managers by providing accurate,
timely, and consistent information requisite to managing and tracking the complex work
performed. Enabling NETL to report accurately across the organization as well as external is
critical to the success of all information technology systems.



Create a foundation for consistent IT project success throughout the organization. Do this
through development of a strong and pervasive Project Management (PM) structure, standards
and discipline within the organization’s project teams.



Serve as a model for all future Corporate System deployments by establishing a foundation for
implementing Enterprise technology solutions on top of efficient business processes and
achieving the most value for the resources and ROI. Employ Industry Project Management
Standards based on the Project Management Institute (PMI) and the Federal Project
Management Center (FPMC) project management guidelines within the EPMO.



Align functional and technical corporate resources to serve as a collective team organized to
achieve the NETL enterprise strategic goals through a proven strategy while minimizing impact
and maximizing value to NETL. The EPMO Model will provide a foundation for both vertical
and horizontal management and delivery of systems that meet internal and external reporting
requirements.

In support of that mission, the EPMO has four primary objectives:
Deliver successful IT projects:
Initiation
Planning
Executing & Control
Closing

Provide Project Management policies and standards
for all IT projects. Align IT resources to support the
organization in identifying business requirements,
processes and implementing technology to support
those functions horizontally and EA support throughout
NETL.

Build Project Management
professionalism among NETL staff
…

Mentor, train, and guide the organization’s project
teams as they learn and then implement PM best
practices in their areas of responsibility.

Keep NETL’s Management Team and
Project Management community
informed …

Provide a variety of regular updates ranging from
monthly status of enterprise projects to an annual
report
on
the
organization’s
progress
at
institutionalizing IT Project Management, ROI and
Capital Planning.

Serve as NETL’s authority on IT
Project Management practice …

Set the standard, provide the tools &standards (e.g.
Risk Evaluation tools, procedures, templates and
training) and be the resident advocate and model for
consistent and professional IT Project Management.
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Through sponsorship by the CIO, the EPMO gains:



The Role to manage and direct the Project Management policies and best practices.



The Authority to implement organizational-wide enterprise system requirements.



The Responsibility to meet NETL Executive and user expectations.



The Accountability for aligning technology to meet NETL business processes and DOE
reporting requirements

The EPMO has three sources of staff:



Direct appointment of existing or new ITD or NETL staff into the EPMO.



Temporary assignments from other departments (report to EPMO via dotted line).



Contracted staff (as needed to provide expertise or staffing not available within NETL).

The EPMO operates under this guiding principle:

The success of the EPMO is derived exclusively from the
success of its customers.
Note: See Frequently Asked Questions in Appendix A and Glossary in Appendix j for
definition of terms and concepts used in this document.
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INTRODUCTION
NETL, through its CIO, has authorized the creation of an Enterprise Project Management
Office. The purpose of this charter is to establish agreement on key aspects of the EPMO in
advance of its implementation.
This charter is, in effect, the organizational mandate for the EPMO to exist. This document
defines the purpose, vision, mission and functions of the EPMO. It states who the EPMO's
sponsors and primary stakeholders are, the services that it offers and the staffing and support
structures required to deliver those services.
This charter is not the project plan for implementing the EPMO, but instead a statement of
what the EPMO will do once it is fully implemented.

EPMO JUSTIFICATION
Establishment of the EPMO arose out of the perception that the organization’s enterprise
technology projects were not adequately meeting the needs of those for whom they were
undertaken. The observable problems with these projects include missed delivery dates, cost
overruns, incomplete deliveries and dissatisfied customers.
ITD’s purpose in establishing the EPMO is to provide a means for eliminating those problems
that have arisen due to inadequate or poorly applied Project Management practice. Note,
however, that establishment of an EPMO also carries the possibility of additional benefits as
listed in Appendix B and Appendix C.
The Enterprise Project Management Office (EPMO) - The EPMO is an office within the CIO
and is responsible for the development and implementation of all DOE OCIO polices and
guidelines in addition to DOE – Information Technology Project Guide, DOE G 413.3-14
9-12-08 (Appendix L), and EPMO Project Management Procedures (Appendix J) and is part of
the “Project Life Cycle Framework” which aligns with PMI’s PMBOK® Guide – Forth Edition.
The EPMO is organized around four fundamental information structures: the master plan,
resource plan, financial forecast and requirements dependency matrix and the following:
Project Management Process/Methodology: Develop and implement consistent and
standardized processes for all NETL IT projects.
Project Support: Provide project management guidance to project managers supporting
business system implementations.
Training: Define training programs or collect requirements for outside services provider to
implement in accordance with HR policies.
Internal Consulting and Mentoring: Advise IT Resources about industry IT Project
Management Methodology (PMM) best practices.
Project Management Software Tools: Select and maintain project management tools for
use by employees.
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Portfolio Management: Establish a staff of program managers who can manage multiple
projects that are related, such as infrastructure technologies, desktop applications and so
on, and allocate resources accordingly.
Solicitation Statement of Work (SOW): The EPMO and EA will define and develop the
SOW for all Enterprise IT solicitations.

EPMO PROJECT LIFE CYCLE FRAMEWORK
The Project Life Cycle Framework leverages Project Management as the overarching process
which coordinates the underlying life cycle processes of project funding approval, acquisition
and system development. At various stages in the project life cycle, each of the underlying
processes may occur and overlap with each other based on a variety of factors including
control agency requirements. Project approval and funding must be obtained prior to
completion of the acquisition activities and before any activities begin during the system
development phases. These life cycle activities, while discrete, are often intertwined due to
certain dependencies on each other. The exact timing of these activities will be based on
organizational, project, and control agency requirements.

Project Management Life Cycle
The Project Management Life Cycle (PMLC) is the overarching discipline used by the industry
for the acquisition, and maintenance of software intensive systems covering the full range of
life cycle activities from initiation to closeout.
Initiating: In the Initiation phase the overall project parameters are defined, the Project
Concept Statement and Project Charter are developed and approved to start the project.
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Planning: The Planning phase includes all the activities necessary for the project office to
acquire the resources needed to establish the project staffing, project infrastructure and
stakeholder accountability, along with all the project plans.
Executing: During this phase, the project office executes all of the plans, processes, and
procedures summarized and referenced in the Project Management Plan with particular
attention to the production and quality of deliverables.
Monitoring & Controlling: This activity occurs during all phases of the project and
includes: monitoring of resources, quality, risks and issues, schedule, costs, requirements
status, and overall project status.
Closing: The closeout phase includes all the activities necessary for the project office to
bring closure to the project effort, either upon system acceptance and transfer to its
support organization, or upon system retirement or replacement.
Project Funding Approval Life Cycle
The Project Funding Approval Life Cycle (PFAL) describes the process by which departments
receive authorization to undertake an Information Technology Project. The purpose of this
process is to establish the business case for the investment of resources in the project and to
analyze and justify its costs and benefits. The approach will vary depending upon whether it is
federal funding or a cooperative agreement is requested, both of which require the creation of
specific project and funding approval documents. Control agency project and funding approval
must be received before beginning work on the project or expending any funds.

Acquisition Life Cycle
The Acquisition Life Cycle (ALC) begins with the decision to acquire a product/service. It
includes all the activities necessary for the IT Project to solicit, evaluate, and award a contract
to a vendor for a new/revised system after obtaining approvals and funding for development,
implementation, and ongoing operations of the system. The NETL Financial Management
Division has oversight responsibility for the Acquisition Life Cycle.
Acquisition Planning: Planning begins when the need for a product is identified and ends
when the Request for Proposal (RFP) is released. The IT Project must work with the NETL
Financial Management Division to coordinate the release of the RFP.
Contracting: The Contracting phase begins upon release of the RFP. It includes the
evaluation of vendor proposals and ends in the selection of a vendor meeting the RFP
requirements. The phase ends with execution of the contract.
Product Acceptance: This is the contract management phase. The vendor’s efforts are
monitored to ensure compliance with contract requirements and product acceptance
criteria. The phase ends when all contract terms are fulfilled.
System Development Life Cycle
The System Development Life Cycle (SDLC) is a framework used in project management that
describes the stages involved in a system development project. The SDLC is a structured,
integrated approach that is characterized by a sequence of phases in which each phase is
NETL - EPMO C H A R T E R
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incomplete until the appropriate deliverables are produced. This SDLC feature ensures a
consistent approach and control throughout the system development project and includes six
phases:
Requirements Analysis: The Requirements Analysis phase is focused on understanding
and documenting the user’s business needs to a level of sufficient detail to allow for
system design.
Design: The Design phase involves the interpretation of the system requirements identified
in the analysis phase into a unified system design that describes the characteristics of the
system to be built.
Development: In the Development phase, the design specifications are transformed into a
complete and integrated system. All system components are validated for compliance to
requirements and design.
Test: In the Test phase, the various components of the developed system are integrated
and methodically tested to validate that all identified requirements have been satisfied prior
to system implementation.
Implementation: In the Implementation phase, the system is installed in the production
environment and continues until the production system is operating in accordance with the
requirements.
Transfer to M&O (ITD): During the transition to Maintenance and Operations (M&O)
phase, the production system is operational and the system operations are transitioned to
the support organization for routine maintenance and performance monitoring.

EPMO VISION
Leverage existing technology & resources to maximize
effectiveness, productivity & reporting capacity and
modernize NETL business processes and consolidate
available systems to facilitate the organizations overall
business efficiency.
Project teams and Project Managers are encouraged to be creative, adopt new approaches,
expand their skill set and take appropriate levels of risk in their pursuit of this Vision. (See section
below on ―EPMO as a Learning Organization‖).

Project Success (A Definition)
Based on input from NETL’s executive management, the EPMO considers a project to be a
complete success when the following are true:

NETL - EPMO C H A R T E R

V1.0

10

NATIONAL ENERGY TECHNOLOGY LABORATORY



Pre-defined business objectives and project goals were achieved or exceeded (i.e., the project
satisfied the need that created it).



A high-quality product is fully implemented and utilized.



Project delivery met or exceeded schedule and budget targets.



There are multiple winners:


Project participants have pride of ownership and feel good about their work.



The customer is happy.



Management has met its goals.



Project results helped build a good reputation.



Methods are in place for continual monitoring and evaluation.

EPMO MISSION
Provide a solid foundation for NETL’s Enterprise Information Technology Programs by
creating an environment of Project Management professionalism where:


Project success exceeds expectations.



Project teams are proud of their work



Internal customers benefit from strategic planning and reliable financial forecasting.



External customers win through improved service and ROI.

The EPMO operates under this guiding principle:

The success of the EPMO is derived exclusively from the
success of its customers.

EPMO OBJECTIVES
1

For each objective, the EPMO will develop one or more SMART targets against which to
evaluate performance. Performance can be reviewed monthly. Targets can be renewed quarterly
and annually. The CIO, EA and EPMO should agree upon the validity and usefulness of all
targets.

1

SMART = Specific, Measurable, Attainable, Results-oriented, Time-delimited
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Primary EPMO Goals are:


Deliver successful IT projects.



Build Project Management professionalism among NETL staff.



Keep NETL’s Management Team and Project Management community informed.



Serve as the NETL’s authority on IT Project Management best practices.

Listed below is the specific work that the EPMO will perform in order to meet its objectives.

Note: This list is not exhaustive. EPMO implementation may involve introduction of this work in
a phased manner.

1.

Deliver Successful IT Projects

The EPMO collaborates with CIO, EA, and ECS to manage the IT Projects:


As part of a management team that includes EA and ECS, will assist in development and
articulation of NETL’s technology strategy.



Work with executives and leaders to make the IT project-selection process successful.



Maintain and publish master IT project schedules.



Assist EA, ECS and ITD with project resource management.



Warn CIO of IT projects at risk and provide recommendations.



Perform capacity planning with CIO, EA, ECS and ITD so that NETL utilizes optimal use of its
resources.

What is a Project? - A temporary endeavor undertaken to create a unique product, service or
result (PMBOK® 4th EDITION).
A project can be defined in terms of its distinctive characteristics. A project is a temporary
endeavor undertaken (by an organization) to develop a unique product or service. Temporary
means that every project has a definite beginning and a definite end. Unique means that the
product or service is different in some distinguishing way from all other products or services
provided by the subject organization.
Operations and maintenance activities, supporting an existing product or service within an
organization, are not projects so long as the focus of the activity is the continued use of the
current product or service. Significant cost for a procurement or operational activity does not
make the procurement or activity a project. For example, routine upgrades and network
component replacements, conducted as a matter of course in the maintenance and operation
of IT assets, are not necessarily projects.
However, an activity is a project if that activity leads to modification of an existing product or
service, resulting in a new unique capability within the operational or organizational
environment. Utilization of project management principles and techniques in the management
of operations and maintenance activities is encouraged. The EPMO standards will establish
the required NETL processes and documentation for the management of all IT Projects.
NETL - EPMO C H A R T E R
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The EPMO manages all IT projects either directly or indirectly (per definitions that follow) and is
accountable for successful project delivery.
The EPMO directly manages other IT projects on request:


Sponsors make their requests to the EPMO. EPMO, CIO and EA collaborate to decide
where EPMO resources should be allocated.



EPMO provides Project Management oversight through ITD for the project.



EPMO is accountable for successful project delivery.



EPMO deals directly with the Sponsor.



EPMO enforces its Project Management standards on all IT projects.

**ITD Project Managers may support NETL requirements on loan to specific Program
Offices or assigned as projects are requested. This decision drives the final EPMO
implementation plan**
The EPMO indirectly manages other IT projects on request:


Sponsors make their requests to the EPMO. EPMO, CIO, EA and ITD collaborate to
decide where EPMO resources should be allocated.



The sponsoring Department provides the Project Manager for the project.



Project Manager reports on dotted line to EPMO for duration of project. EPMO
provides guidance to the Project Manager but under normal circumstances would not
provide direct Project Management services.



EPMO is accountable for successful project delivery.



EPMO deals directly with the Sponsor and Project Manager.



EPMO enforces its Project Management standards on all IT projects.

In addition, the EPMO:


Perform quality audits.



Perform risk audits.



Perform Business Analysis (e.g., Requirements Analysis, Joint Application -Development
sessions) on request.

Note: The EPMO encourages the use of its published Project Management standards and
best practices in all IT projects. However, the EPMO only enforces its published Project
Management standard in those projects for which it is accountable for successful project
delivery.

2.

Build NETL Project Management Professionalism


2

Mentor2 EPMO IT project teams (and other project teams by request).

Mentor in such areas as:

RFP Development


Vendor Management
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Assist project teams in all phases of their IT projects from project definition to rollout.



Training NETL IT Project Managers in a full range of IT Project Management topics.



