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ABSTRACT

Organizations are fetching more and more conscious of the significance of a project
management Office to rule the operation of their conducted projects, that's why
gradually more Organizations are initial PMOs. Till now there is no globally approved
and recognized standard for PMOs, and mockups used by different organizations vary
a lot, but there is a common set of simple requirements, modules, and functions of any
PMO to be of worth to its organization. The Project Management Office (PMO) is a
mechanism castoff to address common project management matters in an

organization in demand to support and enable project success.

IUB has been providing with a number of different opportunities to produce and
develop below the authority of HEC.IUB has taken on different roles in graduate
studies, exploration and teaching. IUB now has a regional mandate for the
establishment of open learning. This change in the life of our organization compels us
to reconsider our institution’s “Mission Statement” and “Values” and provides us a

chance to set new institutional planned goals and objectives.

Due to several initiatives IUB facing underneath problems:

> Enterprise too many projects simultaneously, through lack of effective ranking
mechanisms

» Failure to assign sufficient resources or resources with the precise skills to a
project

> Failing to monitor good practice in project management and an over-all lack of
rig our about project control

> Using inexpert project managers, frequently owing to a culture which does not
repute project management as a discipline in its individual right

> The need to seek agreement on requirements and solutions from largely
independent user groups

> Diversity of tactics around fundamental business procedures within the same
organizations

» Limited/In Payments availability of finance

These issues are fixed by the execution of the Project management office. For its

- execution many problems faced as upper management not enthusiastic to accept the
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change but by the proper direction we able to appliance the Project management
office.

IUB is the implementation of a combined ERP application suite at IUB Bahawalnagar
campus to support its tactical goals. With the help of this Project management office
they now simply know altogether the requirements of the project and all cost are in
visible of them. This report supports them to manage their all the possessions in
effective way and evolvement of work monitor through this schedule. Number of
assets, cost required all is cover in this report and role of project manager which is
precise important is clear in this report. Final result might be more precise due to this
project management office. Last but not least this project will positively help the IUB
to its goal of constantly improve IUB’s business procedures, lower IT costs and other
: operating expenditures. All supervision and expertise are given by our appreciated Sir

Ahsan Magbool.
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1. INTRODUCTION

1awalpur has constantly been a seat of advanced learning. Uch Sharif, a close
ient town, had one of the major universities where scholars from entirely over the
used to derive for studies. As an extension of that tradition, Jamia Abbasia was
nized in Bahawalpur in the year 1925, subsequent the academic chases of Jamia
Azhar, Egypt. The famous professors spread Islam by educating Tafseer of Quran,

dith, Figh, and The past along with other current subjects.

# inion of the changing setup, Jamia Abbasia was acknowledged as a chartered
ity in the year 1975, and name again as The Islamia University of Bahawalpur.
ily, it started working at Abbasia and Khawaja Fareed Campuses with ten
_In order to build a modern and independent campus, 1250 acres of grimy land
acquired by the University on Hasilpur Road around eight kilometers away from

ty center.

e a period of time with constant efforts and hard work, the sand hills have been
ilitated into well-built faculties, green grasslands, hostels, residential colony,
mhouses and orchards; It is recognized as Baghdad-Ul-Jadeed Campus.
' tly, there are 60 Department present 127 programs. Apart from conventional
ntrols of Religious Affairs, Languages, Public and Basic Sciences; education is
ng conveyed in the areas of Business Administration, Engineering, Cultivation,
ary Sciences, Computer, By-law, Education, Fine Arts, Pharmacy, Life
es and Sports Sciences. The University standards quality education relatively
‘quantity. A team of vastly qualified and committed facility members have been
iVed to achieve this end. Moreover, the exploration has been made keystone of

educational philosophy.

and to provide chances of higher education to the youth at their door step, two
ses are running at Rahim Yar Khan and Bahawalnagar since 2005. A recent
Isive addition to the University is its Ranger Campus in the heart of city. Primarily,
. ments of Management Disciplines and Computer Science & Information

ology were recognized for which retort was very encouraging.
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2. PMO (PROJECT MANAGEMENT OFFICE)

a local function to established project management standards, produce reports
elopment, risks, and assets and carry out sustenance activities (such as
J the risk register and sustaining the project plan) for a detailed project. The
) delivers a single basis of information almost all projects. This means that the
ral demand of the projects portfolio can simply be seen by authority groups,
them to take decisions nearby the number and precedence of projects. The
), over time, builds up skilled knowledge of what establishes an effective business
> inside the institution, and can practice this to guide supporters and project
and help to update the beginning of new projects. Likewise, PMO staff will
kill in how to participate with the different divisions around the university and
approaches for each of these. Development in standards of project
ment, along with direction for project boards, will help to maximize paybacks
ojects and programmes, guaranteeing that the finest value is attained from the

accessible.

Vision
crease the achievement of projects across the University by providing results on

 financial plan, and meeting stakeholders hopes.
;_ission
ver the leadership essential to improve and enlarge project management

the enterprise through adjustment & monitoring, management &

nunication, mentorship & direction, and the providing of tools.

Conduct
perts of project management, the Project Management Office accepts by the PMI
Morals and Professional Performance in all of our professional interactions.

Program from the Project Management Institute outlines strict standards in the

of Responsibility, Respect, Justice and Honesty.
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,:_,e of the PMO is to allow the successful execution of projects and

through:

ing and implanting standards to guarantee a common methodology to
ect delivery

aging cross program risks and needs

stematic project reporting to accomplish costs, resources, programs, and
y

ding resources, provision and supervision to project teams, and

uraging continuous progress across programs and projects

Key Stakeholders

Vice Chancellor

‘ ing committee

Project sponsors from university departments
rvices Management team

rvices finance administrator
gram/Project managers for projects

ess Analysts

IT Services Training team

MO team includes the subsequent roles:

1

|0 Manager — achieves the day to day operation of the PMO, describes PMO

policy and line manages PMO team.

Analyst(s) — assisting with the explanation of, and ensuring agreement
with, project management standards and processes, providing guidance to
ct managers and creating reports for high-ranking management and

fnance groups.
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PMO Administrator — keeping portfolio registers, generating the monthly control
"i@anel, supporting the declaration group.

