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ATD PROJECTS

EFFECTIVE PROJECT MANAGEMENT

ATD is the Anglo American division incorporating the in-house technical resources of the group.   A distinguishing feature of ATD is the depth and sophistication of the core technical skills of its people.   Although it evolved originally to provide technical assistance to Anglo American’s mines, ATD now provides a full range of technical and project services to in-house and external clients in the mining and industrial spheres.

ATD Projects is the Project Management arm of ATD providing the complete spectrum of services required to ensure “Effective Project Management” in the field of EPCM Project execution.

The long term close relationships with the operating divisions of AAC, in which ATD has provided almost continuous engineering and estimating support, enables ATD Projects to respond appropriately to client demands and offer advice and direction as required, which would normally not be available.

This Project Managers Handbook identifies fundamental requirements and guidelines to support consistent execution of successful EPCM projects.   It aims to assist the Project Manager in the day to day management of multi-discipline projects.

The Project Management model is based on the Project Management Body of Knowledge (PMBOK) developed by the Project Management Institute (PMI).   This model is shown pictorially on the following page and detailed further in the guidelines section.

This document is a first edition issue and will be subject to revision as ATD Projects continue to strive to be the best in the field of multi-discipline project management.
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PROJECT MANAGEMENT MODEL
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POLICIES

Allocation and responsibility 

· The Projects Director shall determine whether a project is categorised as multi-discipline.

· The Manager Projects shall classify all multi-discipline Projects.

· ATD Projects shall be responsible for all multi-disciplinary projects within ATD.

· The Projects Director shall determine whether a Project shall be undertaken solely within ATD or in collaboration with other companies.

· The Projects Director shall convene and chair monthly review meetings.   All ATD Project Managers shall attend.

· The Projects Director shall resolve any dispute relating to any ATD Projects Policy Statement.

People / Staffing

· The Projects Director shall appoint a Project Sponsor, or act as the Project sponsor for each Project.

· The Projects Director, through the Manager Projects  shall appoint an ATD Project Manager for each Project.

· The ATD Project Manager shall appoint his Project team from people in the discipline departments in close liaison with the Discipline Managers.

· The Discipline Manager shall ensure the commitment of identified key people to the project.

· The rates of staff allocated to Projects shall be at cost to the project.

Implementation

· The ATD Project Manager shall be responsible for the managing and integrating of the specific discipline input via the designated Discipline Project Engineer.

· The Discipline Manager shall ensure that the appropriate technology and services provided by his department through the designated Discipline Project Engineer are effective.

· ATD Projects will preferably house project teams in a Task Force Office environment for the duration of the project.

Systems

· ATD Projects shall be responsible for the development, integration and implementation of generic project management systems, policies and procedures, (including discipline interface procedures) to be applied on all its projects.

· The Discipline Managers shall be responsible for developing and implementing their specific departmental systems, policies and procedures to support and interface with the generic project management systems.

· The ATD Project Manager shall be responsible for customising and applying the generic project management systems to meet the specific requirements of the Project.

PRINCIPLES

Project Kick-Off / Alignment Meeting

· It is an ATD Projects requirement that the ATD Project Manager initiate a formal kick-off / alignment meeting with the project team.

Scope and Definition

· It is an ATD projects requirement that the ATD Project Manager ensures that an appropriately detailed project scope exists in writing, which must be kept current by formal revision and approval.

Project Plan

· It is an ATD Project requirement that on each project, the ATD Project Manager must produce a written Project Plan.

Management Integration Plans

· It is an ATD Projects requirement that on each project, the ATD Project Manager must ensure that written management plans for the areas of Scheduling, Cost, Quality, Staffing, Communication, Risk and Technology are produced and regularly updated, consistent with the Project Scope and are integrated with the Project Plan.

Safety, Health and Environmental Philosophy

· It is an ATD Projects requirement that each ATD Project Manager must ensure that ATD’ Safety Health and Environmental philosophy as contained in Policy TGP 0 is carried out, and that the applicable legislation is complied with.

Project Reviews

· It is an ATD Projects requirement that the ATD Project Manager shall prepare and table a report on the current status of the project for review at the Projects Director’s monthly meeting.

· It is an ATD Projects requirement that the Manager Projects must establish milestone technical review meetings for presentation to relevant ATD Management by the  ATD Project Manager.