Create and maintain an IT Project Management Core Team composed of NETL staffs who
work as Project Managers on IT projects. Work with this team as a means of building and
sharing Project Management expertise.



Work with NETL in development of an IT Project Management Career Track.



Recognize excellence in IT Project Management in accordance with a focused Reward and
Recognition Program.



Serve as honest broker on all issues brought forward to the EPMO by IT Project Managers.



Participate in the performance reviews of IT Project Managers who report to EPMO on
dotted line.



Provide training to all levels of NETL management so that supervisors, middle managers
and executives each understand their role in making projects a success.

3

Keep NETL’s Management Team and IT Project Management
Community Informed

3.

Report to CIO on:


Enterprise projects – monthly



Other projects – quarterly



Special projects – only upon request



Metrics that measure EPMO effectiveness – annually.



The progression of the organization along the steps in the PMI Organizational Project
4
Management Maturity Model (OPM3) , including an assessment near the start of EPMO
operations – annually.



Risk Assessment



Issue Management



Team Development



Organizational Change Management

3

Training venues can include:

Formal Project Management classes


In-service training electives (sponsored through Personnel and designed for each department)



Special seminars and workshops



Supervise fundamental Project



Management training provided by a third party

4

See Appendix D
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Issues and opportunities – as they arise.



Develop and Maintain and publish a ―Lessons Learned‖ database.



Develop and maintain the EPMO Web site.



Serve as the ―technology-to-English translator‖ for the NETL managers.

Serve as NETL’s Authority on IT Project Management Practice

4.


Set the IT Project Management standards:


EPMO works with an advisory group of NETL IT Project Managers to update and
maintain these standards.



Standards are posted on the EPMO Web site.



Be the resident advocate for professional IT Project Management practice in the organization.



Select IT Project Management tools for organization-wide use.



Serve as the official source of IT project templates and other project aids.

CRITICAL SUCCESS FACTORS
The following may be considered necessary steps NETL can take that help ensure EPMO
success:


Implement a Rewards and Recognition Program that specifically supports the IT Project
Management process



NETL’s management team provides the EPMO with unanimous, visible, and vocal support



Introduce EPMO functions in a phased manner. Do not try to do it all at once.



The organization’s management team supports the process of organizational change.
Managers recognize that some groups and individuals will embrace the change in IT Project
Management practice better than others

A list of additional Success Factors is provided in Appendix E. The EPMO will be more
successful in the long-term if these factors can be achieved.
In addition, Appendix F presents numerous steps NETL can take in conjunction with
establishment of an EPMO in order to hasten and enhance benefits from the EPMO.

EPMO METRICS
Metrics should measure those aspects of EPMO performance that are directly related to its
Mission. On that basis, the following areas of focus can be used to judge EPMO value:


Are the organization’s IT projects more successful over time?
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Is there evidence that NETL staff is taking a more professional approach toward management
of the organization’s IT projects?



Are the attitudes of NETL staff regarding IT project work improving?



Are the products of the organization’s IT projects meeting their customer’s objectives?



Is the NETL progressing along the OPM3 scale?

The EPMO staff will develop 5 or acquire appropriate instrument(s) with which to obtain objective
measurements. The CIO will approve the instrument(s) before they are used.
Examples:


Improvement in project success over time can be measured through decreases in schedule
and budget variances or the tone of customer comments.



IT Project Management approach can be measured by quality and timeliness of project
planning documents, accuracy of time and cost estimates, and effectiveness at managing risk.



Reduction of redundant software systems and number of future IT projects.



Staff attitudes can be measured through use of a short survey.

EPMO STAFFING
Once fully implemented, the EPMO requires the following staff6:


1 – EPMO Lead – Federal Employee



1 – EPMO Metrics and Reporting Analyst - Contract Position



1 – EPMO Principal Project Manager (PMP7) - Contract Position



1 – EPMO Solutions Architect – Contract Position



1 – EPMO Master Scheduler (MS Project Server Professional & Primavera) – Contract Position



1 – EPMO Coordinator – Contract Position



1 – EPMO Independent Project Oversight Consultant – Contract Position



1 – EPMO Independent Verification and Validation (IV&V) Expert – Contract Position



1 – EPMO Financial Analyst – Contract Position



ITD Project Managers (ITD Federal Employees)



NETL Project Managers (NETL assigned Project Managers for specific IT Projects)

During its first year of full operation, the EPMO has eight planned contracted staff members.
Other contract staff may be added as required. Refer to Appendix G: EPMO Staffing, for
Organizational Chart and Roles and Responsibilities.

5
6

7

For example, using the ''Goal-Question-Measure‖ technique.
See Appendix G

Project Management Professional
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The EPMO also can have temporary staff in the form of departmental IT Project Managers who
report via matrix on a dotted line to the EPMO Lead or to an EPMO Principal Project Manager.
This can occur when a department:


Supplies the IT Project Manager but requests that the EPMO indirectly manage the project



Requests this arrangement as a means of mentoring their IT Project Manager.

The EPMO maintains an office:


For its own staff



For temporary staff (e.g., department project managers on temporary assignment)



Where IT Project Management library materials are kept



Where NETL IT Project Managers and project teams can meet to strategize or work out project
issues.

EPMO SPONSOR
The EPMO is sponsored by the Office of the CIO.

EPMO ORGANIZATIONAL STRUCTURE8
EPMO reports to the CIO. Through alignment with the Information Technology Division Director
the EPMO gains:


The Role to manage and direct the IT Project Management policies and best practices.



The Authority to implement organizational-wide enterprise system requirements.



The Responsibility to meet NETL Executive and user expectations.



The Accountability for aligning technology to meet NETL business processes and DOE
reporting requirements

All EPMO staff report to the EPMO Lead. (Appendix G: EPMO Staffing)

EPMO STAKEHOLDERS9
The EPMO regards the following as primary stakeholders:



8
9

Stakeholder

Relationship with
EPMO

Office of the Director
(OD) (COO or CIO)

Executive Sponsor

Expectations of EPMO
Sponsor provides the EPMO guidance
on EPMO business objectives and
supports the EPMO’s efforts to achieve

See Appendix G
See Appendix C
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them.


Chief Information Officer
(CIO)



Enterprise Architecture
Lead (EA)

Collaborative partner

The EA Lead looks to the EPMO as a
source of expertise and support in all
matters related to management and
successful delivery of IT projects.



Information Technology
Division (ITD)

Operational Support
Team within EPMO

The EPMO supports the ITD in
managing new IT Projects and the
transition to managing daily
maintenance and operations of
implemented IT systems.



Program Office



Division Directors



NETL IT Project
Managers



Other NETL IT
Management staff

EPMO reports to the CIO

CIO directly or indirectly supervises the
EPMO Lead.

Customer

As Executive Steering Committee
members, Program Office and Division
Directors expect the EPMO to provide
guidance, drive projects to success and
deliver updates.

Customer

Expect the EPMO to set the IT-PM
standard; provide training and
mentoring; work with the Executive
Steering Committee to create an
environment conducive to IT project
success.

EPMO - A LEARNING ORGANIZATION
The EPMO models itself as a Learning Organization in its relationship to the NETL’s
Executive Management, IT Project Managers, IT Project Teams and Customers. A learning
organization may be defined as ―an organization that facilitates the learning of all its members
and continuously transforms itself to achieve superior competitive performance.‖

Learning organizations have the following characteristics:


Are adaptive to their external environment and continually enhance their capability to
change/adapt.



Develop collective as well as individual learning, and use the results of learning to
achieve better results.



Learn from both failure and success, understanding that finger-pointing and blame are
detrimental.



Link individual performance with organizational performance.



Foster inquiry and dialogue, making it safe for people to share openly and take risks.



Embrace creative tension as a source of energy and renewal.
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The EPMO will express its Learning Organization orientation through many means, including:


Positive use of Lessons Learned exercises to encourage continual improvement in
projects.



Maintenance of a Lessons Learned database to promote organizational learning.



Encouragement of cross-training and ―stretch‖ assignments.



Promotion of continual learning and professional growth in IT Project Management.



Working with staff to develop the ability to consistently select and execute projects with
significant positive ROI.

For a full discussion of how a government agency (Army Corps of Engineers) has worked with
Learning Organization Principles in the context of the adoption of Project Management, see
the following: http://www.au.af.mil/au/awc/awcgate/army/learning_org_doctrine.pdf

An excerpt:
By: Robert B. Flowers
Lieutenant General, USA
Commander, US Army Corps of Engineers – November 2003

Cultural change requires an understanding of all the dynamics in the Corps. Our strategy for change
must take a holistic approach to align these dynamics to our desired end state. New initiatives,
narrowly-focused, responding to the latest trend or management article will likely not yield enduring
and widespread change. Initiatives focused solely on organizational structure will have limited success
without aligning the other dynamics within the culture. When many initiatives are not integrated with
each other, confusion will impede change. The Tower of Babel described in the Bible was an
engineering project with high ideals. It failed because of multiple languages and a lack of integration in
its plans.
Our attempts to institutionalize Project Management as our business process since 1988 have been
frustrated because we did not view the change holistically. We focused on the system and structure, yet
did little to change the skills and attitudes our people needed, the style of our leadership, and other
elements of our culture. Clearly, we must understand all the dynamics, and how to align them with the
desired end state.

PROPOSED STRATEGY (Brief Overview):


Gain agreement on EPMO Charter from the Office of the Director and CIO.



Gain Office of the Director, CIO approval of EPMO Business Case consisting of:
Note: To be developed upon approval of EPMO Charter.
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EPMO Requirements (high level).



Implementation Strategies and Schedule.



Project Plan.



Cost & Budget Estimates.



Perform an OPM3 assessment10



Refine and agree upon EPMO performance targets (SMART).



Establish EPMO review process and performance metrics.



Establish a budget and approved funding.



Acquire space, FFE and software tools.



Acquire staff. (Appendix G: EPMO Staffing)

EPMO INTERACTION WITH EXISTING NETL ORGANIZATION


EPMO provides representatives to the CIO and Executive Steering Committee and EA
Team.



The EPMO is part of a team that manages the IT Projects Portfolio. This team has
representation from EPMO and EA Team.



The EPMO provides the following regular reports:
a. Monthly Projects Progress Report – delivered to CIO (covering all Technology
Funded projects and others on request).
b. Quarterly Update – delivered to the CIO and Executive Steering Committee on
EPMO progress.
c. Annual OPM3 Report – delivered to the CIO and Executive Steering Committee.
d. Lessons Learned – as they are received from project teams, published on the
EPMO intranet website.



EPMO coordinates NETL-wide organizational-change efforts (i.e. create an ―IT project
management culture‖) with the NETL’s CIO.



EPMO maintains regular contact with office/department heads.



EPMO Lead participates as part of the NETL Executive Steering Committee in
development of the NETL’s Business Strategy and Business Plans.

Additional information on this topic may be found in Frequently Asked Questions (Appendix
A).

10

See Appendix D
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EPMO DRAFT BUDGET
EPMO cost during the first two years of operation will depend on how it is implemented. Draft
EPMO Budget to be developed once initial guidance and/or decisions are made on the plan
moving forward.
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FUTURE OF THE EPMO
The EPMO as described in this document is only a starting point. NETL executive management
may choose in the future to expand or diminish the scope of services that the EPMO provides,
depending upon whether or not the EPMO continues to provide value. NETL can obtain a
meaningful measure of that value through use of objective measures (see section entitled
―EPMO Metrics‖).
To effectively implement the objectives of the EPMO, the CIO will need to issue new policies
establishing the CIO structure with an EPMO function within that office as outlined in this EPMO
Charter. In Appendix L reflects seven (7) recommended draft policies that would need to be
established to ensure the success of the EPMO.
Policy Type

Policy Title

1. Administrative Policy

Program Management

Issued By
OD

This policy defines that all NETL Enterprise Information Technology projects (IT) will be directed by
the CIO and is responsible for defining and implementing new IT policies and procedures.
2. Administrative Policy

Adoption of OD Best Practices

OD

Using applicable industry standards, Federal and DOE guidelines and regulations, as well as other
organizational best practices, the OD Best Practices will address project needs by providing a
resource for policies, standards, guidance, and industry best practices.
3.

EPMO Procedure

Project Initiation Procedure

OD

The Initiating phase includes all the activities necessary for the EPMO to define the system concept
and obtain approval from CIO and Executive Steering Committee to start a new IT project.
4. EPMO Procedure

Project Planning Procedure

OD

The Planning phase is the process of defining an orderly arrangement of activities and resources to deliver
a unique product or service. The project plan is the primary document developed during the planning
phase and communicates project activities in terms of: what tasks will be performed; who will perform the
tasks; when will the tasks be performed; what resources will be applied to accomplish the tasks; and how
the tasks will be sequenced.
5. EPMO Procedure

Project Execution Procedure

OD

The Project Execution is the part of the project and product lifecycle where the tasks that build the
deliverables are executed. The Project Execution and Control Phase begin when the project plan is
approved and the resources necessary for executing the starting task are assembled.
6. EPMO Procedure

Project Monitoring & Controlling Procedure

OD

This policy defines the process that IT projects will use to monitor and control the processes associated
with initiating, planning, executing, and closing a project.
7. EPMO Procedure

Project Closeout Procedure

OD

The Project Closeout phase is the last phase in the project lifecycle. Closeout begins when the user
accepts the project deliverables and the project oversight authority concludes that the project has met the
goals established.
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APPENDIX A: FREQUENTLY ASKED QUESTIONS (FAQ)
What is an Enterprise Project Management Office (EPMO)?

[A PMO is an] organizational entity established to assist project managers throughout the
organization in implementing Project Management principles, practices, methodologies,
tools, and techniques. Enterprise Project Management, Project Management Office and
Project Management Glossary –, WIKIPEDIA – 2010.

What is a Project Portfolio?

A Project Portfolio is any group of projects that are being managed together for any of a
number of reasons, including:


All projects are related to the same goal or set of business objectives.



Projects are interrelated via shared inputs and outputs.



Projects share resources.

Is the EPMO a permanent NETL feature?