3

.:,Program Support Officer(s) — operational within a specific programme
T;gustaining plans and finances, organizing monthly reports and given that

t*-fsupport to the programme manager(s).

{"Goals of PMO (Project Management Office)

‘fMethods to ensure all new project demands are logged centrally and evaluated
" against agreed principles

,- uarantee that projects have applicable business explanation throughout their
period

J’Method for post-project analyses to assess whether estimated benefits have
-..J been completed

;:'-“Guarantee that projects are track efficiently and will provide the planned
;;assistances

' Inculcation of exceptional project preparation — leading to enhanced project
l;' products

5. Timely and perfect management information to support conclusion making and
'“I prioritizing

. Outline documentation and collective information depositories to support the
brganization of projects

: VTools for assessing and reporting on project achievement

"Central organization, clarifying and division of lessons learned

. The Benefits of PMO
successful execution of a PMO is predictable to achieve the following benefits:

project consequences and reduced probability of failure, as a result of

loped project practice, achieved through the establishment of:

A center of knowledge for projects

%

A essential library of projects
' ‘*ifstribution knowledge amongst project managers

> Project assurance facility
,1.
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";:Ved communication and statistics about projects

icular point of communication for project management difficulties/advice
lomogenous and regular reporting on entirely projects.

[ nced project visibility

operational use of resources, mutually people and money and

Enhanced prioritization of projects

;p;roved arrangement of projects to policy, leading to better planning in over-
al

Implementing the PMO

Stage One — The Developing PMO (The Early Months)

| ‘Stage One — The Developing PMO (The Early Months)

An accurate list of all current and planned projects, and a process to
guarantee that this remains up to date.

The formation of a basic reporting cycle and a standard reporting format —
control panel

> A documented process for the origination of projects.

An understanding of the project finance model and the capability to enlighten
- this.

A source for PMO documentation and identifying conventions.

A means of broadcasting information (e.g. a website), at least, and/or,
~ ideally, a shared site (e.g. Wiki or SharePoint).

» A vision as to whether to implement an off the shelf practice (and which one)
or create your individual, plus a basic set of outlines for obligatory
E documents (e.g. Project Brief, PID or Project Charter, End Project Report,

Risk and Issues Log etc.)

Stage One - The Developing PMO (The Early Months)

ual processes and the practice of spreadsheets rather than cultured PPM
ools are well as the processes will certainly have to be squeezed.
ftime is within charged and staff are already used to record their time, it may

be worth financing in a simple timesheet tackles which can provide useful

rtage.
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. Stakeholder Engagement

tablish connections and current communications with former groups such as
ic, Economics, Senior Management, governance bodies.

.t to recognize the project managers and their problems. What can you do
p address these issues.

cure a high-ranking management champion — someone who will support the

10’s goals and will promote its use among their peers.

5]

. Risk
e are inadequate resources to complete Phase.
 of buy-in from those running projects means that information assembled

complete or reportage inaccurate.

Key Points

p certification to a minimum set and focus on the quality.

uracy of reporting is critical to the reliability of the PMO.

e Two — The Progressing PMO (Over The Subsequent Year)
Deliverables

ss project reporting on capitals and a number of metrics displaying project

dures for learning lessons from projects and a resource of feeding these

k into the methodology.
backs definition and measurement processes.

ning in project procedures for project managers, project teams and project

Is.
ans of project managers sharing data and support (e.g. monthly

ortunities, discussion panels, peer appraisals).

urce allocation procedures and reporting.

‘Deliverables

to consider PPM tools once procedures are firmly established.
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s within charged and staff are already used to record their time, it may

ins to investing in a simple timesheet tool which can deliver useful

<eholder Engagement

to work through Project Boards.

may want support with guarantee, identifying risks and lessons learned,
have some precise reporting needs.

ast, the PMO should be capable to explain to Project Board members their
nd responsibilities, and provide an indication of the project management

proval procedures to be followed.
ks

nking management reporting requirements deteriorate beyond the
ility of the PMO to provide
MO seen as interfering relatively than as supportive and valuable.

nformation exposed by open reporting cause’s anxiety.

Points

in hard won buy-in from stakeholders by consistent engagement.
e cost of PPM implements may be a surprise to senior management — you

ential to work hard on the business case.

age Three — The Recognized PMO (18 Months Plus)

the PMO should be established to the level that it is seen as the crucial
\ation about projects, project managers are used to functioning with the
\C standards it delivers and management value the visions provided. From
me of those activities which deliver increased benefits to the University
eed a greater development of project management practice can
y be introduced. This may comprise activiies commonly related with
anagement, such as providing conclusion support to develop a balanced
d better responsibility for resource management. Enhanced information
able and the demands for providing information in different ways to

jor management and governing board decisions will increase.
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and Technologies

PM toolset so that PMO time is concentrated on high significance

Ider Engagement

s to keep the engagement renewed.

) is too isolated from the project managers and is no longer seen as a
2nd.
inced end activities (more portfolio management than project support)

the need for staff in the PMO with more professional skills.

needs to be realized as being of high value by mutually senior
ement and project managers by this stage, and should be capable to
ate measurable developments in project delivery.

orth parrying out a development assessment annually to estimate the

on of the PMO and update the following year’s goals.

