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Glossary


The following are definitions of terms, abbreviations and acronyms used in this document.

	Term
	Definition

	CIO
	Chief Information Officer

	PM
	Project Manager

	PGM
	Programme Manager

	
	

	
	

	
	



Version Numbering


Document versions numbered “1a, 1b”, are draft status and therefore can be changed without formal change control. Once a document has been formally approved and issued it is version numbered “Issue 1” and subsequent releases will be consecutively numbered, following formal change control. The version number appears in the footer of every page.
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The purpose of this document is to describe the role and responsibilities of a project manager and the levels of performance expected of a Project Manager during a Projects Lifecycle.

This document is often used when a Project Manager is under performing or is new to the job and requires a baseline role definition and performance measure to work towards in order to meet the expectations of their line manager.

This kind of document is also used as part of Project Managers annual review.  
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Here you detail the Project Management methodology used and URL’s where the Project Manager can find detailed process maps and document templates necessary to implement the methodology. 

As a XYZ Project Manager you will be expected to follow the XYZ corporate Project Management Methodology which is based on the Clarety Project Management Methodology detailed below :- 


	
 (
Feasibility
 
–
 
Authority to start a Project 
Project Vision Statement
Business Case
Design Project Organisation
 – See Appendix A
Appoint Project Sponsor /Senior Responsible Owner
Produce Project Brief
)








 (
Gateway Review 1
Sponsor /SRO & Finance Director
)














 (
Initiation 
– Project Design & Set-up
Project Initiation Document
Communications Plan
Project Test Strategy
Project Test Plan
Risk & Issue Log
Change Control Log
Project Quality Plan
Project Plan with milestones agreed
Project Budget
 
Project Cost Monitoring
Prepare Project Status Report
Establish Project Board
Assemble Project Team
Implement Communications & Organisation Plans
Complete 
Expectations Memo
)












 (
Gateway Review 2
 
Project Board
)


 (
Control
Track issues & risk and measure performance
Manage Change & Scope
Manage Expectations
Monitor Status
Project Cost Monitoring
Prepare Project Handover & Training Plan
Conduct Acceptance Testing
Handover System Implementation to Local Change Manager
)









 (
Gateway Review 3
Project Board Agree to GO /LIVE
)


 (
Project Close
Assign to business sponsor remaining Project Risks & Issues
Carry out Project Close Report
Disband Project Team
Archive Project Documentation for future use.
)

 (
Project Board Agree to Close Project
)
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As a XYZ Project Manager your duty is to apply the XYZ corporate Project Management Methodology which is based on the Clarety Project Management Methodology as detailed above. In order to do this you will need to assume the following role and agree to the following responsibilities:- 

	Project Management Role

	The Project Manager has the delegated authority to run the project on a day-to-day basis with responsibility to deliver all required products to the agreed quality within the time and cost constraints laid down initially by the SRO and Finance Director and later the appointed Project Board. This role cannot be shared.






	Responsibilities

	Stage
	Responsibilities
	Accountability
	Frequency

	Justification
	Agree Project Board design, together with appointed SRO
	SRO
	

	
	Facilitate SRO to produce project Vision Statement
	SRO
	

	
	Identify Project Stakeholders
	
	

	
	Design Project Organisation – Please see appendix A
	SRO
	

	
	Define Project Approach and agree management stages – Get SRO /FD to Agree.
	SRO/CIO
	

	
	Write PROJECT Business Case
	SRO/FD
	

	
	Write Project Brief
	SRO
	

	Project Initiation
	Set up Project Board, together with SRO
	SRO
	

	
	Prepare initial Project Plan and Risk & Issue Log
	PM
	

	
	Prepare Quality Plan
	Project Board
	

	
	Produce a Communication plan covering all stakeholders
	Project Board
	

	
	Set-up Project Shared Space
	Project Board
	

	
	Set-up Change Control Log
	Project Board
	

	
	Produce Test Strategy
	Project Board
	

	
	Produce Test Plan
	Project Board
	

	
	Produce Project Plan & Agree Milestones
	Project Board
	

	
	Produce Project Budget & Monitoring Procedures
	Project Board
	

	
	Produce Resource plan and assemble project team
	Project Board
	

	
	Produce Template Status Report
	Project Board
	

	
	Check expectation with Expectations Memo from SRO
	SRO
	

	
	Complete the PID
	Project Board
	

	Control
	Track ALL Issues /Risks
	Project Board
	Weekly

	
	Produce Risk & Issue Management Performance Metrics
	Project Board
	Weekly

	
	Report to SRO
	SRO
	Daily if Required

	
	Monitor overall progress and use of resources, initiating corrective action where necessary; update stage plans with actuals
	Project Board
	Weekly

	
	Monitor Status & Produce Status Report
	Project Board
	Weekly

	
	Monitor Project Cost & Report
	Project Board
	Weekly

	
	Attend Project Board & Produce Minutes
	Project Board
	Twice Monthly

	
	Prepare Project Handover Plan with Change Manager
	Project Board 
	

	
	Manage Acceptance Testing
	Project Board
	

	
	Liaise with appointed project assurance roles to assure the overall direction and integrity of the project
	Project Board /CIO
	Once a Quarter

	
	System Go/Live Agreement
	Project Board
	End of System Test

	
	Project Handover Meeting with Change Manager
	Project Board
	End of System Test

	Project Closure
	Prepare End of Project Report
	Project Board
	

	
	Assign to SRO remaining project risks & issues
	SRO
	

	
	Archive Project Documentation
	PM
	

	
	Disband Project Team
	PM
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As project manager for the XYZ Project you agree to follow and abide by the terms of this Project Managers Charter. 



































	Signed
	
	Project Manager      
	Name:
	 
	Date
	

	Signed
	
	CTO
	Name:
	
	Date
	

	Signed
	
	SRO        
	Name:
	
	Date
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The overall governance and delivery team structure is shown in the following diagram:-
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 (
Disclaimer 
This document is not based on a real project. The names /roles and organisations and associated department are completely factitious.
)
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