This depends on the value the EPMO brings to the NETL. If the EPMO outlives its
usefulness it should be retired. If it consistently provides good value, it should be
retained.
What does it mean that “The EPMO manages select IT projects either directly or
indirectly”?
If the EPMO provides the person who is the IT Project Manager, then the EPMO is
managing the project directly.
If the IT Project Manager is a contractor or a staff member from another department
who reports to the EPMO via matrix assignment, then the EPMO is managing the
project indirectly.
―Manages‖ means that the EPMO is directly responsible for all aspects of project
planning, execution and close. It also means that the EPMO IT Project Management
Methodology applies.
How will IT Resource Planning be done?
Each IT project team is responsible for providing project baselines, including schedule
and resource plan. The resource plan specifies what roles are required by the project
as well as when they are needed.
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IT Project teams are responsible for accurate and timely status reports.
The EPMO is responsible for compiling and analyzing the status reports and updating
the Master Projects Schedule.
CIO, EPMO, EA and ITD are jointly responsible for establishing the impact of changes
in project baselines (e.g. changes in when specific roles will be needed by a given
project).
Using the above information, CIO is ultimately responsible for IT resource planning
The problem with Reward & Recognition Programs is that the truly deserving people all
too often get left out. How can you make it practical?
It is possible to design a Rewards and Recognition Program so that there is a full
spectrum of awards (e.g. certificates of appreciation, a free lunch, attendance at a
conference, an accelerated performance review). For example, the NETL could allow
team members and IT Project Managers to provide many small rewards that would
recognize exemplary performance at all levels. It is also possible with a modest budget
to provide significant awards that are meaningful to the project teams, e.g. IT Project
Team of the Year, IT-PM of the Year, IT Project that Pulled Itself out of the Dumpster
Award, etc. (This requires discussion and further development).

Will the Director of the EPMO have a disproportionate amount of control?
No. Business Sponsors own their projects. The business community is responsible for
defining the business objectives in their projects. CIO is the source of technical
expertise. The EPMO exists solely for the purpose of making the projects succeed,
using the criteria for success that came from their customers.
What does the Metrics Analyst do?


Facilitates development of Functional Business Requirements for specific projects.



Provides ROI expertise.



Works in parallel with EPMO team to facilitate project definition, work breakdown
structure, etc.



Mentors organization staffs who wish to enhance their analysis skill set.

How will the EPMO properly evaluate department PMs who work through the EPMO on a
project?
The EPMO will only evaluate IT Project Managers on their work as IT Project Managers.
This can be done, for example, by comparing an IT Project Manager’s actual
performance against a checklist of standard IT Project Management tasks and skills, so
that the IT Project Manager and their department can properly evaluate the IT Project
Managers’ strengths as well as areas in need of improvement.
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The EPMO would not evaluate a Project Manager on non-IT project work.
Is the EPMO a case of unneeded bureaucracy?
The EPMO as proposed is designed to impose a minimum of bureaucratic overhead.
NETL Program Offices and Divisions are free to call on the EPMO for its expertise, but
there is no requirement that they do so. The only mandate that exists to date came
from the Office of the Director that all IT projects produce baselines (Scope, Schedule,
Budget and Resource Plan).
In the absence of an EPMO the NETL would have to devise another mechanism to
promote adoption of a formal IT Project Management discipline by staff.

What is the role of the EPMO in project selection?
The EPMO will have one seat (and one vote) on the Enterprise Architecture Board
Team.
As the Executive Steering Committee considers projects for funding, the EPMO can
provide insight from the project management perspective (e.g. likely risks, specific
staffing requirements).

Training in IT Project Management is one of the activities proposed for the EPMO. Will
the EPMO staff do that training or can that actually be done by a third party?
There would be no problem with having fundamental IT Project Management training
done by a third party on the NETL/HR website. However, advanced topics (especially
as they relate specifically to NETL) might best come from EPMO staff and other
organization IT Project Managers.

Does every department have to have an IT Project Manager on staff? Where does that
person come from?
It is not necessary for every department to have a project manager on staff. While
larger departments may already have such staff; smaller ones may not be able to afford
the position.
When a department without its own project manager has the need to conduct an IT
project, they may request assistance from the EPMO. The EPMO may be able to
manage it directly, or may arrange to supervise a consulting IT Project Manager.
Are there any specific pitfalls that the NETL should watch out for while implementing the
EPMO?
An under funded EPMO will have difficulty fulfilling expectations.
The EPMO work plan should not require EPMO staff to spend so much time compiling
reports for senior management that there is not enough time to ensure that projects are
delivered on time and within scope
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If the EPMO staff becomes ―Process Police‖ or ―Document Nazis‖ they are headed
down the wrong road. IT Project documentation exists for the benefit of the project and
the organization, not for the fulfillment of some document standard.

Where the EPMO is responsible for projects, it is essential that the EPMO staff keep in
close contact with the respective project teams. Assigning too many projects to the
EPMO can be counterproductive and IT project reduction is one of the long term
objectives.
New IT systems implementations should be managed by the IT Project Sponsor. The
EPMO will provide support, expertise and training to the NETL Sponsor Leads to
ensure their IT project is successfully implemented.
The EPMO and EA will define which IT projects should be managed directly by the
EPMO versus the IT Project Sponsor.

NETL - EPMO C H A R T E R

V1.0

27

NATIONAL ENERGY TECHNOLOGY LABORATORY

APPENDIX B: VALUE OF A SUCCESSFUL EPMO TO THE ORGANIZATION
In general, the value of a common IT Project Management process includes:



Reduced cycle time.



Reduced delivery costs.



Improved quality of project deliverables.



Early identification of project issues, budget, scope, and risks.



Knowledge leverage and reuse.



Improved accuracy of estimates.



Improved perceptions of IT organization by clients.



Improved people and resource management.



Reduced time to get up to speed on new projects.



Elimination of the thrash (e.g. false starts, self-defeating conflict, and indecision) that is so
common in failing projects.

In addition to the above, a successful EPMO:



Eliminates duplication of data and processes among IT Project Managers.



Collaborates with NETL staff to implement effective processes for managing all IT projects.



Cultivates ―high‖ levels of cooperation.



Institutes new operating mode with detailed definition of process, roles, and measures.



Nurtures organizational neutrality.



Instills a passion for the profession of IT Project Management’s processes, practices, and
tools.
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APPENDIX C: EXPECTED BENEFITS FROM THE EPMO FOR SPECIFIC
CUSTOMERS








Executives


EPMO provides timely feedback about project goals, status, accomplishments, and
issues.



Organization has an increased probability of meeting corporate business goals.



Organization receives timely warning about critical issues and possible steps toward
resolution.

Functional Managers


EPMO provides metrics to ensure staff is performing adequately and projects are on
schedule and on budget.



EPMO maximizes chances of project success, resulting in less rework and reduced
cost of product delivery.



IT Project guidance helps departments maximize use of resources.



Departments can obtain IT Project Management resources when needed.



EPMO helps the departments to integrate IT Project Management Methodology into
their Product Methodology.

IT Division


Promotes change from status quo, upstream and downstream of IT mission.



Assists IT management in establishment of effective processes for managing all IT
projects.



Clients develop improved perceptions of the IT organization.

IT Project Managers


EPMO improves IT Project Managers’ execution through the establishment of a
consistent framework for the management of projects and defining methodologies, best
practices, and guidelines.



EPMO enhances the capabilities of the IT Project Managers by providing mentoring,
training, and career development.



Training, coaching and mentoring move IT Project Managers more quickly through the
learning curve.



Suggests to Executive Management solutions to organizational issues that may hinder
project success.
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External Customers


Increases probability of meeting customer requirements and expectations.



Aims at increasing customer satisfaction.



Provides single point of contact for multiple projects within same customer.

Finance


IT Project teams are able to provide periodic data of project performance.



IT Project teams are able to provide supporting documentation to expedite invoices
collection.

Human Resources


EPMO establishes and provides quantifiable metrics for the evaluation of personnel.



An IT Project Management Career Track facilitates the IT Project Manager’s career
path and training.
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APPENDIX D: ORGANIZATIONAL PROJECT MANAGEMENT MATURITY
OPM3®
Organizations differ greatly in their approach to and use of Project Management practices.

At one extreme are organizations that have no formal Project Management process at all. In
these organizations projects are dealt with on an ad hoc basis with whatever staff and skill that
happens to be available at the time. In general, project success in these organizations is truly a
hit or miss proposition.

At the other extreme are organizations that have integrated Project Management process into
their very fabric. Project Management process is full integrated into all other corporate systems
and the entire staff is engaged in continuous improvement of every aspect of Project
Management. Project success in these organizations is a more routine occurrence.

One of the primary roles of the EPMO is to:



Determine where the organization currently falls in the Project Management maturity model



Establish where the organization wants to be



Develop and execute a plan to move the organization to that higher level.

It is proposed here that the NETL use OPM3®, a formal model designed by the Project
Management Institute.
To utilize the OPM3® will require hiring a PMI Certified
OPM3 Professional which has exclusive access to PMI’s sophisticated OPM3 ProductSuite
software tools, analytical methods and report writers to assess and improve NETL’s
organization’s maturity and performance. http://www.pmi.org/BusinessSolutions/Pages/OPM3ProductSuite.aspx
As a part of its implementation, the EPMO will perform an OPM3 assessment of the NETL.
Thereafter, the EPMO will report on an annual basis on the NETL’s progression through the
model as a reflection of its growing Project Management maturity.
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APPENDIX E: EPMO SUCCESS FACTORS
The EPMO will be more successful in the long-term if the following can be achieved:



The EPMO functions and services/deliverables are prioritized and implemented in a timephased manner.



The organization selects an EPMO Lead who has the right set of skills and experience.



A consistent approach to planning and managing projects is implemented across the
organization.



Internal IT Project Management training is provided at all levels (from staff to Senior
Executive).



IT Project Management is recognized as a core competency (i.e. as part of the organization's
culture).



The EPMO’s balance between project support and control functions is defined and
communicated to ensure that departments understand what is expected of them and what they
should expect from the EPMO.



The EPMO staff understands the culture; the organization intentionally modifies its culture to
support its goals.



The EPMO leverages industry standards and best practices.



The organization defines its strategy; the EPMO focuses on those projects central to
realization of the strategy.



The EPMO adjusts its operation based on continuous customer feedback.



The EPMO designs a scalable IT Project Management system (process and tools).



The organization recognizes that some groups and individuals will embrace IT Project
Management change better than others.

NETL - EPMO C H A R T E R

V1.0

32

NATIONAL ENERGY TECHNOLOGY LABORATORY

APPENDIX F: STEPS NETL CAN TAKE
SUCCESS

TO

ENHANCE EPMO PROJECT



Focus on Teams

Define the Core NETL Values for IT Project Management (e.g., ―Be a team player‖).
Give special recognition to those who abide by these values.

Ensure that NETL staff assigned to projects are given sufficient time to carry out project
tasks.

Create incentives to help staff overcome their aversion to risk.

Provide management with training in matrix management.

Give EPMO an opportunity to gain experience with new (and needed) technologies by
funding an ongoing R&D effort.

Assess skills and realign current IT staff in and/or hire new staff with Business Analysis
skills.

Provide workshops on Effective Communication.



Focus on Organization

Articulate a vision for the Technology Program (in progress).

Prioritize needs and then define immediate, mid-term, and long-term goals for the
Technology Program.

Map proposed projects to Technology Program goals. Set realistic expectations:
Support only those projects with a reasonable chance of successful completion within
the defined time.

Make ―Incorporation of an enterprise view in daily work‖ a Core NETL Value.

Make ―Be a leader‖ a Core NETL Value.

Acquire sufficient IT staff to successfully complete and maintain its projects.



Focus on IT Project Management

Identify NETL staff that has an interest in a career in IT Project Management. Provide
them with both formal training and on-the-job experience (e.g., have them work under
EPMO guidance or as deputy IT Project Manager to EPMO staff).

Ensure that novice project team participants receive appropriate training and coaching
in the Project Management Methodology.

Require thorough project pre-planning before project funds are released.

Encourage a culture of continual improvement in IT Project Management skills. Use a
Project Management Maturity Model as an indicator of organizational growth.

Make ―Managing IT Projects For Success‖ a Core NETL Value.

Develop in-house expertise in Testing / Quality Control, Quality Assurance, Business
Analysis.

Apply the Project Management Methodology to all IT projects.

Manage risk proactively.

Use a formal Change Management process whenever scope is ill-defined or likely to
change.
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APPENDIX G: EPMO STAFFING

Contractor

ITD Employee

NETL Employee

Enterprise Project Management Office
Enterprise Architect

(EPMO)

(Federal Employee)

Federal Employee, Team Lead

EPMO Coordinator

IV&V

Independent
Oversight (IPOC)

ITD Project Managers
(Federal Employees)
Principal Project
Manager (PrPM)

NETL Project
Managers

Metrics and Reporting
Analyst (MRA)

Solutions Architect
(SA)

Master Scheduler
(MS)

(Federal Employees)

Financial Analyst
(FA)