· It is an ATD Projects requirement that the ATD Project Manager must ensure that formal Inter-Disciplinary Review (IDR) meetings are convened on a regular basis.

· It is an ATD Projects requirement that the ATD Project Manager shall convene and chair regular progress / co-ordination meetings to review both project management and technical matters.

Project Reporting

· It is an ATD Projects requirement that the ATD Project Manager must compile a written monthly report providing update information on Scope, Schedule, Cost and Quality.

Change Control

· It is an ATD Projects requirement that the ATD Project Manager shall establish a strict change control system.

Close-out Report

· It is an ATD Projects requirement that the Project Manager must produce an accurate and consistent record of the final results and lessons learned on each project.

ISO 9001
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It is an ATD Projects requirement that the ATD Project Manager shall ensure that all works are  undertaken adhering to the  requirements of ISO 9001.
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OPERATING GUIDELINES

PROJECT INITIATION

· Project Registering and Release

· Concept Development and Team Alignment






PROJECT INITIATION

OBJECTIVES

1. To launch the project into the ATD organisation in a controlled and consistent manner

2. To identify and mobilise the key stakeholders and project team members

3. Through an Alignment Workshop process involving all prominent stakeholders and team members, to identify and collate necessary documents that comprise the Project Charter

4. To obtain ATD Executive approval to release the project into the planning and execution phases, based upon the formal review and approval of the Project Charter and Scope Statement.

INPUTS

1. Client Contract Document

2. Proposal file with full history of contractual and scope development

3. Formally appointed Project Manager and Project Sponsor

OUTPUTS

1. Work Breakdown Structure

2. ATD SAP Project accounting cost code and preliminary cost code breakdown

3. ATD network Project filing code and structure

4. Signed off Project Initiation Approval form

5. Project Charter

6. Project Personnel listing – Internal and external

7. Preliminary approved Scope Statement

8. Kick-off schedule and milestone listing

RESPONSIBILITIES

1. Project Manager

Manage the overall Initiation Phase

· Process the Project Initiation approval form through approval

· Arrange Kick-off and Alignment meeting

· Agree the preliminary Scope Statement

· Develop the Project Personnel List

2. Project Services Coordinator

· Ensure that the ATD accounting cost code number and preliminary cost code breakdown are loaded in SAP

· Ensure the Work Breakdown Structure is developed and implemented

· Ensure the network filing code and preliminary structure is opened

· Co-ordinate development of the kick-off schedule and milestone listing

3. Project Sponsor

· Attend Kick-off and Alignment meeting

· Facilitate the meeting


OPERATING GUIDELINES

BASELINE  PLANNING

· Project Execution Plan Development

· Project Control Base Approval





BASELINE PLANNING

OBJECTIVES

1. To develop a Project Plan which integrates all the project management knowledge areas   

2. To establish a scope, quality, cost, and time control base from which to monitor and control performance.

3. To establish the suite of Project procedures

4. To establish and commission the project operational systems; cost management; scheduling; document control; project office administration and communication

5. To develop the detailed Work Breakdown Structure (WBS)

6. To define all project numbering systems

7. To establish the project office (task force area)

8. To give notice of mobilisation of ATD project “discipline” team members

INPUTS

1.
All outputs from the Initiation Phase

2.
ATD “Discipline” centre planning standards

3.
Client deliverables

OUTPUTS

1. Project Plan

2. Scope, quality, cost, and time control base

3. Suite of project procedures

4. Operational project systems

5. Detailed Work Breakdown Structure

6. Project numbering system structures

7. Established and equipped project office area

8. Staff mobilisation request forms

9. Budget, baseline schedule, quality plan and deliverables defined

RESPONSIBILITIES

1. Project Manager

· Lead and prepare entire planning process

· Prepare ATD profitability plan

· Review and approve all output deliverables

2. Project Engineering Manager

· Develop the scope and quality control bases

· Identify manpower resources and prepare staff mobilisation requests
· Lead and co-ordinate the development of the “discipline” Execution Plans and Procedures
· Develop the “discipline” numbering systems
· Co-ordinate “discipline” input to the development of the project office area and systems

3. Project Services Coordinator

· Lead the development of the detailed WBS

· Develop the time and cost control bases

· Integrate the various procedures into an overall project suite

· Establish and commission the project operational systems; cost management; scheduling; document control; project office administration and communication

· Establish the project office (task force area)