10
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Benefit Target Current
ts associated with the University | 100% None
s of project supply to time and 50% of |% of projects
' projects meeting both time
delivered and budget= 35%
within time
and budget

5 through reduced overrun due
ppraising, planning and risk

and avoidance of resource
s through better planning
ortfolio

Average overrun
<5%

Average overrun is
10%

cts encounter their objectives

Percentage of

10% of projects

developed productivity, a

fully allocated

les meeting user recognition | projects require additional
Iting in a cost saving signed off as |work in order to
adequate, secure sign off by
without follow- sponsors
on work,
exceeds 95%
ced resource allocation, Project staff |None but project

staff complain of

overtime payment requests to projects > |peaks and
consistency on external 175 days per |troughs
year
ich are non-viable are |95% projects| No projects
nd withdrawn at an prior |shown to withdrawn but
regular and comprehensive |have  delivered 10% do not deliver
business case benefits sufficient benefits
ceholder awareness of projects| Stakeholder Stakeholders are
survey s 90% |not fully satisfied
satisfaction

11
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F‘roposal Template

ject Proposal is intended to provide relevant information to determine the
& merit of a new initiative and is the initial step in the CCS Project Management
ology. This template outlines the content and format of project proposals to be

all information systems projects. The Project Management Office is your

;
> for completing this document.

g6t matching one or more of the following criteria requires a Project Proposal:

" Funding is needed for the project (fiscal or base)

S Project resources will require greater than 20 person days of effort

S Project has an impact on another department (either from the deliverables
b of the project or for project resourcing)

& Project sponsor determines that strategic visibility for the initiative is
. necessary

ng on the project scope, this document will be reviewed by either the CIO or
l,“ation Systems Steering Committee for approval. As a result, the completion

';’;',ons of this document with sufficient information is necessary to facilitate that

i Upon completion, submit this document to the Project Management Office.

t in gray is instructions for completing the template and should be
ved from the final version. Sections in this document should not be
[ removed or reordered.

_ | [Enter name of project]
r | [Name], [Position], [Department]
| [Name], [Position], [Department]
| [Mandatory, High, Medium or Low]
[yyyy-mm-dd]

>omputing Committee

Committee) , , |
ommittee | | Date of Presentation
listrative Computing Committee [yyyy-mm-dd]
ling and Learning Computing [yyyy-mm-dd]
e
arch Computing Committee [yyyy-mm-dd]

13
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tion

description of the outcome or deliverables of the project.

project is to...]

pportunity or problem that this project will address. Identify the key
project is designed to meet and include any background material on
s the project needs have arisen.

ere...]

ent

s outcomes of this project will support the university or departmental
such as referencing Carleton University’'s Strategic Integrated Plan

agic Plan.

t (Estimated)

\ated total costs that may be incurred as a result of this project and
requesting to be covered by the Information Systems Steering
) (fiscal) or by the sponsoring department (base).

description here...]

$0 $0

the risk and consequences of not pursuing this project.

14
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s ble Information

»v-\‘.:', applicable information that is not already identified in the sections
include the project considerations and approach, other institutional
re aligned with this initiative, system integration requirements or timing.

here...]

ct Managemen

'
-

t Office Use Only

| [Date]

| [Rank]

| [Notable comments from ISSC/CIO]
| [Date]

[ACC, TLCC, RCC, Date]

S

arter Template

arter Template Document

tCharter is intended to exvp!icitly document project definition and scope and
ocument in the CCS Project Management Methodology. This template

& content and format of project charters to be used for all information

echnology projects. The Project Management Office is your resource

ing this document.

¥matching one or more of the following criteria requires a Project Charter:

nding is needed for the project (fiscal or base)
vject resources will require greater than 20 person days of effort
ect has an impact on another department (either from the deliverables
e project or for project resourcing)
iect sponsor determines that strategic visibility for the initiative is
essary

on the project scope, this document will be reviewed by either the CIO or
1 Systems Steering Committee for approval. As a result, the completion

8 of this document with sufficient information is necessary to facilitate that

n will be one of the following:

roval to Plan — Approval to spend the resources necessary to develop
tailed project plan (for large, complex projects).

15
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\Pproval to Execute — Approval to proceed with the execution of the project
maller, shorter, inexpensive projects).

Hold — Approval in principle with the project concept but certain
Jitions must be met prior to proceeding with execution.

ected — Project is declined and is not approved to proceed.

n gray is instructions for completing the template and should be
d from the final version. Sections in this document should not be
' removed or reordered.

>ct Management Office]

| [Enter name of project]
[Name], [Position], [Department]
[Name], [Position], [Department]

mittee Date of Presentation
ve Computing Committee [yyyy-mm-dd]
1g and Learning Computing [yyyy-mm-dd]
Computing Committee [yyyy-mm-dd]

CApproval to Plan OApproval to Execute

ription
brief description of the outcome or deliverables of the project.
of this project is to...]
‘ opportunity or problem that this project will address. Identify the key
1e project is designed to meet and include any background material on

§ why the project needs have arisen.

16
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jnment

the outcomes of this project will support the university or departmental

ns, such as referencing Carleton University's Strategic Integrated Plan

_Strategic Plan.

here...]

imary end user(s) that benefit from the deliverables of this project and
| be positively impacted. Customers may be internal (e.g. university

r external (e.g. students, alumnus)

i mpact
[Undergraduate and [Streamlined access to
graduate applicants to the | admissions decisions]
university]

epartments who will be impacted by the outcomes of this project. Explain

' mpacts for each stakeholder group.

[New method to collect glstratlon fees]

sts that will be incurred as a result of this project and that you are
e covered by the Information Systems Steering Committee/CIO (fiscal)
soring department (base). For ‘Approval to Plan’ projects, list only the

ed with the planning phase of the project.

orary project staffing (backfilled positions only), overtime costs, external
developers

lware, software, software licenses, servers to be purchased

external training, printing costs

17
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[Two vendor consultants to advise on
system configuration and oversee
technical implementation. 15 person
days]

[$ 26,875]

TOTAL BUDGET (CDNS$, including taxes) [$0] [$30]

le

for professional services

nt anagement sytem

Rl

ance developme

ubject areas, deliverables or user groups that are deliberately not
part of the scope of this project. Include any items that could be

d as being in scope.

e the target(s) that will be used to measure the success of the project.
pected outcome that this project will have on that measure and provide

asure to demonstrate achievement of that outcome.

ples include achieving a mandated/legislative demand, decreased
ed efficiency or effectiveness, increased capacity, improved customer

nd decreased institutional risk.

18
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[Decrease residence check-out times | [92 minutes (avg)]
by 20%]

the solutions proposed in this Project Charter, describe the other
including the status quo, that were evaluated to achieve the desired
least two alternative solutions should be described here for non-mandated

Tative 1 here...]
tive 2 here...]

assumptions that the project depends on (e.g. resources, policies,
1d technology).

sting policies will not be altered during the duration of the project]
nption #2...]
iption #3...]

onstraints, restrictions or limitations that the project must adhere to.

ew/additional resources will be available for system support]

projects (planned or active) or operational changes that must be
ole or in part, before this project can start. List any existing projects
anges that may be impacted by this project. Where applicable,
Number.