EPMO Lead: (Federal Employee) Provide overall leadership for the planning, organization,
and execution of the NETL Enterprise Project Management Office (EPMO). Develop and
implement internal processes, procedures, tools and Best Practices for IT Project Management
to support the delivery of solutions. Monitor and support the adoption of IT Project
Management Standards, Tools, Processes and Best Practices, promote consistency
throughout the entire Project Life Cycle.
Establish and maintain a central repository of IT Project information, this will include:
processes, procedures, tools, IT Project implementation documentation and lessons learned.
Define and implement IT Project Management metrics. Develop and publish executive level
reports. Provide regular reporting of project performance to CIO and functional management
as required. Communicate up-to date and accurate IT Project Schedules and Budget
Information and the development of the master plan for all IT projects and staffing
requirements (IT Project Portfolio).
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Monitor, measure, support and maintain the IT Project Portfolio Status by regularly identifying
project delivery issues and risks that will impact the portfolio. (This should be at PM and
Resource Management Level, should mediate, resolve or escalate). Managing will include but
not be limited to reviewing, analyzing and providing recommendations to the CIO and the
Executive Steering Committee Board on preventative and corrective actions on IT Project
Portfolio, resource capacity, and managing the activities and workload of the PMO team.
Provide in-depth knowledge of project management practices, methodologies, and tools,
including, but not limited to: - planning, scheduling, cost control, risk management, resource
planning, best practice processes and techniques. Manage project metrics and performance
measurement and strong planning skills and the ability to convert plans into actionable project
initiatives. A team orientation and excellent leadership skills are necessary to obtain the
desired results. Strong resource planning, priority setting, and problem solving skills are
required to respond to unanticipated business requirements.
Develop and execute
organizational development plans to ensure execution of IT projects. Excellent communication
skills, both verbal and written required facilitating strong collaborative relationships within the IT
management team, ensuring development and publication of clear and concise departmental
documentation, and maintaining effective executive relationships within and outside of the
NETL organization.
Qualifications:
Required:
BA/BS with Masters in MIS or MBA; both preferred.
DOE CIO IT Project Management Certification (able to obtain)
15 + years of IT application administration and project management experience.
Senior level leadership experience.
Experience interacting w/ & presenting to senior leaders required.
Experience in organizational change management.
Experience in large scale redesign activities, implementations, & training design.
Advance knowledge of information management strategies.
10 + years of demonstrated leadership skills.
COR Certification in managing Federal Government IT contracts.
PMP Certification (able to obtain).
ITD Project Manager: The ITD Project Manager is responsible for planning, directing and
overseeing the project, and ensuring that deliverables and functionality are achieved as
defined in the Project Charter, funding documentation and subsequent project plans. The
Project Manager is also responsible for the management of all resources assigned to the
project, serves as the primary liaison between the project and the EPMO, and escalates
decisions and issues as needed. The Project Manager coordinates project related issues with
other efforts, reviews and resolves project issues not resolved at lower levels, and directs the
project management functions. The Project Manager acts as the principle interface to the
contractors. The Project Manager is accountable to the EPMO for all the project office
management related activities and for the development, maintenance, and adherence to the
Project Office infrastructure and supporting methodologies (e.g. processes, procedures,
standards, and templates) that are in compliance with NETL OCIO Best Practices and policies.
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Enterprise Architect Lead: Enterprise Architect works with the CIO, EPMO, stakeholders,
both leadership and subject matter experts, to build a holistic view of the organization's
strategy, processes, information, and information technology assets. The role of the Enterprise
Architect is to take this knowledge and ensure that the business and IT are in alignment. The
enterprise architect links the business mission, strategy, and processes of an organization to
its IT strategy, and documents this using multiple architectural models or views that show how
the current and future needs of an organization will be met in an efficient, sustainable, agile,
and adaptable manner.
Enterprise architects operate across organizational and computing "silos" to drive common
approaches and expose information assets and processes across the enterprise. Their goal is
to deliver an architecture that supports the most efficient and secure IT environment meeting
NETL’s business needs.
Delivered successfully, enterprise architecture has the potential to allow both the Business and
IT strategies to enable and drive each other. Therefore, effective enterprise architecture may
be regarded as one of the key means to achieving competitive advantage through information
technology.
Alignment of IT strategy and planning with agency's business goals.
Optimization of information management approaches through an understanding of
evolving business needs and technology capabilities.
Long-term strategic responsibility for the company's IT systems.
Promotion of shared infrastructure and applications to reduce costs and improve
information flows. Ensure that projects do not duplicate functionality or diverge from
each other and business and IT strategies.
Work with solutions architect(s) to provide a consensus based enterprise solution that
is scalable, adaptable and in synchronization with ever changing business needs.
Management of the risks associated with information and IT assets through appropriate
standards and security policies.
Direct or indirect involvement in the development of policies, standards and guidelines
that direct the selection, development, implementation and use of Information
Technology within the enterprise

NETL Client Project Manager: If the project is large enough, the client may have a primary
contact that is designated as a comparable project manager. As an example, if this were an IT
project, the IT project manager would have overall responsibility for the IT solution. However,
there may also be projects on the client side that are also needed to support the initiative, and
the client project manager would be responsible for those. The IT project manager and the
client project manager would be peers who work together to build and implement the complete
solution..
Solution Architect: The role of "Solutions Architect" requires knowledge and skills that are
both broad and deep. To be effective the Solutions Architect must have experience on multiple
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Hardware and Software Environments and be comfortable with complex heterogeneous
systems environments. The Solutions Architect is often a highly seasoned senior technocrat
who has led multiple projects through the Software development process or Systems
Development Life Cycle (SDLC), and has usually performed in a variety of different roles in
that life cycle. The person needs an ability to share and communicate ideas both verbally and
in writing to CIO, EA, EPMO, executive staff, business sponsors, and technical resources in
clear concise language that is the parlance of each group.

Principal Project Manager - (PrPM Contract Position): The Principle Project Manager
(PrPM) will be the Project Manager for their assigned Portfolio Team(s) on behalf of the PMO.
PrPM is required to have experience managing large projects with a minimum of $ 1-15 million
th
- total project spending and in-depth knowledge of PMBOK® 4 Edition Project Management
methodology, PM tools and processes.
This role demands a strong leader who can partner effectively with all levels of the
organization globally. The PM is an empowered leader who must drive results, proactively
identify and resolve problems. The Principle Project Manager has the primary responsibility to
ensure that the project produces the required products, to the required standard of quality and
within the specified constraints of time and cost. The Principle PM is accountable with the
Leads for the project schedule results and leading and assisting other Project Managers on
larger projects as needed.
The PMO Principle PM will manage the Team's work plan (tasks, milestones, & dependencies)
and resource needs within and across teams. Communicate and coach process teams on the
usage of PMO processes and tools. Identify and qualify project team risks, issues and scope
changes and assist in their tracking using PMO tools and defined processes.

Principal Project Manager - Work Load:
30% Project Leadership: Leadership and mentorship of the current project management staff
and team, identifying and implementing best practices. Facilitate periodic project reviews.
Provide mentorship, coaching and development for team members as appropriate.
20% Project Planning: Define project objectives and scope. Plans the course of action
required to meet the project intent. Accountable for the Project Management Plan, which
includes areas such as a business case, work plan, schedule, budget, resource plan,
communication plan, change plan, and risk plan.
20% Project Execution: Integrates people and other resources to carry out the project
management plan for the project. Mange and monitor progress to ensure project objectives are
delivered on time and within budget, and business results are realized. Be the final point of
approval for contingency plans and scope changes.
15% Project Control: Regularly measure and monitor project progress to identify variances
from the plan and make any needed corrections. Contain and resolve issues within the
program that do not require sponsor attention.
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15% Business Results: Accountable for the delivery of project and for keeping the project
sponsors and stakeholders aware of the status of the project and ensures successful closure
and completion of all aspects of the project. Works with the business to ensure the product is
successfully implemented and that the promised benefits and value are being captured that
the promised benefits and value are being captured.
Qualifications:
Required:
BA/BS preferably in engineering, business or computer science or 15 years related
experience with developing and managing a PMO.
15 + years minimum IT or IT PM experience with managing projects with budget of $115 million.
Minimum 5 + years Federal Government IT contract experience.
In-depth knowledge of Project Management methodology, PM tools and processes.
Excellent verbal and written communication skills, with ability to communicate at all
levels within the organization.
Strategic thinking/problem solving.
Proven team leadership/coaching/mentoring.
Comfortable with ambiguity, active inquiry skills.
Relationship building at all levels and cross-function/platform.
Negotiation, facilitation, stakeholder management.
Cost/quality/schedule controls.
5 years PMP Certification
Preferred:
COTS project implementation experience
OPM3® Certification
Masters Degree

Metrics and Reporting Analyst (MRA – Contract Position): The EPMO Reporting Analyst
has the primary responsibility to design, build, implement, quality and support metrics and
reporting to enable the EPMO program to effectively measure project progress. This role
demands someone who can partner effectively with all levels of the organization. This role
works closely with EPMO project managers and process teams (tools, issue, risk, etc.) in
addition to NETL team members throughout the NETL organization.
The main responsibilities of this role are to support and implement the processes and
deliverables of the EPMO team. This includes:
Collaborating with NETL team members to gather business requirements for reporting
needs.
Translating business requirements to functional and technical requirements.
Building and implementing new reports using COGNOS, Business Objects/Crystal Reports,
and other NETL EPMO Reporting tools.
Adopting and implementing industry standards to optimize and maintain efficient reporting
architecture.
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Creating, supporting, and maintaining ongoing operational, managerial, and executive
reporting (i.e. weekly delivery team status, weekly delivery lead status, monthly NETL
Leadership/CIO reporting).
Training/coaching NETL team members on the use of metrics and reporting to measure
progress and make work plan decision.
This role provides implementation and support of the underlying infrastructure and
processes necessary to ensure accuracy of the metrics and reporting within the NETL
EPMO Reporting team. This includes an understanding of the integrations between EPMO
reporting and NETL program tools, including the EPMO tools suite and tools outside of the
EPMO tools scope (MatrixOne, etc.). The EPMO Reporting Analyst is accountable for the
quality and accuracy of reporting deliverables. The EPMO Reporting Analyst will be
expected to help manage the reporting work queue and have a keen understanding of
priorities and milestones.
Additional accountabilities include:
Troubleshooting and resolving break-fix reporting incidents.
Analyzing and understanding upstream and downstream impacts of changes in reporting
sources including project work plans, EPMO tools data, etc.
Providing guidance for work plan and data management from a reporting perspective.
Managing quality assurance activities for the reporting team.
Leading and supporting continuous process improvement efforts.
Metrics and Reporting Analyst - Work Load:
50% - Metric and report implementation and support: Support and maintain ongoing
executive, managerial, and operational reporting. Partner with stakeholders to analyze and
understand metrics and reporting. Identify and create new reports and technical
implementation and ongoing maintenance/support of underlying infrastructure and processes.
15% - Process Definition: Work with EPMO project managers and process teams to develop
integrated processes to support metrics and reporting to meet program needs in the areas of
issues, risks, quality, work planning, time reporting, and program changes. This includes
ongoing continuous process improvement efforts in these areas.
15% - Requirements Definition and Quality Management: Work with the NETL teams to collect
requirements to support the processes as the program matures and evolves through its
lifecycle. The analyst will have the responsibility to assist the EA and EPMO with both
functional and technical requirements to facilitate design, development, testing,
implementation and ongoing support. The analyst will ensure changes to existing and new
reports are supported with robust test cases and subsequent testing.
10% - Documentation: Processes, requirements, and standard operating procedures must be
documented to facilitate communications with associated project sponsors, subject matter
experts, development teams, support personnel, and effected users and customers. This will
require use of the full Microsoft Office suite of products and other software for the design,
development, testing, training and support of the project.
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10% - IT Project Management: While not directly responsible for the management of a project
they will assist in the development of project plans, estimates, and timelines.
Qualifications:
Required:
BA/BS preferably in engineering, business or computer science or equivalent
experience with 3 years in a PMO.
5 + years of Federal IT application administration and report building experience.
Experience with Business Objects/Data Query Reports.
Experience data mining and data interfacing.
SQL query development skills.
Microsoft Excel advanced skills interfacing, creating pivot tables, charting, and
Access/Visual Basic.
Experience creating design and training material documentation.
Experience gathering and managing business and functional requirements.
Experience managing stakeholder relationship/expectations.
Strong verbal and written communication skills, with ability to communicate at all levels
within the organization.
Knowledge of key performance indicators and reporting metrics.
2 + years Knowledge of Project Management Institute (PMI) Risk Management and
Project Management.
Preferred:
Ability to analyze a system configuration and make design recommendations.
Knowledge/Support experience with IBM products & MS Project and Project Web
Access.
Experience with data warehouse technology and concepts.
Experience with issue tracking.
Experience with Project and Portfolio Management (PPM) practices.
PMI-RMP or PMP current Professional Certification.
Master Scheduler (MS Contract Position): Provide technical/analytical and functional support
in the area of project management, project controls, and IT management processes for the
NETL organization. Develop and implement standard cost and schedule programs, processes
and practices to ensure EPMO portfolio of projects are performed in accordance with approved
budgets and schedules. Responsible for development of the overall status reporting on the
financial aspects and the schedules associated with IT projects. Support each project’s
management team to provide an-effective integrated cost and schedule monitoring program.
Develop, coordinate, and maintain detailed project schedules for individual projects and for the
EPMO project portfolio within Primavera P6 or MS Project Server Professional 2007/2010.
Develop, coordinate and maintain financial, schedule, estimate, budget, resource, procurement
and other data within P6/MS Project and other databases and query tools for all EPMO IT
projects. Develop, coordinate and maintain status reporting and executive dashboards for the
financial aspects and schedules including performance indices such as CPI, SPI, and other
Key Performance Indicators (KPI’s).
The MS will possess skills and expertise in the following areas: Project Scope coordination and
analysis; Project Execution Plan preparation, coordination, & monitoring, Project Estimate
preparation and coordination, Work package review; Project Schedule development; Critical
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path analysis; Contractor coordination and management; Project management assistance;
Integrated cost and scheduling; Total Project & Annual Budget development; Financial
analysis; Cost accounting and forecasting; Variance analysis; Performance reporting; Project
change management; Risk & Contingency planning and root cause analysis.
Qualifications:
Requirement:
BS in Engineering, Computer Science or Business discipline or 15 years equivalent
related experience.
5 to 10 years of Project Controls experience (project initiation, planning, execution,
monitoring & controlling, closeout) field or home office.
10 to 15 years of Project Management Scheduling concepts (Activity Definition and
Sequencing, Resource Estimating, Activity Duration Estimating, CPM and Baseline
analysis, Earned Value, etc.).
3 to 5 years of experience with Enterprise Portfolio Scheduling Software tools
(Primavera P5, P6 and MS Project Server Professional 2007/2010).
3 to 5 years Experience with ERP systems for identifying and reporting actual costs
posted to projects.
Experience with Cost Engineering concepts (project estimating, forecasting, cost
controls and variance reporting).
Experience with Integrated Data Management Tools such as MS Excel, MS Access,
Business Objects, Oracle, etc.
Must be a self starter capable of seeking out project related information from Project
Stakeholders.
Capable of making presentations to project stakeholders and Management.
Desired:
PMI Project Scheduling Certification (PMI-SP).
Experience in a project, IT or industrial business environment.
Experience in IT Operations; Compliance with Sarbanes-Oxley.
Experience with Financial Analysis and Managerial Accounting.
Financial Analyst: The Financial Analyst is responsible for supporting IT projects by managing
and tracking project budget/costs, coordinating/preparing budgetary documents, e.g., Special
IT Project Reports and NETL Budget Change Proposals, reviewing budget/contract
expenditures, and collecting and reporting financial metrics. This includes reconciling the
accounting and Work Breakdown Structure cost management processes and developing
financial management policies and procedures. The Financial Analyst also provides support in
project solicitations, evaluations, and award processes - assisting in the evaluation of the cost
and administrative sections of the proposals based on the criteria in the Evaluation Plan.
EPMO Coordinator: The EPMO Coordinator will support the EPMO ―team‖ and has the
primary responsibility to ensure that the project produces the required products, to the required
standard of quality and within the specified constraints of time and cost. This role demands
someone who can partner effectively with all levels of the organization.
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The EPMO Coordinator will assist with the Team's work plan (tasks, milestones, &
dependencies) and resource needs within and across teams. Communicate and coach
process teams on the usage of EPMO processes and tools. Identify and qualify project team
risks, issues and scope changes and assist in their tracking using EPMO tools and defined
processes.
Responsibilities:
Coordinate PMO activities
Participate in development of project plan.
Develop impact assessment documentation.
Coordination of any changes/concerns with Project Manager.
Attend in weekly EPMO meetings.
Consolidate status from cross-functional teams.
Communicate consolidated status and metrics to overall program via status
communications and team meetings.
Generate release metrics.
Identify and escalate all gaps, issues, and risks.
Coordinate cross-track and cross-functional activities and communications.
Set up logistics for all EPMO meetings and generate and distribute meeting minutes.
Enforce standard processes and templates are being adhered.
Organize team and cross-functional discussions and review sessions around the
requirements and process documentation.
Facilitate requirements gathering and solution sessions.
Assist with the team-level resource-loaded workplan.
Consolidate sub-teams status reporting and prepare for weekly team and team lead
meetings.
Provide oversight for time tracking process for team.
Verify that team time reports are completed on time and accurately and loaded into
work plans.
Track issues and risks created by team.
Ensure issues assigned to team are being worked, updated and closed in a timely
manner.
Maintain content on EPMO Website.
Qualifications:
Required:
BA/BS preferred but not required.
4 years + related experience with organizational business process or PMO as a Project
Coordinator
Intermediate level MS Word and Excel User (Pivot Tables, Excel Macros, VBA).
Cross-functional program / project experience.
Strong communication (written, verbal, and graphical) skills.
Demonstrated organization skills to take an assignment from start to finish.
Preferred:
PMI- CAPM Certification, PMI Certified Associate in Project Management.
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Independent Project Oversight Consultant (IPOC): The IPOC works under the direction of
the EPMO Lead to provide independent project management oversight in accordance with the
EPMO Polices and Procedures and Project Life Cycle Framework.
Independent Verification and Validation (IV&V): The IV&V representatives work under the
direction of the EPMO Lead to provide IV&V against the project. The IV&V team will provide
independent, technical review and verification of project deliverables, as well as independent
testing and auditing of project deliverables against requirements, with a special emphasis
placed on deliverable quality assurance and information security control reviews.
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APPENDIX H: NETL ROLES & RESPONSIBILITIES
There are a variety of roles and not all positions below will necessarily apply or depict the
current position roles in NETL but these roles will define the necessary supporting types of
roles to ensure the Enterprise PMO is successful.
Chief Information Officer (CIO): NETL executive management will ensure IT systems meet
the needs of the NETL organization. Management should also ensure the institution complies
with CIO policies and the CIO’s strategic plan regarding acquisition or development of IT
systems. The Chief Information Officer (CIO) is responsible for all IT initiatives for NETL. The
CIO focuses on strategic issues and the overall effectiveness of the IT organization. This
position oversees the IT budget and maintains responsibility for performance management, IT
acquisition oversight, professional development, and training. In addition, the CIO is
responsible for a NETL’s IT architecture and strategic and capital planning. The CIO is a
member of executive management with direct involvement in key decisions for NETL and
reports directly to the Office of the Director. The CIO also plays a key role in the strategic
technology planning as well as supporting activities of peers in various lines of business. The
CIO chairs the executive steering committee.
Chief Technology Officer: The Chief Technology Officer (CTO) role focuses on tactical
issues and the efficiency of the IT organization. The CTO should report to the CIO. The CTO is
responsible for understanding the evolution of current technology and how to maximize the
value of institution investments in technology. Many institutions combine the roles of CIO and
CTO due to their complementary roles.
Executive Steering Committee: The Executive Steering Committee acts as the IT Project
stakeholders group, ensuring that the deliverables and functionality of the project are achieved
as defined in the project initiation documents and subsequent project management plans. This
committee provides high-level project direction, receives project status updates, and addresses
and resolves issues, risks, or change requests.
Enterprise Architecture: Enterprise Architecture (EA) provides a strategic planning framework
that relates and aligns information technology (IT) with the business functions that it supports
and reports to the Financial Management Division (FMD).
NETL’s Enterprise Architecture is a collaborative endeavor across the agency that has been
undertaken to assure that the organization will receive the greatest possible value from
investments in information technology. EA does not start with technology. It starts with a
strategic framework based in the business of our government and the vision and goals of our
leadership. The effective use of information technology must be an integral part of how we
conduct our business in Federal government.
EA is made up of business and technical components and is a cyclical planning process that
begins with the highest priority components to ensure that these components remain up-todate while other components are developed. Because of this continuous renewal, the
architecture is always evolving and is never complete.
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NETL Customer:
Project Sponsor: The Project Sponsor has overall authority for the project. The Project
Sponsor provides vision and direction for the project, provides policy leadership, assists in
removing barriers and supports change management initiatives, participates in the Executive
Steering Committee, and provides support to the Executive Steering Committee as needed.
Project Stakeholder: External resources included in the staff planning estimates should be
described here. If the resource is only providing review or response to questions, it is not
necessary to describe the organization in this section.
A full description of all external stakeholders should be in the Governance Plan or
Communication Plan, so this section should only highlight those organizations that are lending
staff or significant time to the project to support project activities.
Indicate the type of support the organization is providing and whether the resources are full or
part-time and if they are on-site or off-site. Also describe whom the externals ―report‖ to in the
project and/or the type of relationship, peer, advisor/counsel, etc.
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APPENDIX I: EPMO PROJECT MANAGEMENT PROCEDURES
As defined by the Project Life Cycle Framework (PLCF) as depicted in Figure 1.1 below, this
section will provide the initial EPMO Project Management Life Cycle (PMLC). The PMLC is
based on the Project Management Institute PMBOK® Guide – Fourth Edition and modified for
the NETL - EPMO. EPMO Project Management Procedures will establish the initial procedures
and instructions with ―future templates and guides” in Microsoft Word, Excel and or MS
Project, which will be developed by the EPMO Team, once the EMPO is established.