· Compile the Project Plan


OPERATING GUIDELINES

CONTROLLING AND EXECUTING

· Integration Management

· Scope Management

· Time Management

· Cost Management

· Quality Management

· Human Resource Management

· Communications Management (including DMS)

· Risk Management

· Procurement Management

· Technology Management






INTEGRATION MANAGEMENT

OBJECTIVES

1. To ensure that official Work Authorisation is issued in a controlled manner.

2. To develop and commission a detailed change control system

3. To establish a consistent project status review reporting and recording system

INPUTS

1. Change Control System

2. Project Plan

3. Performance Reports

4. Change Requests

5. Project Procedures

OUTPUTS

1. Corrective Action

2. Lessons Learned

RESPONSIBILITIES

1. Project Manager

· Authorises work release to the project team

· Lead and co-ordinate all knowledge areas of project management

· Manages and controls the Change Management System.

2. Engineering Manager

· Ensures the effective performance of Technology Management areas

3. Project Services Coordinator

· Develop the Change Control system

_________________________________

PMBOK GUIDELINES

1.
Overall Change Control


Overall change control requires:

· Maintaining the integrity of the performance measurement baselines – all approved changes should be reflected in the project plan, but only project scope changes will affect the performance measurement baselines.

· Ensuring that changes to the product scope are reflected in the definition of the project scope.

· Co-ordinating changes across knowledge areas.   For example, a proposed schedule change will often affect cost, risk, quality, and staffing.



2.
Tools And Techniques For Project Plan Execution

General Management Skills.   General management skills such as leadership, communicating, and negotiating are essential to effective project plan execution.

Product Skills and Knowledge.   The project team must have access to an appropriate set of skills and knowledge about the project product.

Work Authorisation System.   A work authorisation system is a formal procedure for sanctioning project work to ensure that work is done at the right time and in the proper sequence.

Status Review Meetings.   Status review meetings are regularly scheduled meetings held to exchange information about the project.   On most projects, status review meetings will be held at various frequencies and on different levels (e.g. the project management team may meet weekly by itself and monthly with the customer).




SCOPE MANAGEMENT

OBJECTIVES

1. To keep current an appropriately detailed Project Scope by means of formal revision and approval.

2. To perform only the approved scope

3. To capture potential deviations from the scope and manage their inclusion in the Scope Statement

4. To verify completion of Scope

INPUTS

1. Scope Statement

2. Scope Management Plan

3. Work Breakdown Structure

4. Works Results – for scope verification

5. Scope Change Requests

OUTPUTS

1. Approved Changes in Scope

2. Approved Scope Deliverables

3. Corrective action plan and implementation

4. Work Acceptance

5. Record of Lessons Learned

RESPONSIBILITIES

1. Project Manager

· Leads the overall Scope Management Process

· Approves designated scope deliverables

· Participates in identified verification processes

· Approves scope changes

· Approves corrective action plans

· Manages corrective action implementation

· Ensures formal record of lessons learned

2. Project Services Coordinator

· Maintains record of lessons learned

· Maintains Scope Change register

· Co-ordinates the updating of scope close-out data.

_____________________________

PMBOK GUIDELINE

Scope Statement:   The Scope Statement provides a documented basis for making future project decisions and for confirming or developing common understanding of project scope among the stakeholders.





TIME MANAGEMENT

OBJECTIVES

1. Identify and obtain required information for activity definition

2. To obtain the acceptance and approval of the Project Schedule by the “Owner”

3. To ensure the timely completion of the project

INPUTS

1. Scope Statement

2. Time Control base

3. Schedule  Management Plan

4. Project Plan

5. Work Breakdown Structure

OUTPUTS

1. Approved Project Schedule / Updates

2. Approved Basis of Estimate (Schedule)

3. Corrective Action plan and implementation

4. Record of Lessons Learned

RESPONSIBILITIES

1. Project Manager

· Leads the overall Time Management Process

· Approves designated time deliverables

· Manages corrective action implementation

· Approves Corrective Action plans (workarounds)

· Ensures formal record of lessons learned

2. Project Services Coordinator

· Manages the Time Management Process

· Co-ordinates the updating of time close-out data.