Lo

[Outcomeof that pro;ecmayaff
roles, responsibilities and affect system
configuration]

19
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| Support

roject is complete, describe the anticipated support model/approach that
to ensure users are successfully transitioned to a new way(s) of operating
pport requests will be addressed on an ongoing basis. Describe how this
odel will be funded.

tion here...]

flilestones

jor events in the life of the project, as specified in the Project Schedule.
are significant events within the project that signal progress and
ent, and that the project is proceeding as planned. Milestones are a
on of a number of tasks. Example milestones are included in the table below.

wval to Plan’ projects, list only the major events associated with the planning
the project.

arter approved [Month] [Year]

Sign-off completed

and Training completed

1an resources to be allocated to the project and outline the project
es for each role. Specify the time each role will be allocated to the project
estimated work days (cumulative) on the project. Based on the project

‘;estimate the amount of work, in person days, which will be required of that

20
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[Review existing process, develop system
requirements, map new process]

[48 days]

TOTAL RESOURCES | [__ days]

tand describe the risks that may jeopardize the success and/or completion of the
' ot, specifically risks as they relate to project costs, deliverables, project schedule
nd user value. Risk prevention or mitigation steps for these risks may have to
faken during the project and should be outlined in the Risk Management section of

Project Plan.

Do not include the risks associated with not proceeding with this project. Those

' hould be described in the Purpose section.

“[Schedule,
Scope]

[Mld-prOJct chang
in MTCU guidelines
or rules]

ject Management Office Use Only

[Approval to Plan, Approval to Execute, On Hold,
Rejected]

[ISSC or CIO]
[Date]

[$ 0.00]
[FOAPAL]

[Committee Name],[Date]

[Date]

[Name], Computing & Communication Services

21
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Project Management Plan Template

%oject Management Plan Template

Jocument Guidelines

Ihe Project Management Plan is intended to clearly articulate how the project will be
flahaged, monitored and controlled, and is a core document in the CCS Project

llanagement Methodology. This template outlines the content and format of project

flans to be used for all information systems and technology projects. The Project

gement Office is your resource for completing this document.

pending on the size and complexity of the project, the Project Management Plan
%‘w ld be a single document containing the sections identified in this template, or it
olld be a collection of documents consisting of more comprehensive management
for some of various sections. This is a controlling document to manage the
i0ject, and it is used as a baseline against which to monitor project progress, costs

iid schedule.

8he project progresses through the execution phase, this document may be
as project circumstances change. Changes to this document are required to
ubmitted to the project sponsor for review and should be forwarded to the Project

lanagement Office

', Text in gray is instructions for completing the template and should be
temoved from the final version. Sections in this document should not be
removed or reordered.

oject Management Plan

ject # [enter Project Number here...]

| [Enter name of project]
[Name], [Position], [Department]
[Name], [Position], [Department]
| July 21, 2014

lide a brief description of the outcome or deliverables of the project (as taken from

Project Charter).
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key departments who will be impacted by the outcomes of this project. Explain

ible impacts for each stakeholder group (as taken from the Project Charter).

. Financial Services]

how the stakeholders listed above will be engaged throughout the project
they will be updated on project progress, decisions and outcomes.

r section here...]

Management
the costs that will be incurred as a result of this project and that have been

" d for this project.

[Two vendor consultants to advise on | [$ 26,873]
system configuration and oversee
technical implementation. 15 person

days]

TOTAL BUDGET (CDNS$, including taxes) |  [$0.00]|  [$ 0.00]

how the project budget will be managed to ensure that the project expenses
ceed the total budget. Describe how project expenses and commitments will
d and reconciled in relation to the overall project budget. Provide details on
ense documentation (e.g. paid invoices, ICBs, receipts, pay forms) will be
Describe how the project finances will be reconciled and closed at the
n of the project.

section here...]
it

i
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2 Management

liverables of the project and the subject areas that are to be included.

rformance development management system for professional services

_;ihe subject areas, deliverables or user groups that are deliberately not
as part of the scope of this project. Include any items that could be

erstood as being in scope.

description of how changes to project scope will be evaluated, processed,
d and integrated into the project. Scope changes for ISSC projects must

| nformation Systems Change Control Procedure.

ion here...]
and Change Management

at actions will be taken to assist the organization (or departmental unit) to
y accept and adopt new technologies and new ways of operating. In the
" identify any changes to the work environment as a result of this project

those affected.

I

the actions that will be taken to minimize the impact on

o

- Early communication to [Six months [Project
those affected prior to go-live] Director]
- Involvement in
project/solutions

nagement
(timeline of tasks) is used to track project progress and activities.

anagement Office is available to assist project managers in developing
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ilestones (by phase of project lifecycle) of the project below, indicating the

age of the project work that will be completed once each milestone is achieved.

n other milestones here...]
ct Charter approved 15%
ng Phase

n other milestones here...]
n other milestones here...]
ct Management Plan completed 40%
ion & Control Phase

n other milestones here...]
in other milestones here...]
ve with system/service/product - 90%
e Phase

n other milestones here...]
in other milestones here...]
ct completed 100%

ce Management

human resources to be allocated to the project and outline the project
Sibilities for each role. Specify the time each role will be allocated to the project
5 of percentage of FTE (full-time equivalent). Based on the Project Schedule,

e the amount of work, in person days, which will be required of that role or

o o ﬁv’*“ . . .
[Business analyst] | [Review existing process, develop
system requirements, map new
process]

[ s]

TOTAL RESOURCES | [__ days]

the process by which the external resources listed above will be acquired for
ct, who will be overseeing their activities, and how they will be remunerated.

ction here...]
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anagement
d describe the risks that may jeopardize the success and/or completion of the
t, specifically risks as they relate to project costs, deliverables, project schedule,

er value and information security (confidentiality, integrity or availability of data

[Mid-project change
in MTCU guidelines
or rules]

the response(s) for each risk listed above by outlining how that risk will be

ssed through prevention, mitigation or acceptance during the project.