Figure 1.1
Project Management Knowledge Areas, Lifecycle, and Recurring Activities
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Project Management Life Cycle:
The Project Management Life Cycle (PMLC) is the overarching discipline used by NETL for the
selection, acquisition, and maintenance & operation of enterprise intensive systems covering
the full range of life cycle activities from initiation to closeout and lessons learned.
Initiation: In the Initiation phase the overall project parameters are defined, the Project
Concept Statement and Project Charter are developed and approved to start the project.
Planning: The Planning phase includes all the activities necessary for the project office to
acquire the resources needed to establish the project staffing, project infrastructure and
stakeholder accountability, along with all the project plans.
Execution and Control: During this phase, the project office executes all of the plans,
processes, and procedures summarized and referenced in the Project Management Plan
with particular attention to the production and quality of deliverables, and include
monitoring of resources, quality, risks and issues, schedule, costs, requirements status,
and overall project status.
Closing: The closeout phase includes all the activities necessary for the project office to
bring closure to the project effort, either upon system acceptance and transfer to its
support organization, or upon system retirement or replacement.
Lessons Learned: At the end of the each phase of the PMLC, a phase review is
conducted and lessons learned are documented for future consideration.
The procedures outlined in this Appendix J, will be the bases for developing the EPMO
Project Management Manual. The manual will correspond to each phase of the Project
Management Life Cycle with templates and guides for each template.
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INITIATION PHASE
The Initiation phase includes all the activities necessary for the EPMO to define the system
concept and obtain approval from CIO and Executive Steering Committee to start a new IT
project. After the executive management and project stakeholders have approved the Project
Concept Statement, the Project Sponsor assigns or hires a Project Manager. The Project
Manager is responsible for the development of the Project Charter based on the approved
Project Concept Statement. The Project Charter formally establishes a project and authorizes
the Project Manager to use organizational resources to perform project activities.
The Project Initiation Phase is the first phase in the project management life cycle (See Figure
1.2) and is the predecessor to the Project Planning Phase. In the NETL CIO Information
Technology (IT) Strategic Planning Process, IT projects are identified as means to support
critical agency business issues or key business initiatives. In the Initiation Phase, IT projects
identified in an agency approved IT Strategic Plan are transitioned from an idea to a viable
project proposal for consideration and approval by agency executive management or by the
Architecture Board.

Figure 1.2
Project Management Knowledge Areas, Lifecycle, and Recurring Activities
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Information Technology Project Initiation
The focus in the Initiation Phase is the identification of a technologically and economically
sound solution directed at a business requirement. On an IT project, technical feasibility study
will most likely be the responsibility of technical staff who can discern the technical impact and
feasibility of taking on a proposed IT project. An equal amount of emphasis must be placed on
the economic feasibility and the level of risk associated with a particular technology solution.
The economic feasibility study is typically prepared by a functional business manager.
Information developed from execution of various development life cycle models is usually
transferable to the various project initiation analysis templates. The creation of the initiation
documents interrelates with the project manager’s responsibilities of developing a product
description, performing a business analysis, and drafting a project proposal and a project
charter.
Although the information between the project phases and IT development life cycles is
transferable in many cases, it does not mean development of documents or supporting
information in one effort will take the place of required information in the other efforts.
Information Technology Project Description
The Information Technology Project Description should describe the technical solution in
language easily understood by decision makers. Clouding the project description with technical
jargon does not provide additional clarity. The project description places emphasis on
describing who benefits from the technology and the purpose served by implementing the
proposed technology.
Information Technology Project Proposal
The project proposal must describe how the proposed IT project will fit into the business plans
of the organization. The project proposal is a justification of the IT project from the perspective
of how it will support the business. The project proposal draws on the analysis performed in
technical assessments that are initiated in the selected development lifecycle process and on
information developed by analysis of the business issue.
Information Technology Project Charter
The components of the project charter for an IT project will be same as those described earlier.
In IT projects charters the administrative roles and responsibilities are very important because
these types of projects often require the coordination and support of people in varied
functional or organizational areas.
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Activities and Documents in the Initiation Phase:
The activities in the Project Initiation Phase are essential steps in the project effort. The Project
Initiation Phase documents define the project so all project stakeholders clearly understand the
project scope and expected benefits. Project initiation activities also establish executive
management commitment to the project and to the allocation of required resources via the
Project Charter.
One of the most important activities required in the Initiation Phase, is the designation of a
project manager at the time the Project Charter is issued. The experience and abilities of the
project manager can make or break a project. A separate section of important considerations
for appointing a project manager is included. Avoiding common problem s encountered during
the initiation phase will also greatly improve the chance of success for the project and is
therefore included as well.
In Figure 1.3 below, illustrates the Project Initiation Phase activities; define, analyze,
recommend, decide, and the associated documents completed during this phase.

Figure 1.3
Flow of the Project Initiation Phase

Define: Project Description Statement
The first activity in the initiation phase is to define the project by developing the project
description statement. The project description statement is an informal, high-level statement
that describes the characteristics of the product or service expected from the project. It
explains the business purpose of the new product or service and identifies why the product or
service is needed. Typically, a project description statement is available from the organization’s
IT Strategic Plan. The project description in the plan may not have a great deal of detail;
however it should serve as the basis upon which a more detailed project description is built.
The project description should be expanded to include any further information available
regarding the nature of the project. The more detailed, refined project description developed in
this step will be used in the project proposal.
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Analyze: Project Analysis
The purpose of the analysis activity is to identify the best solution to solve the identified
business need or issue. The project analysis activity involves:
Analysis of the business problem;
Identification of potential solutions;
Studies to determine technical and economic feasibility of potential solutions;
Comparison of potential solutions; and,
Identification of the best solution to recommend.
The feasibility studies will help determine if potential solutions are viable. Technical feasibility
studies determine if an IT solution is technically possible. An economic feasibility study, such
as a Cost Benefit Analysis (CBA), determines if a solution is economically sound and cost
effective. Based upon these analyses, a solution is proposed in the next step of the initiation
process.
The Project Analysis Worksheet is provided to assist in the analysis of the business need,
analysis of potential solutions, determining the best solution, and developing information that
will be used to build the project proposal. The worksheet is not normally a formal deliverable
but can be if the organization requires it.
Recommend: Project Proposal
The project proposal describes the project in detail and ensures that the project is consistent
with the agency’s Strategic Plan and IT Strategic Plan. As a formal project deliverable, it
identifies project objectives, provides a project description, defines the approach, and supplies
other top level planning information which, taken together, establish the scope of the project.
Ideally, the project proposal provides decision makers with information necessary to make
project initiation decisions. The project proposal is the foundation for initiation of the project,
through issuance of the project charter. Specifically the document defines:
What is to be done?
Why it is to be done?
How it is to be done?
How much risk is involved?
A Project Proposal Template and Project Proposal Preliminary Risk Assessment Worksheet
are provided to assist in development of the project proposal.
Decide: Project Charter
The project charter formally authorizes a project. Approval of the project charter marks the end
of the Project Initiation Phase and the beginning of the Project Planning Phase. Information in
the project charter comes from the project analysis documents, the project proposal, and other
documents that identify business requirements and establish senior management commitment.
In order to complete the charter, an informal plan is required to detail the project management
tasks for completing the initiation phase and conducting the planning phase of the project.
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Normally a plan for this purpose can be a simple schedule of tasks or a Gant chart and should
include:
A task list required to complete the Project Initiation Phase and the Project Planning
Phase, (Include any anticipated procurement activities if the project planning will be
done by a contractor).
A time estimate to complete the Project Initiation Phase and Project Planning Phase.
The resources needed to complete the Project Initiation Phase and Project Planning
Phase.
A cost estimate to complete the Project Initiation Phase and Project Planning Phase
Information on the cost and time required for project planning will also be important if
the agency needs to fund these phases outside of the project funds.
Two types of Project Charter Templates (large & small project classification) will be provided to
insure that essential elements required to begin a project are included in the charter.
Project Initiation Phase Task:
1. Project Analysis Worksheet
The Project Analysis Worksheet instructions and template that follow assists project
managers and agency management in assembling and analyzing information to determine
the best solution to resolve the business problem. It also provides information to support
management decisions on whether the project should be undertaken. The template
presents, in a systematic manner, the solution selected, and the rational for that selection.
Information from the worksheet is transferable to the Project Proposal Document and
Project Charter. This template is not necessarily a formal deliverable, but some
organizations may decide to formalize the solution selection process and establish this
template as a deliverable.
2. Project Cost Benefit (Solutions) Analysis
A cost-benefit analysis (CBA) provides the information to make a balanced decision about
the cost and benefits, or value, of various potential solutions. It enables the agency to
quantify the activities of existing and alternative solutions. The CBA defines project
objectives and alternative solutions in terms of costs and benefits. It also defines important
assumptions used to derive the cost and benefits. The final product is a consistent
document that provides an understanding of the economic feasibility of the solutions being
considered.
3. Project Initiation Transition Checklist
The checklist provides a vehicle to verify completion of a project phase before beginning
the next phase. The Project Initiation Transition Checklist is a tool to verify that necessary
steps have been completed and establishes the exit criteria from the initiation phase. The
transition checklist focuses on completion of the project proposal and approval of the
project charter. It is important to make sure that all the necessary information and
supporting documents pertinent to authorizing the project are completed and approved by
management in the Project Charter.
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4. Project Proposal Document
While the project analysis process is important to the Project Initiation Phase, the project
proposal is the formal proposal to undertake a specific project with a specific solution. The
goal of the project proposal is to provide a concise summary of information for project
review and decision-making during project initiation. The information approved in the
project proposal is the basis for the subsequent project charter.
5. Project Proposal Preliminary Risk Assessment
The IT Project Risk Model Template will provide a scoring mechanism to determine the
level of risk associated with a project. The scoring relates to the level or degree of risk, the
technical requirements, the number of members on the project team, total project cost, and
the percent of the agency IT budget the project represents.
6. Complexity Model
The IT Project Complexity Model Template will provide a scoring mechanism to determine
the level of complexity associated with a project. The scoring relates to the level or degree
of risk, the technical requirements, the number of members on the project team, total
project cost, and the percent of the agency IT budget the project represents.
Identifying and documenting the lessons learned during each phase of the project lifecycle
is important to future projects and to the continuous improvement process.
7. Project Charter
The project charter formally authorizes a project. Approval of the project charter marks the
end of the Project Initiation Phase and the beginning of the Project Planning Phase.
Information in the project charter comes from the project analysis documents, the project
proposal, and other documents that identify business requirements and establish senior
management commitment. Approval and issuance of the project charter marks the end of
the Project Initiation Phase and the beginning of the Planning Phase. The project charter is
the basis for project planning, appoints the project manager, and authorizes the
expenditure of resources. There will be two types of Charter templates, one for large
projects (dollar threshold to be determined) and smaller projects.
8. Lessons Learned
The individual project lessons learned experiences should be documented and addressed
as they occur through each phase of the IT project. The major benefit of completing the
lessons learned process is that the organization retains and documents both successful
and unsuccessful project activities for future reference by project managers and staff. This
allows new projects to repeat successful activities and to avoid those that were not
successful.
Lessons Learned can be compiled throughout the project or at specific intervals, such as
the end of a life cycle phase. The purpose of gathering Lessons Learned is to identify
those things that the project team did that worked very well and should be passed along to
other project teams and to identify those things that should be improved for future project
work.
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Stakeholder Tracking:
The following administrative procedures will also be established during the initiating phase to
document ―stakeholder‖ project involvement. Templates and Guides will be developed by the
EPMO Team.
1. Stakeholder Register
The Stakeholder Register is used to identify those people and organizations impacted by
the project and document relevant information about each stakeholder.
2. Stakeholder Analysis Matrix
The Stakeholder Analysis Matrix is used to categorize stakeholders. It can be used to help
fill in the Stakeholder Register. The categories of stakeholders can also assist in
developing stakeholder management strategies that can be used for groups of
stakeholders.
3. Stakeholder Management
Stakeholder Management Strategy documents stakeholders and their influence on the
project and analyzes the impact that they can have on the project. It is also used to
document potential strategies to increase stakeholders’ positive influence and minimize
potential disruptive influence on the project.
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PLANNING PHASE
Project planning phase is the process of defining an orderly arrangement of activities and
resources to deliver a unique product or service. The project plan is the primary document
developed during the planning phase and communicates project activities in terms of: what
tasks will be performed; who will perform the tasks; when will the tasks be performed; what
resources will be applied to accomplish the tasks; and how the tasks will be sequenced. Time
spent developing the appropriate structure for organizing and managing project activities
improves performance in the Execution and Control Phase. The Project Planning Phase (See
Figure 1.3) begins after approval of the project charter and concludes with approval of the
project plan.