3. Senior Discipline Engineer

· Implements and controls areas under their control

4. Senior Scheduler

· Maintains record of replanning activities for Contract Claims Management

· Prepares, and updates as required, the Project Schedule

· Actively prepares schedule progress reports which include:

-
Progress

-
Variances / Exceptions

-
Suggested workarounds





COST MANAGEMENT

OBJECTIVES

1.  To develop a budget from the estimate for the costs of the resources needed to complete project activities. 

2.  To ensure project completion is achieved within budget.

3.  To establish and maintain a fully integrated Cost Management system

INPUTS

1. Scope Statement

2. Cost Management Plan

3. Work Breakdown Structure

4. Project Plan

5. Project Schedule

6. Historical Information

7. Cost baseline

OUTPUTS

1. Resource requirements

2. Approved cost estimates

3. Budget updates

4. Corrective action plan and implementation

5. Record of lessons learned

6. FEC reporting

RESPONSIBILITIES

1. Project Manager

·  Leads the overall Cost Management Plan
·  Approves the budget control base
·  Approves budget deviations

· Approves corrective action plans

· Ensures a formal record of lessons learned

2. Project Services Coordinator

· Manages the operating Cost Management System
·  Obtains approvals for budget deviations
·  Manages and updates the Cost Management Plan
· Co-ordinates the updating of cost close-out data
3.
Senior Cost Controller

· Maintains record of  variations in cost

· Prepares and updates the budget

· Carries out regular cost trending exercises

· Prepares FEC reports


 



QUALITY MANAGEMENT

OBJECTIVES

1. To apply appropriate quality tools and techniques to ensure that the project deliverables will satisfy ATD and client quality requirements

2. To assess, audit, witness and report on achievement of quality requirements

3. To ensure that formal records of compliance with requirements are raised during all stages of the project

INPUTS

1. Scope Statement and overall Project Plan

2. Standards, regulations and Defined Design Criteria

3. Specifications and Engineering drawings

4. Quality Management Plan

5. Criticality Rating of Plant

6. Manufacturing Quality Plans

OUTPUTS

1. Project-tailored Procedures

2. Audit reports, recommendations and verification of Corrective Action taken 

3. Inspection Reports

4. Objective evidence of conformance to ATD and Client requirements.

5. Record of lessons learnt

RESPONSIBILITIES

1. Project Manager

· Actively promotes the implementation of regular project health checks

· Approves corrective action plans

· Approves Quality Audits program

2. Project Quality Manager

· Leads the overall Quality Management Plan

· Directs quality audits program

· Facilitates Engineering Risk Assessments on health and safety

· Arranges Technical Assessments

· Directs Manufacturing Surveillance to measure quality of supply

· Ensures formal proof of compliance with requirements

· Ensures record of lessons learned

3. Engineering Manager

· Approves Technical Specifications

· Decides on acceptance of Concession request 

· Approves manufacturing Data Books

4. Project Services Coordinator

· Ensures Project Document Centre's effective storage and retrieval of Quality Records






HUMAN RESOURCE MANAGEMENT

OBJECTIVES 

1.  To define and acquire project staffing requirements

2.  To assign project roles and responsibilities

3.  To develop individual and group skills to enhance project performance

INPUTS

1. Scope Statement

2. Project Interfaces

3. Staffing requirements

4. Staffing Management Plan

5. Organisation Chart

OUTPUTS

1. Staff assigned

2. Roles and responsibilities assigned

3. Project Team directory

4. Performance appraisals

RESPONSIBILITIES

1. Project Manager

· Leads the overall staffing management process
· Prepare project staffing requirements
· Assign roles and responsibilities
· Assesses and/or reviews performance appraisals

2. Project Services Coordinator

· Prepare project team directory
· Co-ordinate staff move to and from project task office

_____________________________________________

PMBOK GUIDELINE

Team Development:  Team development includes both enhancing the ability of stakeholders to contribute as individuals as well as enhancing the ability of the team to function as a team.   Individual development (managerial and technical) is the foundation necessary to develop the team.   Development as a team is critical to the project’s ability to meet its objectives.



Team development on a project is often complicated when individual team members are accountable to both a functional manager and to the project manager.   Effective management of this dual reporting relationship is often a critical success factor for the project and is generally the responsibility of the project manager.

Project Interfaces

Project interfaces generally fall into one of three categories:

Organisational Interfaces:   Formal and informal reporting relationships among different organisational units.

Technical Interfaces:   Formal and informal reporting relationships among different technical disciplines.   Technical interfaces occur both within project phases and between project phases.