5 G

[Mitigation] [Monthly [S.
memo] conference | Gonsalves] 2015]
call with
MTCU rep]

Management
e the tools and procedures for reporting, tracking, prioritizing and resolving
generated during the project.

?s"‘ection here...]

‘how this project will ensure its outcomes meet or exceed the success criteria
nform to relevant quality standards for all activities of the project. Some

s of integrating quality management into the project include:

aseline metrics are collected against the success criteria of the project
equirements documents are developed for each deliverable

Test plans are developed and executed

roject resources share the latest status of activities on a regular basis
Technical reviews/inspections occur prior to delivery to the client

i
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= Sponsor validates project deliverables and requirements and formally signs off
~on the completion of project deliverables

* Project Final Report is developed outlining how the project met the original
. success criteria

nter section here...]

ocurement Management

itine how the procurement of products and external resources will be managed,

king into consideration the university Purchasing Policy and, where applicable, in

ordination with the Purchasing department. Describe the procurement strategy as

f

glates to the following procurement processes:

Procurement and Solicitation ldentify possible sources of external suppliers.
For external resources, indicate the evaluation criteria that will be used to obtain
a suitable candidate.

Vendor Solicitation Outline the format of the proposals that will be distributed to
external suppliers (Request for Information, Request for Proposal, informal
: requests, etc...) and the method for delivery.

" Source Selection List the members of the evaluation team and how the contract
will be negotiated and awarded.

Contract Administration Identify the process and frequency for payment. For
external resources, describe how their performance will be managed against
.~ the Statement of Work.

. Contract Close-Out Describe how the goods or services will be formally
1 accepted and how the lessons learned will be analyzed with the external
supplier.

section here...]

the training required for resources working on the project, for end-users, and
rt staff. Include any expenses for training in the Budget Management section
s document.

5Section here...]

jional Support

‘ is project is complete, describe the support model/approach that will be used

re users are successfully transitioned to a new way(s) of operating and how
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y

Slipport requests will be addressed on an ongoing basis. Describe how this support
nodel will be funded.

Enter section here...]

Communications Management

‘vide a summary outlining the overall communications strategy for the project,
articularly as it pertains to how customers and stakeholders will be engaged and/or
,’ormed of the new service or product.

jnter section here...]

fiject Management Plan Appendices

tany separate documents that have been developed, such as the Project Schedule,
B0mmunication Plan or other supporting documentation, that represent more detailed
lanations of sections of this Project Management Plan.

nter Document names here...]

or Project Management Office Use Only

[Date]
[Name], Computing & Communications Services

jProject Initiation Plan Template
oject Initiation Plan Template

cument Guidelines

"Project Initiation Plan is intended to clearly articulate the steps and purpose of all
lities involved in moving a project idea (Project Proposal) to one that is fully
. most notably in terms of deliverables, budget and timing (Project Charter).
Btemplate outlines the content and format of initiation plans to be used for all

.ation systems and technology projects. The Project Management Office is your

!
dliice for completing this document.

fintended audience of this document is all project stakeholders, including the
sponsor, senior leadership, and the project team. It forms a guide by which all

'{‘t stakeholders understand and agree to the activities involved in developing a
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oject Charter and to work collaboratively to accomplish those activities to the highest

fandards of quality.

e tasks (and related information including description, person responsible, target
» gs) shall be managed in the Project Schedule in Eclipse PPM for portfolio-wide
orting. The contents of this initiation plan and its timeline should be reviewed
gularly by the project team and updated accordingly. Changes to this document are
8quired to be uploaded to the project documents in Eclipse PPM the schedule should

€ kept up-to-date on a monthly basis.

Text in gray is instructions for completing the template and should be
‘removed from the final version. Sections in this document should not be
removed or reordered.

oject Initiation Plan

Test
[Name], [Position], [Department]
[Name], [Position], [Department]
[Date]

ject Description
e a brief description of the outcome or deliverables of the project (as taken from
Project Proposal).

e goal of this project is to...]

2

‘holders
e key departments who may be impacted by the outcomes of this project.

the possible impacts for each stakeholder group.

Financial iCeé] - [New method to collect registration fees]

tions and Constraints

assumptions or constraints that may affect work in the Initiation phase. These
iming of events, policies to adhere to, availability of resources, business cycle,

29
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o [ltem1..]
o [ltem2..]

Resources

list the human resources to be allocated to the project in the Initiation phase and

utline the project responsibilities for each role.

T T B TR

[Business [Review existing process, develop system
analyst] requirements, map new process]

asks
he timeline of tasks is used to track project progress and activities in this phase. The

dloject Management Office is available to assist in developing detailed schedules.

T

[Meeting with entire project team
to walk them through the Initiation
Plan and update plan with
feedback.]

e.g. Project Kick-

urrent state
process model]

ommunications

ovide a summary of how project communication will occur during this phase to all
dject stakeholders. This includes emails, news posts, team meetings and project

[Project status, [as

decisions] post] required]

Key project [email] [as [name] | [Also saved in

documents/artifacts completed] project
directory]
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[Status [bi-weekly] [Regular agenda]

| meeting]

[Communication
of project
progress]

[Socialize [as [name] | [Key committees to
| sessions] initiative with required] present to]

| larger

| community]

[Sponsors and other key
stakeholders]

[Commumcaﬁon [monthly]
of project
progress to

stakeholders]

[Face-to-face [quarterly] [name] | [Include project director]
discussion with
sponsor on
progress]

Sponsor
eeting]

ocumentation

cribe how project documentation and artifacts will be disseminated, stored,
tessed and archived and who will have update capabilities.

q ject documentation will be maintained in...]

Project Management Office Use Only

[Date]

[Date]

[Name], Computing & Communication Services
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Project Final Repot Template

roject Final Report Template

iocument Guidelines

The Project Final Report is intended to concisely summarize the outcomes of a project
and is the final document in the CCS Project Management Methodology. A Project
Final Report is used to document project successes, lessons learned and performance
inorder to signal improvement in project delivery for the future. This template outlines
iihie content and format of final reports to be used for all information systems projects.

The Project Management Office is your resource for completing this document.