Figure 1.3
Project Management Knowledge Areas, Lifecycle, and Recurring Activities

Activities and Documents in the Planning Phase:
The project plan is actually a combination of numerous component plans that are developed
during the Project Planning Phase. The Project Planning Phase consists of two sets of
interrelated processes, Core Processes and Facilitating Processes. The relationships
between the Core and Facilitating Processes are depicted below (See Figure 1.4). Core
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Processes represent a set of critical activities that are dependant on each other and are
executed in an explicit order. A brief description of the Core Processes cycle and the resulting
plan deliverables is given below. For each plan deliverable, a more detailed description and a
development template with instructions will be provided once the EPMO is approved and
established.

Figure 1.4
Planning Process
Execution of the Core Processes begins with the review and refinement of the project scope
and objectives found in the project charter. From the refined project scope and objectives, the
work breakdown structure (WBS) is built. The WBS is a deliverable-oriented grouping of
project components that organizes and defines the total scope of the project (PMBOK). The
WBS becomes the foundation for development of the organizational breakdown structure
(OBS), the sequencing of activities, and the development of the resource plan. Development
of the resource plan also requires input from the OBS.
The OBS defines the organizational units responsible for a specific project component or task,
and the resource plan identifies the specific resources, which will be allocated to the project
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component or task. Project schedule development is dependent on input from the resource
plan and activity sequencing processes. The project schedule provides a representation of
predicted tasks, milestones, dependencies, resource requirements, task durations, and
deadlines. The project schedule and resource plan provide input to the budget planning
process. The budget plan identifies the available funding and costs associated with a defined
set of activities during a specified time period.
Finally, the performance planning is developed with input from the refined scope and
objectives and the budget plan. The performance plan defines how the project success or
failure is measured. The project plan component documents that result from execution of the
Core Processes are:
Work Breakdown Structure
Resource Plan
Project Schedule
Project Budget
Performance Plan
Facilitating Processes represent planning activities that are not dependent on other processes.
The Facilitating Processes are performed intermittently during the Project Planning Phase on
an as needed basis. However, Facilitating Processes are not optional. These processes will
frequently affect components of the plans developed from the Core Processes. The planning
documents resulting from the Facilitating Processes are:
Risk Management Plan
Procurement Plan
Communications Plan
Change and Configuration Management Plan
Quality Management Plan
For each planning process, the Project Management Guideline includes a methodology for
performing the process. Immediately following the planning process methodology, instructions
and templates for each plan and document developed during the planning process will be
included.
Project Planning Phase Task:
1. Activity Definition Sequencing Worksheet
The process of defining and sequencing activities and tasks represents a further
refinement of the WBS. Activity sequencing involves dividing the project into smaller, more
manageable components, specifying the order of completion, and identifying the
dependent relationships between activities and tasks. This process is to organize

WBS elements by defining activities, task and sub-task which will be use to build
the Project Schedule.
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2. Budget Plan
Budget planning is the determination of available funding and costs associated with a
defined set of activities during a specified time period. The steps associated with budget
planning are highly dependent on both the estimated duration of tasks and the resources
assigned to the project. The budget plan is dependant upon the project schedule, the
resource plan, the quality management plan and the independent validation and
verification plan, and the risk management plan.
3. Change and Configuration Management Plan
The terms change management and configuration management is often used
interchangeably. Some people view configuration management as part of change control,
while others consider configuration management to be a rigorous change control system.
This methodology defines configuration management as the management of the physical
features, functionality, and documentation of hardware and software used by a project. The
term change control will describe the management of change to the project baseline and
includes project scope, cost, and schedule. Together, change and configuration
management provide the means to control and manage change during the execution of the
project plan.
4. Communication Plan
Communication is the exchange of information between parties. Communications planning
involves identifying and meeting the information needs of the project stakeholders.
Specifically, identifying which people need what information, when the information is
needed, and how the information is collected and communicated. Communications
planning strives to simplify and document effective communications within the project
organization.
5. Organization Breakdown Structure Worksheet
The organization breakdown structure (OBS) worksheet assists in reporting project tasks
by organization. The OBS provides an organizational perspective of the project rather than
a task- based perspective. The hierarchical structure of the OBS allows aggregation of
project information to higher levels. By using the OBS and WBS together, it is assured that
all elements (scope) of a project will be assigned to a responsible organization.
6. Performance Plan
The project performance plan defines how project success or failure is measured. Project
success is achieved by meeting the stated business objectives for the project and by
satisfying customer needs. The performance plan identifies the relationship of the agency’s
business objectives to performance goals and specifies: who will measure the
performance; how and when performance is measured; and, how performance is reported.
The performance plan also identifies and defines the project deliverables and acceptance
criteria for each deliverable. The performance plan is a result of the complete planning
process that begins with the project scope and objectives defined by the project charter. All
of the plans developed through execution of the core and facilitating processes provide
information that is used in development of the performance plan.
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7. Procurement Plan
Procurement planning is the process of identifying and planning for the purchase of
products, goods, and services required by a project. In general, procurement planning
deals with the following:
Identifying the products, goods or services being procured.
Selecting the procurement method.
Identifying the quantities of the products, goods or services being procured.
Identifying when and where procured products, goods or services must be
delivered.
Defining the procurement schedule for each step of the procurement methodology
selected.
When developing the procurement plan, the project manager and project team must
determine the following:
How does this product, good, or service meet the needs of the project and the
organization as a whole?
Does the product, good, or service already exist within the organization?
Is there a service provider available in the marketplace for the product, good, or
service?
Does the organization have the means (staff, money, contract, etc.) to produce or to
acquire the product, good, or service?
Using the questions above as a guide, the project manager and team identify the products,
goods, and services to be procured for support or completion of the project.
8. Project Scope and Business Objective Worksheet Instructions
The Project Scope and Business Objective Worksheet are provided to assist the project
manager and project team in preparing the project plan. Additional information or
modifications to the project scope and objectives should be included in the Project
Summary Section of the Project Plan. Project managers, appointed at the time a project is
chartered, will conduct a review and analysis of the project scope and objectives as part of
the project plan development.
9. Project Plan (PP)
The project plan is used to guide execution and control of the project. It forms the basis for
all management efforts associated with the project. The project plan can also be used to
communicate with project stakeholders and gain support and understanding of the project.
The project manager and project team develop the project plan through execution of the
project planning processes and present the plan to management for approval.
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Information documented in the project plan evolves as the project moves through multiple
iterations of the planning process. Changes made to any component of the project plan
can affect other plan components and thus requires the review of all planning documents.
The main body of the project plan provides a summary of the project plan with details
provided in appendices that represent specific components of the project plan. The project
plan should include the following:
Project Scope and Business Objective Worksheet Instructions
Work Breakdown Structure
Organizational Breakdown Structure
Activity Definition Sequencing Worksheet
Resource Plan
Project Schedule
Budget Plan
Performance Plan
Risk Plan
Procurement Plan
Communications Plan
Change and Configuration Management Plan
Quality Management and IV & V Plan

10. Project Planning Transition Checklist
The Checklist identifies all the activities necessary to complete the project plan. It also
describes the work in sufficient detail so that the person performing the work understands
the requirements necessary to complete it correctly.
11. Quality Management and Independent Verification and Validation Plan
The objective of quality management planning is the successful delivery of products,
goods, or services that meet organization needs and satisfy user expectations. Techniques
for achieving quality management objectives are product testing, project audits, and
independent verification and validation (IV&V).
The quality plan defines how the project team will implement the organization’s quality
policy. If the organization does not have a formal quality policy then the project
management team should develop a quality policy for the project. The quality plan
documents the processes, procedures, activities, and tasks necessary to implement the
quality policy. The plan also assigns responsibilities and allocates resources for completion
of the activities and tasks. The project performance plan is linked to the quality
management plan. The performance plan documents project goals and project deliverables
as well as the acceptance criteria for the project deliverables.
NETL - EPMO C H A R T E R

V1.0

60

NATIONAL ENERGY TECHNOLOGY LABORATORY

Product testing, project auditing, and IV&V will focus on evaluation of the deliverables,
project processes, and achievement of project performance goals. The IV&V effort will
provide a thorough and independent review of the project processes and specified
deliverables. In addition to the performance plan, the quality plan must be synchronized
with the resource, schedule, budget, risk management, and procurement plans.
12. Project Schedule
The project schedule is based upon information in the WBS, OBS, Activity Definition and
Sequencing Worksheet, and Resource Plan. The schedule should address at least three
levels of WBS Elements. The schedule may be prepared using an automated scheduling
tool like Microsoft Project. If an automated tool is used, format the data entry table to
include all of the data elements identified in the table section of Project Schedule
Template.
13. Resource Plan
Projects have a limited number of resources. The project charter allocates resources (at a
high level) to the project. One of the project manager's primary roles is to find a way to
successfully execute a project within these resource constraints. Resource planning
involves identifying a team that possesses the skills required to perform the work (labor
resources), as well as identifying the tools, equipment, facilities, and other resources
needed by the team to complete the project.)
14. Risk Management Plan
Risk management planning identifies how the project team responds to and manages risk
throughout the execution and control phase of the project. Risk management is an ongoing
process. Risk management planning identifies foreseeable risks, quantifies the threat
posed by the risks, develops mitigation alternatives for the risks, and identifies responsible
person(s) to manage or mitigate the risks. The risk management plan provides input to the
budget and schedule plans.
Risk Management Plan Process
The risk management plan has four functional components, these components are:
Risk Management Strategy
Risk Identification and Quantification
Risk Response and Monitoring
Risk Mitigation Cost Estimation
The risk management strategy is the approach that will be taken to manage project risk. A
risk management strategy describes the process for identification of risk, evaluation and
prioritization of risk, identification of options for mitigating risk, the process for maintaining
the risk plan and risk monitoring, and the responsibilities of individual project team
members and other stakeholders relative to risk.
15. Work Breakdown Plan
A work breakdown structure (WBS) is a hierarchical representation of all the discrete
products, services, activities, tasks, and subtasks that comprise a project. The WBS
represents the total scope of the project. Work not identified in the WBS is outside the
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scope of the project. Using a WBS, the project scope is broken down into progressively
lower levels of detail. The lowest level of the WBS is a work package. The work package is
a task or activity that can normally be completed in 80 hours or less.
Each level of the WBS is referred to as a tier. Tier I represents the highest level of the
WBS.
Example:

Tier I. Project Management
Tier II. Project Plan
Tier III. Project WBS
Project Resource Plan
Project Schedule
Project Budget

16. Lessons Learned
Lessons Learned can be compiled throughout the project or at specific intervals, such as
the end of a life cycle phase. The purpose of gathering Lessons Learned is to identify
those things that the project team did that worked very well and should be passed along to
other project teams and to identify those things that should be improved for future project
work.
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EXECUTION & CONTROL PHASE
The Project Execution and Control Phase (See Figure 1.5) is the part of the project and
product lifecycle where the tasks that build the deliverables are executed. The Project
Execution and Control Phase begin when the project plan is approved and the resources
necessary for executing the starting task are assembled. Project execution should be in
accordance with the approved project plan. Though Control is part of this phase it is also part
of the ―Monitoring & Control‖ throughout the entire Project life cycle.