Interpersonal Interfaces:   Formal and informal reporting relationships among different individuals working on the project.






COMMUNICATIONS MANAGEMENT

OBJECTIVES

1. To ensure the timely and appropriate generation, collection, registration, dissemination, storage, and ultimate disposition of project information

2. To ensure a systematic collection, review, and analysis of performance information and the dissemination to involved stakeholders

3. To manage open channels of communication and promote the raising, resolution, and recording of project issues and key decisions.

INPUTS

1. Scope Statement

2. Communications Management Plan

3. Project Plan

4. Work Results

OUTPUTS

1. Functioning Document Control and Workflow system

2. Project records

3. Project archives

4. Record of lessons learnt

RESPONSIBILITIES

1. Project Manager

· Leads the overall communication process
· Ensures that open channels of communication are maintained
· Ensures formal record of lessons learned
2. Project Services Coordinator

· Manages the Project Document Centre (PDC)
· Manages Document Control and Workflow systems
· Prepares project management meeting minutes
· Reviews minutes of other project level minutes





RISK MANAGEMENT

OBJECTIVES

1. To identify areas of potential risk

2. To develop a Risk Management Plan that integrates potential risk events, courses of action, and method of control.

3. To establish a comprehensive risk response methodology

INPUTS

1. Project Plan

2. Subsidiary Management Plans

4. Cost Estimates

OUTPUTS

1. Risk Management Plan

2. Contingency Plans

3. Corrective Action plans and implementation

4. Record of lessons learnt.

RESPONSIBILITIES

1.  Project Manager

· Leads and co-ordinate the risk management process 

· Approve identified corrective actions

· Obtain executive management approval for contingency applications

· Manages corrective action implementation

· Ensures formal record of lessons learnt

2. Project Services Coordinator

· Raise contingency requests

· Manage the risk event record system

· Update Risk Management Plan when required

· Co-ordinate the updating of risk close-out data





PROCUREMENT MANAGEMENT

OBJECTIVES

1. To develop and implement a project Contract Philosophy and plan.

2. To ensure compliance with a written, auditable, tendering procedure.

3. To obtain ATD executive approval for the application of identified Conditions of Contract.

4. To ensure a systematic collection, review and analysis of contract performance and the dissemination to involved stakeholders.

5. To establish a comprehensive claims management methodology.

INPUTS

1. Scope Statement

2. Procurement Management Plan

3. Project Plan

4. Work Breakdown Structure

5. Design Criteria

OUTPUTS

1. Statements of Work

2. Procurement Documents (Enquiry and Contract)

3. Contract Changes

4. Contract exception/trend reports

5. Work Acceptance

RESPONSIBILITIES

1. Project Manager

· Obtains ATD executive approval to apply identified Conditions of Contract
· Approves contract packages
· Approves contract variations
· Ensures formal record of lessons learnt
2. Engineering Manager

· Ensures that complete technical packages are prepared and forwarded to the Procurements section.

· Provides technical support during contract execution

3. Project Services Coordinator

· Manages Document Control

· Ensures formal record of contract variations

· Ensures comprehensive administration of contracts from enquiry to close-out.

· Manages the overall Procurement management process
· Co-ordinates the updating of Procurement close-out data.



TECHNOLOGY MANAGEMENT

OBJECTIVES

1.
To ensure that the project will satisfy the Client required technology standards


2.
To keep current appropriate technology management tools and techniques

3.
To ensure that the ATD design criteria is kept current and applied in a consistent manner

4.
To ensure appropriate communication flow of technology

INPUTS

1. Scope Statement

2. Project plan 

3. Technology Management plan

4. Design Criteria

5. Standards and regulations

6. Quality control base

OUTPUTS

1. Approved design

2. Risk Management Plan

3. Approved drawings

4. Technical Requisition Packages

5. Record of lessons learnt

RESPONSIBILITIES

1. Project Manager

· Leads the overall Technology Management Plan 

· Approves Technical Requisition Packages

· Ensures formal record of lessons learnt

2. Engineering Manager

· Develops the Project Design Criteria 

· Identifies which standards and regulations will apply 

· Leads and co-ordinate the “discipline” execution
· Leads and co-ordinate all inter-discipline review requirements

· Co-ordinates collation of lessons learnt 

3. Project Quality Manager

· Facilitates health and safety aspects of risk management
4. Project Services Coordinator

· Manages Document Control

· Ensures correct application of Technical Requisition Packages into procurement process

· Maintains record of lessons learnt

· Co-ordinates the updating of Technology close-out data.