A Project Final Report reflects the formal and informal feedback collected from project

Stakeholders and participants throughout the project. Commonly, a Project Post-

lMortem is held to explore the experiences of the participants of the project in more
Betail. The information collected in this way should align with the details included in

ihe Project Final Report.

‘}he Project Final Report is to be developed between the project manager and the
Bioject director and should be circulated to project stakeholders and participants for
Bedback. Finally, the project sponsor should sign off on the details of the Project Final

,_',por’t before it is forwarded to the Project Management Office for archiving.

fhe project sponsor is responsible for presenting the Project Final Report at a meeting

ithe Information Systems Steering Committee.

& Textin gray is instructions for completing the template and should be
tremoved from the final version. Sections in this document should not be
' removed or reordered.
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’roject Final Report

roject # [enter Project Num

[Enter name of project]

[Add the description of the project as taken from the Project
Charter]

[Name], [Position], [Department]

[Name], [Position], [Department]

| July 21, 2014

Project Successes
list and describe the highlights and key success factors of the project.
_ S

ustomer engagement in this change allowed for a smooth
transition with little resistance]

i

nexpected Events

st and describe any unexpected events that occurred during the project (including

bproved change requests), the impact that those events may have had on the project

fid the action(s) taken to address them.

e.g. Subject matter expert moved | [Schedule extended | [Original resource
another position] by two months] trained new position]

nd describe any lessons learned from this project and provide recommendations

ican be used to improve the delivery of future information systems projects.
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'feg. Business requirements included | [Involve technical fesoce to advise
items not technically feasible] stakeholders during business analysis
: phase]

Project Performance

Provide details on the performance of the project under the three variables of On Time,

j,n Budget and Meeting Customer Expectations.

i For the On Schedule variable to be flagged, the project must be closed within
10% of the Planned Finish Date.

» » For the On Budget variable, the Spent Budget must be within 10% of the
Approved budget.

|« The Meeting Customer Expectations variable must be completed by the Project

Sponsor or Project Director

On Schedule
. )@

[dd-mm-yy] | [dd-mm-yy] 0 O
%On Schedule’ calculation may be within +/- 10% of the Approved Schedule

0] | [50]
*On Budget calculation may be within +/- 10% of the Approved Budget
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roject Change Request Template
Project Change Request Template

Document Guidelines

The Project Change Request summarizes the impact that a proposed change(s) would

lave on the execution of a project and is a key document in the Project Change Control

Plocedure. This document is used to communicate a significant change in project
Stope, deliverables, budget, schedule, and/or resourcing, while also documenting the
feasons that necessitated the change. This template outlines the content and format
'fpro}eot change requests to be used for all information systems projects. The Project

Wlenagement Office is your resource for completing this document.

Specifically, a Project Change Request is required in the following circumstances:

v Additional funding of more than 10% of the approved project budget will be
needed

v’ Additional time of greater than 10% of original end date will be required to
complete the project

v’ Additional project resources will be required that were not included in the
Project Charter

v Changes in project scope and/or deliverables will be required to achieve the
objectives of the project

v Project sponsor determines that strategic visibility for a project change or

other project decisions is necessary

llie change outlined in this document will be reviewed by either the ClO or the
’,ormaiion Systems Steering Committee for approval. As a result, the completion of
lsections of this document with sufficient information is necessary to facilitate that
ecision.

& Text in gray is instructions for completing the template and should be
removed from the final version. Sections in this document should not be
removed or reordered.
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Project Change Request

Project # [enter Project Number here.. ]

[Enter name of project]
[Add the description of the project as taken from the Project
Charter]

[Name], [Position], [Department]

[Name], [Position], [Department]

July 21, 2014

Description
Provide a brief description of the reasons that necessitated the change to the project.

Enter Description here...]

Proposed Change

Pescribe the project change required to achieve the objectives set out in the Project
Bharter. Provide details of the impacts of the change(s) to project scope, deliverables,
fidget, scheduling and/or resourcing.

nter Proposed Change here...]

3enefits

fist the benefits of making the change. This includes the benefits to the project
itcomes, to individual departments and to the institution, and how project quality will
€ improved.

 [Benefit #1...]
| [Benefit #2...]

onsequences

st the consequences of nof making the change. This includes the consequences to
€ project outcomes, to individual departments and to the institution, and the risks
ft could be incurred in not pursuing this change.

[Consequence #1...]
- [Consequence #2...]
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[Approved, Approved with Conditions, Rejected]

[Date]
[$ 0.00]

[FOAPAL]

[Notable comments and explanations from CIO/ISSC]
3. PROJECT DOCUMENTS

r the implementations of this project some documents required which play very

portant role in the implementation of project. The following are the list of documents

hat are required:

Project charter

. Project scope statement

»Work Breakdown Structure

. Resource Sheet

. Project Schedule

‘Network Diagram

. Different Views from Microsoft Project

. Reports from Microsoft Project

Project Charter

1.1. Version No
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.1.2. Introduction

he project charter exists the document circulated by the project sponsor that
'ormaHy empowers the Existence of a project and delivers the project manager with
he ability to apply organizational capitals to project activities. Essential statistics
required by decision makers towards approve the project for finance and it is created

during the initiating period of the project.

;«1.3. Project Objectives

The project goal is the implementation of an integrated ERP application set at IUB

ahawalnagar site to support its strategic objectives.
31.4. High Level Constraint

Deliver one system-of-record aimed at IUB student records.
Assist the sharing of information amongst the closely intertwined functioning
Areas (e.g., Human Assets and Payroll, Student System & Funding).

Deliver integration competences between the core ERP system and edge

AN/ SN N

method solutions.
» Provision the capturing of facts at point-of-entry to reduce data repetition and

redundancy.
g Develop Operational competence through:

v Self-Service decisions for all stakeholders

v More incorporated workflow (i.e., End-to-End)

v Further automated processes, decreasing error-prone manual processes
with fewer hand-offs, wait-states and management

v Less official procedure or paper flows

v' Usage of best practices.

.1.5. Success Criteria

1. Improve quality of IUB"s student, faculty and staff practice through secure

Self-service decisions.