Figure 1.5
Project Management Knowledge Areas, Lifecycle, and Recurring Activities

Activities and Documents in the Execution and Control Phase:
Project execution and control consist of task execution, measuring project progress, reporting
project status, and exercising management controls. The project team executes the tasks as
mapped out in the project plan. Controlling project execution requires the measurement of
project performance, monitoring project risk, and controlling change to the project baseline.
The manager is focused on observing and analyzing the work underway. Controls outlined in
the project plan keep the project on schedule, in scope, and within budget. During this phase,
the processes of executing, controlling, and planning are continuous interactive activities.
NETL - EPMO C H A R T E R

V1.0

63

NATIONAL ENERGY TECHNOLOGY LABORATORY

Figure 1.6 below depicts these activities. This phase ends when the product, good, or service
developed has met the user acceptance criteria established in the performance plan and a
user acceptance document has been completed. The essential deliverables created in this
phase are project status reports and the user acceptance document.

Figure 1.6
Project Execution and Control Phase Processes

Executing the Project:
Execution is the act of carrying out planned activities. The execution of the project plan is
simply the act of performing task and activities that result in the production of the project
deliverables. Task and activities performed must be completed effectively and efficiently. The
project plan serves as a road map and a common frame of reference for all members of the
project team. The project plan is therefore, the foundation for successful delivery of projects. In
a perfect world, plans are executed precisely as written. In reality, no plan is ever performed
with such precision. Plans are forward looking documents that cannot anticipate all
eventualities.
During execution, the project team must continuously monitor its performance in relation to the
baseline project plan. By measuring and evaluating the actual execution of project activities
against the baseline plan, the project team and stakeholders can gauge the progress of the
project.
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Start Up:
Moving from planning into execution can be a major obstacle in successful project delivery. A
project kick off meeting can facilitate the transition from planning activities and tasks to
executing them. A kick off meeting enhances execution by focusing the team on the project
and by defining a starting point for beginning project execution. Additionally, it is a milestone
when all resources needed to begin execution are assembled and available to the team. The
kick-off meeting provides an opportunity for communication and establishing the commitment
of the team and stakeholders to the success of the project. The focus of the meeting is
communications, identification of team members and stakeholders, reviewing the project scope
and business objectives, identifying the challenges, and identifying the next step in getting the
project underway. At this point, team members and team leads must, at a minimum, have
copies of the schedule. The schedule must identify to each person his specific tasks and dates
for starting and completing them.
Project Performance Monitoring:
Performance monitoring (See Figure 1.7) can provide assurance that the project is
progressing as planned or reveal the need to intervene and take action to ensure the
achievement of the desired business objectives. The execution of project task and activities
occur in a cycle were the task is executed, execution is measured, the results are reported,
and management controls needed are applied. Performance monitoring involves the collecting,
analyzing, and reporting project performance information to provide the project team and
stakeholders with information on the status of project execution. Measurements, or metrics,
are used to monitor project progress and are based on information or data collected about the
status of project activities or tasks.
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Figure 1.7
Project Monitoring Cycle

Common Project Metrics:
Various metrics can be gathered to monitor project progress. Common areas to monitor
typically include project schedule, work effort, costs, issues resolution, and changes to the
project. Other metrics may be requested and defined by project or organizational
management. Some common metrics, which may be utilized during project execution, are
provided below.
1. Project Schedule Deviation:
Project schedules may include all tasks and estimated work hours for the entire project
or it may represent a ―phased‖ or ―iterative‖ approach to the project. In the latter case,
the schedule will reflect the tasks and efforts of only a portion of the entire project.
Reporting for the purposes of management should be against the detailed portion of
the project schedule. Monitoring the critical path is essential. By definition, the critical
path of a project has little or no slack time. All schedule changes must therefore be
analyzed for impact to the project’s critical path since such changes will result in
deviation from the project schedule.
Monitoring of the planned versus actual starts and completions provides a gap analysis
and leads to identification of overall trends. Status of tasks is reported as:
Not Started - 0 %
Started/In Process - 1-99 %
Completed - 100%
Metrics To Capture – For the reporting period and for plan to date:
Number of ―Planned Starts‖
Number of ―Planned Completed‖
Number of ―Actual Starts‖
Number of ―Actual Completed‖
Number of tasks reporting > 84% completed
Total number of project tasks
Number and Percent of Milestones Tasks outstanding
(Total number of project milestones – Completed = Total Outstanding)
(Total outstanding / Total number of tasks = % Outstanding)
2. Work Effort:
Monitoring work effort is essential for evaluating whether the project is executing within
budget or not. This information is used to project the cost of labor for the project. The
number of hours, preferably at the task level, needs to be captured and tracked.
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Metrics To Capture – For the reporting period and for planned to date:
Number of ―Planned Hours‖
Number of ―Actual Hours‖
Metric Calculations – For the reporting period and for planned to date:
Deviation from plan
(Planned – Actual = Deviation from Planned Hours)
Percent Deviation from plan
(Deviation from Plan/Planned Hours x 100 = % of Effort Deviation)
3. Cost:
The budget plan developed during planning represents the basis for measurement of
deviation during execution. Measuring cost requires the support of the financial and
procurement support business units.
Metrics To Capture – Costs for the reporting period and for planned to date for:
Internal Staff Labor
Services
Development Tools
Software
Hardware
Materials and Supplies
Facilities
Telecommunications
Training
Contingency (Risk)
Metric Calculations – For the reporting period and for planned to date:
Difference between actual expenditures and planned budget for each metric
Increase or decrease to total project budget cost
Percentage deviation from spending plan for the period measured
(Spending Plan – Actual Cost)/Actual Cost x 100 = % Deviation from Spending
Plan:
4. Project Issues:
One indicator of project health is the number of open issues and their impact on the
project. Proactive issue management aims to track and analyze all issues, specifically
focusing on those that have remained unresolved.
Metrics To Capture – For the reporting period and for planned to date:
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Number of new issues
Number of closed issues
Number of outstanding issues

Metric Calculations – For the reporting period and for planned to date:
Total Number of issues =Number of outstanding issues + Number of closed
issues
Percentage of issues closed = issues closed divided by total issues
5. Project Change Requests:
There will always be changes to a project. The challenge is to identify and manage
them. The Change and Configuration Management Plan provide a process and
guidance for managing change during project execution. A change management log
and change request documents are used as tools to monitor, track, and approve
request to change items under change control or configuration management.
Metrics To Capture – For the reporting period and for plan to date:
Number of new requests by impact type, by requestor type
Number of closed requests by impact type
Number of outstanding requests by impact type
Number of accepted change requests by impact type
Number of rejected change requests by impact type
Number of undecided change requests by impact type
Metric Calculations – For the reporting period and for plan to date:
Total Number of requests by impact type =
Number of accepted requests by impact type + Number of rejected by impact
type
+ Number of undecided requests by impact type – Number of new requests by
impact type
Percent of high impact change requests = Number of high impact requests /
Total number of requests

Project Execution and Control Task:
1. Team Member Status Report
The Team Member Status Report is filled out by team members and submitted to the project
manager on a regular basis. It tracks schedule and cost status for the current reporting period
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and provides planned information for the next reporting period. Status reports also identify new
risks and issues that have arisen in the current reporting period.
2. Team Directory
The Team Directory lists the project team members and their primary contact information. It is
particularly useful on virtual teams when team members often have not met one another and
may work in different time zones.
3. Team Operating Agreement
The Team Operating Agreement is used to establish ground rules and guidelines for the team.
It is particularly useful on virtual teams and teams that are comprised of members from
different organizations.
4. Team Performance Assessment
The Team Performance Assessment is used to review technical performance and
interpersonal competencies of the team as a whole. It also addresses team morale and areas
for team performance improvement.
5. Change Request
The Change Request is used to change any aspect of the project. It can pertain to project,
product, documents, requirements, or any other aspect of the project. Upon completion, it is
submitted to the change control board or other similar body for review.
6. Change Log
The Change Log is a dynamic document that is kept throughout the project. It is used to track
changes from request through final disposition.
7. Decision Log
The Decision Log is a dynamic document that is kept throughout the project. Frequently there
are alternatives in developing a product or managing a project. Using a Decision Log can help
keep track of the decisions that were made, who made them, and when they were made.
8. Issue Management Log
The Issue Log and Issue Management Document are used to track, document, and resolve
issues that are identified during project execution. Initially, issues may be identified in a project
status report or in an Issue Management Document. The Issue Log is a master record of
issues that are identified and is used to track progress toward resolution. The Issue
Management Document is a means of reporting issues and is used by the project team to
document the issue, assess the impact of the issue, make recommendations, and identify the
resources needed to resolve the issues. Managers use the Issue Management Document to
assign responsibility and to document decisions on actions directed to resolve the issue. The
Issue Log is a dynamic document that is kept throughout the project. An issue is a point or
matter in question or in dispute, one that is not settled and is under discussion, or one over
which there are opposing views or disagreements.
9. Project Transition Checklist
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The project transition checklist provides a vehicle to verify completion of a project phase before
beginning the next phase. The transition checklist used at the end of the Execution and
Control phase focuses on completion of project tasks, and verification that acceptance criteria
have been met. Additionally, the transition checklist forces the project team and project
stakeholders to formally address the transfer and acceptance of the deliverables and
associated documentation.

Project Execution and Control Transition Checklist
Project Execution and Control Transition Checklist is a list of questions that indicates
necessary actions have been accomplished prior to moving to the Project Closeout phase.
The checklist provides a status column where the completion status of project elements is
recorded (as one of the answers shown below).
Y = Item has been addressed and is completed.
N = Item has not been addressed, and needs to be to complete the process.
N/A = Item has not been addressed and is not related to this project.
Comments or plans to complete items that have not been addressed are also documented on
the checklist.
10. Project Status Report
A standard requirement of all projects is to provide information to both executive management
and the project team members on the status of the project. Although the frequency of the
reports may sometimes vary, the frequency should correspond with information requirements
identified in the project Communications Plan. Often status reports are prepared for executive
or team meetings.
The project status report is a means of communicating regularly the ongoing progress and
status of a project. The overall project status is communicated to all team members using the
project status report. The same report may be used to communicate the project status to
managers and other stakeholders. Key project team members generally produce the project
team’s status reports on a weekly, or biweekly, basis.
The information shared in the Status Report should be in a consistent format throughout the IT
project. The types of reports a particular project uses may vary in detail and metrics required
but the basic format remains consistent across all projects.
11. User Acceptance Report
Acceptance criteria for project deliverables establishes in advance an agreed upon standard of
performance or capability that the user will accept in a specific deliverable The Performance
Plan developed in the Project Planning Phase articulates the project deliverables and
acceptance criteria. Acceptance criteria then become the fundamental guideline for the design
team to build a solution that the user will find acceptable.
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The execution phase ends when the user has agreed to accept the deliverable(s) in the state
that they exist. The acceptance criterion is the standard that the user uses to judge if each
deliverable is satisfactory. In some cases, the deliverable may not meet all acceptance criteria
but, from an overall view, the deliverable will meet the requirements of the user. The user must
authenticate acceptance of each deliverable. The user will also identify any issues that remain
outstanding and the agreed to plan for resolution of any outstanding issues.
12. Quality Audit
A Quality Audit is a technique that employs a structured, independent review to project and/or
product elements. Any aspect of the project or product can be audited.
13. Lessons Learned
Lessons Learned can be compiled throughout the project or at specific intervals, such as the
end of a life cycle phase. The purpose of gathering Lessons Learned is to identify those things
that the project team did that worked very well and should be passed along to other project
teams and to identify those things that should be improved for future project work.
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CLOSING PHASE
The Project Closeout Phase (See Figure 1.8) is the last phase in the project lifecycle.
Closeout begins when the user accepts the project deliverables and the project oversight
authority concludes that the project has met the goals established. The major focus of project
closeout is administrative closure and logistics.
Project closeout includes the following key elements:
Turn over of project deliverables to operations
Redistributing resources—staff, facilities, equipment, and automated systems
Closing out financial accounts
Completing, collecting, and archiving project records
Documenting the successes of the project
Documenting lessons learned
Planning for Post Implementation Review

Figure 1.8
Project Management Knowledge Areas, Lifecycle, and Recurring Activities
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The Closing phase includes all the activities necessary for the project office to close the
project. Project Close may be signified by system acceptance and transfer to the support
organization, or by official system retirement or replacement. It is important that lessons
learned during the project are captured and that project information is properly archived. This
phase marks the end of the project’s operation, including transferring operations and/or data to
a follow-on system (as applicable) and retirement of any legacy system. This phase includes
archiving project data and documenting final lessons learned.
Activities and Documents in the Closeout Phase:
The major activities in the Closeout Phase (Figure 1.9) consist of tasks that are typically
administrative and logistical in nature. Initially, the focus is on performing the tasks associated
with dispensing and reconciling personnel, property, and funding. When these tasks are
finished, the attention of the project manager is focused on documentation of lessons learned
and project closure. At some predetermined point, a Post Implementation Review of the project
deliverables is conducted. The primary documents prepared during this phase include the
Project Transition Checklist, Project Closeout Report, and Post Implementation Review by the
CIO Team (EA, EPMO and Cyber Security).

Figure 1.9
Project Closeout Phase Processes

Project Closeout Task:
Project Close-out involves documenting the final project performance as compared to the
project objectives. The objectives from the Project Charter are reviewed and evidence of
meeting them is documented. If an objective was not met, or if there is a variance, that is
documented as well.
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1. User Acceptance Report
The user has authenticated acceptance of the system and validate that all and or any
outstanding deliverables have completed and accepts the Training Plan as stated in the
Acceptance Report submitted during the close of the Execution Phase.
2. Training Plan
The Training Plan shall describe how the Contractor will provide training to NETL and
customer/user staff during the transition. The Plan must be submitted 30 days prior to project
closeout projected date.
3. Project Close-out Transition Checklist
The Project Transition Checklist provides a vehicle to verify completion of a project phase
before beginning the next phase. The transition checklist used at the closeout phase focuses
on completion of project tasks and satisfying acceptance criteria. Additionally, the transition
checklist forces the project team and using organization to address the issue transfer for both
the deliverable and associated documentation.
4. Project Close-out Report
A Project Closeout Report documents the completion of closeout tasks and project
performance. The report provides a historical summary of the projects deliverables and
baseline activities over the course of the project. Additionally, the project closeout report
identifies variances from the baseline plan, lessons learned, and disposition of project
resources. The project closeout report is intended to provide a concise evaluation of the
project.
The project manager typically has responsibility for preparing the report. The project manager
obtains input from the entire project team, the customers, and other major stakeholders.
People performing different functions on the project will have different outlooks on the
successes and failures of the project and on possible solutions. The Project Closeout
Transition Checklist is used to guide the development of the report. Lessons learned sessions
and the User Acceptance Report are also used.
Establishing the date for a future post implementation review of the deliverable is the final
element of the closeout report. This date must be coordinate and agreed to by the organization
and project manager. Typically, the project manager or project sponsor will conduct a project
implementation review after the deliverable has been in service for a period of time adequate
for evaluation of the product or service’s successful integration into the business. Typically, a
six month period is adequate.
5. Turnover to Maintenance & Operations (ITD)
The most important aspect of project closeout is the physical turnover of control of the product,
good, or service delivered by the project to the M7) team (Figure 1.10 below). All project
deliverables will need to be maintained and supported after the project team disbands.
Procedures for this turnover and acceptance by the operational unit must be determined.
Turnover and acceptance activities include but are not limited to knowledge transfer,
documentation transfer, and physical transfer of the deliverable.
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Figure 1.10
Project Close-out Transition to M&O

6. Procurement Audit
The Procurement Audit is a structured review of the procurement process. Information in the
audit can be used to improve the process and results on the current procurement or on other
contracts.
7. Contract Close-out
Contract Close-out involves documenting the vendor performance so that the information can
used to evaluate the vendor for future work. Additionally, information from the Contractor
Status Report can be used when collecting information for Lessons Learned.
8. Lessons Learned and Archived
Lessons Learned can be compiled throughout the project or at specific intervals, such as the
end of a life cycle phase. The purpose of gathering Lessons Learned is to identify those things
that the project team did that worked very well and should be passed along to other project
teams and to identify those things that should be improved for future project work.
9. Post Implementation Review
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The CIO Team conducts a final review of the overall project performance; compliance with
policies and procedures, Charter performance rating, Stakeholder Acceptance and Satisfaction
and project team performance and award recognition.
10. EA ROI Report
A Post Implementation Review and EA Report document the successes and failures of the
project deliverable. The review process should be directed by the project sponsor or manager.
The review is a collection of data from the organization and users about the deliverable. The
data will be used in a report that is focused on how well the deliverable performed, how well
users accepted the deliverable, and what is the actual cost to operate and maintain the
deliverable. Fundamentally, the report addresses whether or not the projected return on
investment was achieved.
The report will specifically address:
How well the deliverable solved the Business Problem identified in the Project
Charter.
Impact the deliverable had on the Agency Core Business Activities.
Project Performance Measures.
Actual operational cost versus projected operational cost.
User acceptance or satisfaction with the delivered product.
Organizational change required or resulting from the deliverable.
Actual Return on Investment for the period versus projected return on investment.
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System Development Life Cycle:
The System Development Life Cycle (SDLC) is a framework used in the Project Life Cycle
Framework (flowchart below) that describes the stages involved in a system development
project. The SDLC is a structured, integrated approach that is characterized by a sequence of
phases in which each phase is incomplete until the appropriate deliverables are produced.
This SDLC feature ensures a consistent approach and control throughout the system
development project and includes six phases:

1. Requirements Analysis: The Requirements Analysis phase is focused on understanding
and documenting the user’s business needs to a level of sufficient detail to allow for
system design. This occurs during the Planning Phase of the IT project. The emphasis
throughout this SDLC phase is to understand and document the users' system needs. The
analysis phase includes the technical aspects and constraints that should be considered,
but should not be influenced by implementation characteristics. The user requirements
should be accurately reflected, and be measurable, testable and related to the business
need. The requirements need to be defined to a level of sufficient detail for developing the
system design in the Design phase.
2. Design: The Design phase involves the interpretation of the system requirements identified
in the analysis phase into a unified system design that describes the characteristics of the
system to be built. This phase overlaps between the Planning and Execution Phase. This
SDLC phase takes the Requirements Analysis phase artifacts as inputs to describe how
the proposed system will be built. The design describes the detailed system elements and
the specific technical environment for the system. A detailed system design will be
developed in sufficient detail with minimal additional input. The results in this phase
significantly impact the development phase.
3. Development: In the Development phase, the design specifications are transformed into a
complete and integrated system. All system components are validated for compliance to
requirements and design. During the Development phase, the design specifications
produced during the design phase are translated into system components. The developed
system is validated through a sequence of individual unit testing for usability and
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integration testing with the objective of ensuring that the system functions as expected and
satisfies all requirements. This phase is usually carried out in parallel with the development
of testing documents and user documentation.
4. Test: In the Test phase, the various components of the developed system are integrated
and methodically tested to validate that all identified requirements have been satisfied prior
to system implementation. In the Test phase, all system components are tested at multiple
integration levels to verify the functionality and completeness of the system. Systems
requirements are traced throughout the testing phase to identify variances from
specifications and requirements. This phase requires user acceptance testing and is an
important factor in ensuring that the system satisfies its intended use and meets user
needs.
5. Implementation: In the Implementation phase, the system is installed in the production
environment and continues until the production system is operating in accordance with the
requirements. In this phase, the system is installed and made operational in the production
environment after the system and users’ acceptance testing. Activities in this phase include
efforts required for implementation including notification to end users, execution of training,
data entry or conversion, and system monitoring. This phase continues until the production
system is operating in accordance with the defined requirements and planning for
sustainment has begun.
6. Transition to M&O: During the Transition to Maintenance and Operations (M&O) phase,
the production system is operational and the system operations are transitioned to the
support organization for routine maintenance and performance monitoring. The operational
system support has been transitioned to the support team to ensure that the system
continues to perform according to specifications. The support team performs routine
maintenance and upgrades and end user support to support the system’s operational
effectiveness. Operations continue as long as the system responds to the organization’s
needs.
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APPENDIX J: GLOSSARY OF TERMS, ACRONYMS, AND ABBREVIATIONS
Term

Definition

Best Practice

According to the North Carolina IRMC’s Approved Principles, Policies, and
Standards: Superior method or innovative practice that contributes to
improved process performance, product quality, or business effectiveness.
[http://its.state.nc.us}
Another definition is: … a technique or methodology that, through experience
and research, has proven to lead reliably to a desired result. A commitment to
using the best practices in any field is a commitment to using all the
knowledge and technology at one's disposal to ensure success. The term is
used frequently in the fields of health care, government administration, the
education system, project management, hardware and software product
development, and elsewhere.
In software development, a best practice is a well-defined method that
contributes to a successful step in product development. Throughout the
software industry, several best practices are widely followed. Some of the
more commonly used are: an iterative development process, requirement
management, quality control, and change control.
An iterative (meaning repetitive) development process, which progresses in
incremental stages, helps to maintain a focus on manageable tasks and
ensures that earlier stages are successful before the later stages are
attempted. Requirement management addresses the problem of creeping
requirements, which is a situation in which the client requests additional
changes to the product that are beyond the scope of what was originally
planned. To guard against this common phenomenon, requirement
management employs strategies such as documentation of requirements,
sign-offs, and methodologies such as the use case. Quality control is a
strategy that defines objective measures for assessing quality throughout the
development process in terms of the product's functionality, reliability, and
performance. Change control is a strategy that seeks to closely monitor
changes throughout the iterative process to ensure that records are intact for
changes that have been made and that unacceptable changes are not
undertaken.
A best practice tends to spread throughout a field or industry after a success
has been demonstrated. However, it is often noted that demonstrated best
practices can be slow to spread, even within an organization. According to the
American Productivity & Quality Center, the three main barriers to adoption of
a best practice are a lack of knowledge about current best practices, a lack of
motivation to make changes involved in their adoption, and a lack of
knowledge and skills required to do so. [Reference B]

CEO

Chief Executive Officer

CIO

Chief Information Officer

EA

Enterprise Architecture
The Clinger-Cohen Act requires that every Federal agency develop an
Enterprise Architecture (EA). EA is a management engineering discipline

NETL - EPMO C H A R T E R

V1.0

79

NATIONAL ENERGY TECHNOLOGY LABORATORY

Term

Definition
presenting a comprehensive view of the enterprise, including strategic
planning, organizational development, relationship management, business
process improvement, information and knowledge management, and
operations.
EA consists of models, diagrams, tables, and narrative, which together
translate the complexities of the agency into simplified yet meaningful
representations of how the agency operates (and intends to operate). Such
operations are described in logical terms (e.g., business processes, rules,
information needs and flows, users, locations) and technical terms (e.g.,
hardware, software, data, communications, and security standards and
protocols). EA provides these perspectives both for the enterprise's current or
"as is" environment and for its target or "to be" environment, as well as a
sequencing plan that charts the journey between the two.
EA development, implementation, and maintenance are a basic tenet of
effective IT management. Managed properly, architecture can clarify and help
optimize the interdependencies and interrelationships among an organization's
business operations and the underlying IT infrastructure and applications that
support these operations."
Ways that the EA can guide information technology investments include:
Capturing facts about the mission, functions, and business foundation
in an understandable manner to promote better planning and decision
making.
Investment technology organizations within the enterprise through a
standardized vocabulary.
Providing architectural views that help communicate the complexity of
large systems and facilitate management of extensive, complex
environments.
Focusing on the strategic use of emerging technology to better
manage the enterprise's information and consistently insert those
technologies into the enterprise.
Improving consistency, accuracy, timeliness, integrity, quality,
availability, access, and sharing of IT-managed information across the
enterprise.
Supporting the Capital Planning and Investment Control (CPIC)
process by providing a tool for assessment of benefits, impacts, and
capital investment measurements and supporting analyses of
alternatives, risks, and trade offs.
Expediting integration of legacy, migration, and new systems.

e.g.

for example

EPMO

Enterprise Project Management Office

FAQ

Frequently Asked Questions
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Term

Definition

FEA

Federal Enterprise Architecture
The Federal Enterprise Architecture framework (FEA) was established in 1999
by the Chief Information Officers (CIO) in response to the Clinger-Cohen Act
of 1996.
The purpose of the FEA framework is to facilitate shared
development of common processes and information among Federal Agencies
and other government agencies.
The FEA consists of a set of "interrelated models" designed to facilitate crossagency analysis and the identification of duplicative investments, gaps and
opportunities for collaboration within and across agencies. FEA models are
defined as:
Business Reference Model (BRM)
Performance Reference Model (PRM)
Service Components Reference Model (SRM)
Data and Information Reference Model (DRM)
Technical Reference Model (TRM).
Based on the FEA, a given architecture can be partitioned into business, data,
applications, and technology architectures:
Business architecture represents the business functions that the
agency performs and the information that it uses.
Data architecture defines how data is stored, managed, and used in a
system. It establishes common guidelines for data operations that
make it possible to predict, model, and control the flow of data in the
system.
Application architecture consists of logical systems that manage the
data objects in the data architecture and support the business
functions in the Business Architecture. The applications are defined
without reference to particular technologies. The applications are
stable and relatively unchanging over time, whereas the technology
used to implement them will change over time, based on the
technologies currently available and changing business needs.
The Technology Architecture describes current and future technical
infrastructure and specific hardware and software technologies that
support information systems. It provides guidance and principles for
implementing technologies within the application architecture.

IT

Enterprise Information Technology

IT Project

Any project that involves computer-based technology that requires qualified
organizational resources and involves more than $50k in expenditures.
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Term

Definition

i.e.

that is; in other words

ITPM

IT Portfolio Management
ITPM is the application of systematic management to large classes of items
managed by enterprise Information Technology (IT or IT) capabilities. Examples
of IT portfolios would be planned initiatives, projects, and ongoing IT services
(such as application support). The promise of IT portfolio management is the
quantification of previously mysterious IT efforts, enabling measurement and
objective evaluation of investment scenarios.
Maximize value of IT investments while minimizing the risk
Improve communication and alignment between IS and business
leaders
Encourage business leaders to think "team," not "me," and to take
responsibility for projects
Allow planners to schedule resources more efficiently
Reduce the number of redundant projects and make it easier to kill
projects

OPM3®

PMI - Organizational Project Management Maturity

PM

Project Management

PMO

Project Management Office

PMP

Project Management Professional

R&D

Research and Development

SMART

Specific, Measurable, Attainable, Results-oriented, Time-delimited

TBD

to be determined
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APPENDIX K: REFERENCE SOURCE LEGEND:
Reference

URL (http://)

A.

Description
Federal CIO Website

B.

DOE – CIO Website

http://cio.energy.gov/index.htm
http://www.science.energy.gov/opa/PDF/g413314%20Info%20Tech%20Project.pdf

D.

DOE – Information Technology
Guideline, DOE G 413.3-14
9-12-08
Departmental Information Systems
Engineering (DISE) - Volume 1
Information Systems Engineering
Lifecycle

E.

Project Management Institute

www.pmi.org

F.

Oregon Gov. Process Center of
Excellence (PCoE)

http://www.oregon.gov/DHS/admin/bpm/pmo/

C.
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APPENDIX L: OFFICE OF THE CIO EPMO POLICIES
Policy Type

Policy Title

Issued By Policy Number

1. Administrative Policy

Program Management

CIO

NETL- CIO -10-01

2. Administrative Policy

Adoption of CIO Best
Practices

CIO

NETL- CIO -10-02

3. EPMO Procedure

Project Initiation Procedure

CIO

NETL- CIO -10-03

4. EPMO Procedure

Project Planning Procedure

CIO

NETL- CIO -10-04

5. EPMO Procedure

Project Execution
Procedure

CIO

NETL- CIO -10-05

6. EPMO Procedure

Project Monitoring &
Controlling Procedure

CIO

NETL- CIO -10-06

7. EPMO Procedure

Project Closeout Procedure

CIO

NETL- CIO -10-07

8. Administrative Policy

Enterprise Information
Technology Architecture

CIO

NETL- CIO -10-07
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APPENDIX M: EPMO PROJECT EXECUTIVE REPORTING FORMS
The Project Manager will be responsible for issuing these executive summary reports
throughout each phase of the Project Life Cycle Framework (PLCF).
STEP 1: Pre-initiation Phase – Business Case
Step 2: Initiation Phase – Strategy
Step 3: Planning Phase - Integrated Project Plan
Step4: Planning Phase – Communication Plan
Step 5: Post Implementation Review
Step 6: Execution Phase – Implementation – Readiness For Change/Go Live
Step 7: Execution Phase – Monitoring & Controlling
Step 8: Closing Phase – Transition Support
Step 9: M&O Phase – Performance Measures
Trends & Lessons Learned: This report is submitted at the end of PLCF phase.
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