2. Progress its national reputation for academic fineness and a quality student

experience
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3. Implement business intelligence implements to support improved decision
making.
4. Constantly improve IUB"s business practices

5. Lower IT expenses and other operating costs.

3.1.6. Estimated Duration

. High Level Risk

Executive and customer expectations if not well managed would create
important barriers to the successful execution of the project.

The scope and extent of the project represents major risk exposures.

The constricted time schedule may present major challenges to deliver an
end-to-end solution in the early implementation phases.

The response on key personnel in each functional area may posture
significant risk specified that the project schedule may encounter with peak
workload phases.

Training of the wider group in the user community needs significant time
and supply commitments.

Finance (or the lack of) may cause major delays in the project schedule.
Demands on practiced resources in the marketplace may posture significant
tasks for I[UB to provide backfills for their main resources.

Intangibles, presently unknown and unidentifiable, may posture significant risks

to the project.
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3.1.8. Milestone Schedule

i estone Milestone List Compulsoryl | b, pate
No Voluntary
1 Project and Minor Plans
2 Kickoff Presentation
3 Basic Team Training Courses to impart

ERP overviews and details

4 Business Setup Lists to list each

department’s processes

5 Change Management Plan to plan end

users’ skills upgrades

6 Walkthrough Presentations to present
respective  department’s  business

processes

7 User Training Courses to impart the
new operating procedures and ERP

application

8 Consumer Documentation to combine
the various deliverables into a

comprehensive document

9 IT Specifications to aspect

customizations and interfaces

10 Migration Plan to map out

responsibilities for conversion

11 Cutover Strategy to document the

project ending weeks’ tasks
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3.1.9. Role and Responsibilities
|Name Role Responsibility

Mubashir Hussain Project Deliver project management for the

Director period of the project ensuring the

complete direction and organization of
all aspects of the implementation
support with the strategy recognized by
the Project Sponsor and the Steering
Committee.  Deliver  project  co-
ordination and organizational support.
Coordinate actions to ensure timely
distribution of project information in
accord to the Project Communication
Plan as distinct in the Project Charter.
Provide project contact with external
consultants. Monitor project
responsibilities to ensure the timely
distribution of work products.

Develop, sustain and update all project

linked documentation.

{Nureed Nasir Project Coordination with all further teams and
Coordinator Project Director to gather and compile

project
Senior Registrar Implementation | Establish the complete direction of the
Steering project. Evaluation and Approve the
Committee. Project Charter. Guarantee the

availability of suitable resources.
Provide decision support. Deliver

management support to the project

team.
C Islamia Project Offer strategic direction for the project.
Sponsor Obtain finance approval for the project.

Ensure on-going obligation throughout

the project.
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” Consultant
| Database
Consultant

Integration

vC Budget Review | Appraisal the project budget.
CFO Committee Review project expenses.
Evaluation Cost to Complete Reports.
Encounter on a monthly basis.
| Consultant ERP Consultant The Consultant Team Leads will be

Team Leads

working aggregation with the Project
Director to ensure the effective
implementation of the ERP System suite
of applications. The Project Consultants
will assist to:

Conduct activities involved in the
specifying of thorough requirements, the
review and exploration of business
processes and the identifying/resolving

of organization and/or process issues.
* Provide guidance on system set-up

* Provide direction in creation of a

project plan

Head of Each
Department

Team Leads

Coordinate project work for their
particular project team or subject
area(s) (e.q. Human Assets,
Purchasing, and Finance etc.). He/she
will organize the module setup, testing,
data adaptation and workflow analysis
and, and guarantee that training is
provided to end users.

Participation in the progress of interface
requirements and the consequent
manual/automated conversion of data,

which includes data loading, data

verification and data cleansing.
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Coordinate  customer  acceptance
testing for the application units for which
he/she is responsible. User acceptance
challenging includes developing test
cases, testing application functions,
associating test results and resolving
differences.

Coordinate/perform

Workflow.
3.1.10. Stakeholders
E=ral Stakeholder Power Interest Priority
Vendors Low High Keep Informed
Project Director High High Manage Closely,
Head of Departments | High High Manage Closely,
Consultants Low Low Keep Satisfied
Implementation High High Manage Closely,
Steering Committee.
Budget Review High High Keep Informed
Committee
Higher Education High Keep Informed
Commission

Budget

The total Budget of the franchise of ERP implementation which is 6, 30, 00, 000
PKR As all the amount is finance by the company itself no bank loan is taken for this

project. Moreover, the finance department will play his role in financing check and
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3.1.11.

Project Charter Approval

The undersigned acknowledge that they have reviewed the project charter and

authorize and fund the project. Changes to this project charter will be coordinated with

and approved by the undersigned or their designated representatives.

Signature:

Name:

Role:

Signature:

Name:

Role:

Project Sponsor

Project Manager

Date:

Date:
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3.2. Project Scope Statement

3.2.1. Introduction

The project scope statement is the description of the project scope, deliverables,
assumptions and constraints. The project scope statement documents the entire
scope including project and product scope and it also describe in detail the project

outcome and the work required to create those deliverables.

3.2.2. Project Scope

ilmplementation of ERP System at Islamia University Bahawalpur, Bahawalnagar

Campus

The following represents the project scope:

. Identity Management Foundation (Identity Integrating Database)
. Luminis Portal
. Tutor Pay

. Human Resources

. Finance
. Student System
. Customer Relationship Management

. Advancement

© 00 N O o B~ W N =

. Data Warehousing

3.2.3. Acceptance Criteria

User Acceptance Testing is the volume testing of system functions in an integrated
‘mode. Acceptance tests will be conducted to match the expected outcome pre-defined

in test cases or scenarios.

Passed Test cases with 85% Ratio is acceptable.

32.4. Deliverables

1. System Implementation. Successfully implement the application modules as
prescribed in the project scope.
2. Business Process Improvement. Develop business processes to optimize the

system functionality without compromising efficiency and control.
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3.2.5.

Knowledge Transfer. Facilitate knowledge transfer to the designated super

users so they can be better equipped to:

i.  Provide application support
i.  Conduct acceptance testing of upgrades or new releases and
ii.  Serve to provide on-going training of new users or refresher training of
existing novice users. Additionally, the knowledge transfer process will

encourage the Institution to become more self-reliant.
Constraints and Limitations

Executive and user expectations if not properly managed would create
significant barriers to the successful implementation of the project.

The scope and size of the project represents significant risk exposures.

The tight time schedule may present significant challenges to provide an end-
to-end solution in the initial implementation phases.

The demand on key personnel within each functional area may pose significant
risk given that the project schedule may conflict with peak workload periods.
Training of the broader group in the user community requires significant time
and resource commitments.

Funding (or the lack of) may cause significant delays in the project schedule.

v' Intangibles, currently unknown and unidentifiable, may pose significant risks to

the project.
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3.2.6. Project Scope Statement Approval

Signature: Date:

Name:

Role:

Signature: Date:

Name:

Role:
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Microsoft Project Documents
1. Resource Sheet
2. Work Breakdown Structure
3. Network Diagram

4. Resource Reports

5. Cost Reports

6. In Progress Reports

7. Project Dashboards

8. S Curve (Work)
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Reference

PMBOK (Project Management Body of Knowledge) 5th Edition
http://searchcio.techtarget.com/definition/Project-Management-Office
http://www.midascompanies.com/employment.html
https://www.projectsmart.co.uk/forums/viewtopic.php?t=730
http://blog.method123.com/2014/03/03/six-reasons-you-need-a-pmo/#!prettyPhoto
http://www.tacticalprojectmanagement.com/pmo-functions/
http://www.albrightstrategy.com/ten_reasons.html

~ https://www.pmmajik.com/pmo-stakeholder-analysis/
http://www.palgrave-journals.com/ejis/journal/v18/n5/fig_tab/ejis200929t5.html
http://www.keyedin.com/keyedinprojects/article/the-5-most-important-business-
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PMO-White-Paper-FINAL.ashx
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COST STATUS
Cost status for 3/l top-level tasks. is your baseline zero?

Try setting as baseline




PROJECT OVERVIEW

PROJECT OVERVIEW
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UPCOMING TASKS

% Work Complete

17%

TASKS STARTING 5008
Status of tasks starting in the next week

Name
Examine Moduie Screen

UPCOMING TASKS =

REMAINING TASKS
Status of ramaining tasks that are dus this wesk

100%
g0%
0%
0%
0%
0%

30%

20%

10%

0%
Examine Module Screen Traning Manuals Preparation

% Complete

Resource Names mw.:” ‘

Business 16/01/17 11:12 18/01/1711:12  31.83hrs
Analyst[S0%],Consultant

DB[33%)],Consultant

ERP[33%],Consultant

Integration[33%],Project

Diractor{50%],Project

‘Coordinator[50%]




WORK OVERVIEW

Cumnulative Wark
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OVERALLOCATED RESOCURCES

OVERALLOCATED RESOURCES

WORK STATUS
Work status for overailocated resources.
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® Actual Work

Ohrs

® Remaining Work

OVERALLOCATION
Surplus work assigned to overallocated resources. To resolve overatlocations use
Team Pianner View
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RESOURCE OVERVIEW

RESOURCE STATS WORK STATUS

Work status for sl work resources. % work done by all the work resources.
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RESOQURCE STATUS

Remaing work for ail work resources.

Project Director 02/12/16 08:00 03/08/17 15:11 146.78 hrs

Project Coordinator 02/12/16 08:00 03/08/17 15:11 312.78 hrs
Registrar 06/12/16 11:12 01/08/17 15:11 139.12 hrs
Asst.Registrar 06/12/16 11:12 21/06/17 15:51 69.5 hrs
Business Analyst 02/12/16 08:00 31/07/17 08:11 291.55 hrs
vC 02/12/16 08:00 03/08/17 15:11 81.1hrs

CFO 06/12/16 11:12 03/08/17 15:11 41.77 hrs




EARNED VALUE REPORT

EARNED VALUE

heips yow quantify the ofa
project. it compares costs and schedules to a baseline to determine if
the project is on track.

1 the charts don't look right, make sure you have set 3 baseline,
aszigned costs to tasks or resourzes, and entered progress.
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Rs746,699.
The project’s earned value based on the status date. If
3ctual cost (ACWP) is higher than earned
then the project is over budget f piann

iz higher than eamed value, then the project is behnd
schedule

I

Learn more about earned value
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COST OVERRUNS

COST OVERRUNS

TASE COST RARIANCE RESOURCE COST VARUMCE
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CASH FLOW

CASH FLOW

Actual Cost

20000000
15000000
10000000

5000000

- ERP Implementation Islamia Rs28,484,135.31 Rs871,424.55

Baseline Cost Remaining Cost Cost Variance

Rs871,424.5 Rs29,362,23 Rs28,484,13 -mmm‘mwuum

7.03

The chart shows the project’s cumulative cost and the cost per quater.
To see the costs for a different time period, sefect the Edit option from the Field List

| The table below shows cost information for all top-fevel tasks.
25000000 To see cost stats for all tasks, set the Outline Level in the Field List.

20000000

10000000

v - e
1 2 3
wmmn (oSt == Cumulative Cost

Remaining Cost Actual Cost
Rs29,355,559.  Rs746,699.75  Rs746,699.75




RESOURCE COST OVERVIEW

RESOURCE COST OVERVIEW

COST STATUS
Cost status for work resources.
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COST DETAILS

Cost details for ali work ressurces.

b Yy Tk T 1
=== mn
- EFEoE
Baseline Cost &

Actual Work

ook cuelCot
Project Diractor 136.53 hrs Rs273,065.67
Project Caordinator 157.73 hrs Rs201.230.00
Registrar 29.43hrs Rs28,440.00
Asst.Registrar 2143 nhrs Rs15,008.00
Business Analyst 55.37 hrs Rs45,038 67
Ve 2223 hrs R3111.200.02

Rs2,000.00/hr

Rs1,2C0.00/hr
Rs1,000.00/hr
Rs700.00/hr
R3800.00/hr
Rs35,000.00/hr

COST DISTRIBUTION
Haw costs are spread out amangst different rezource types

« Type: Work = Type: Cast
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