 

OPERATING GUIDELINES

PROJECT CLOSING





PROJECT CLOSING

OBJECTIVES

1. To develop a Close-Out Management Plan which integrates all the project management knowledge areas

2. To close-out the Project in a controlled and consistent manner

3. To ensure a systematic collection, review and analysis of the development of close-out reporting

4. To demobilise the project office (Task force area)

INPUTS

1. Scope Statement

2. All outputs from the Initiation, Planning, Execution and Controlling Phases

3. ATD project Close-out Management Plan

4. Project plan

OUTPUTS

1. Project close-out documentation correctly packaged and transmitted

2. Project knowledge area close-out reports

3. Project Close-out Report

4. Project office demobilisation completed.

RESPONSIBILITIES

1. Project Manager

· Leads the Close-Out Management process

· Approve the Project Close-Out Report

2. Project Services Coordinator

· Manages Document Control

·      Ensures the compilation and issue of non-technical knowledge area close-out reports

· Compiles the project close-out report and distribution after approval

· Ensures the issue of close-out documentation to Client and project archives

· Manages the demobilisation of the project office

3.
Engineering Manager

·      Ensure the compilation and issue of technical close-out reports


ROLES AND RESPONSIBILITIES



ROLES AND RESPONSIBILITIES

ATD PROJECTS DIRECTOR

· Appoint or act as Project Sponsor

· Maintain ongoing liaison with client on a senior level to monitor client satisfaction

· Convene and attend monthly ATD Projects Executive Project Review Meeting

ATD PROJECT SPONSOR

· Assist Project Manager to resolve issues on a higher level when required.

· Regularly review the status of a project with the Project Manager.

· Representation at ATD executive level for the project

· Representation to the client executive sponsor

ATD MANAGER PROJECTS

· Select and appoint Project Manager
· Assume overall accountability for successful completion of allocated ATD project
· Assist Project Manager to resolve issues on a higher level when required
CLIENT PROJECT MANAGER

· Representation of client interests
· Overall direction of “Contract” project scope
· Verification of scope and approval of deliverables as per contract
ATD PROJECT MANAGER

· Leadership and management of ATD project team
· Select and appoint project team
· Representation of ATD interests
· Delivery of “Contract” scope to client in conformance with agreed criteria
· Integration of project effort with ATD overall organisation by ensuring functional design programmes are compiled with sufficient detail on the project phases, deliverables, and milestones.
· Report areas of concern to, and discuss with the Project Sponsor when higher level action is required
· Issue of a monthly report to ATD Projects Executive Project Review Meeting, detailing manning, progress, costs, change control, client invoicing/payment, and areas of concern
ATD PROJECT ENGINEERING MANAGER

· Responsible for the development of the Technology Management Plan.

· Responsible to the Project Manager for the overall technical quality, schedule, and budget for the engineering work on the project.



· Determination of the Technical Scope of Work.

· Preparation of specifications and standards.

· Completion of detail design to level required in the “Contract”.

· Participation in constructability, maintainability, and operability reviews.

ATD PROJECT SERVICES COORDINATOR

· Establish project communications structures and manage activities:

· Meeting timetables

· Meeting minutes

· Reporting formats

· Document and information Control systems

· Establish project cost and time control structures and manage activities:

· Cost Plan

· Cost accounting interfaces and systems

· Time Plan

· Scheduling systems

· Establish procurement structures and manage activities:

· Procurement plan

· Procurement systems

· Direct project team “Logistic” issues:

· Establish project task office

· Identify and mobilise office equipment

· Manage office logistics

PROJECT SCHEDULER

· Establishes and communicates time scheduling standards, level of detail, and control criteria.

· Co-ordinates scheduling input from project team section heads

· Reviews input and validates logic, assist with duration estimating

· Integrates various section time schedules into overall project time schedule.

· Leads review and approval process of project time schedule

· Monitors performance against scheduled commitments and reports actual and forecast deviations

· Co-ordinates schedule updates and revisions, and their approval as required

· Gathers and analyses relevant closeout data and co-ordinates preparation of schedule performance section of closeout report.


PROJECT PHASE CLASSIFICATIONS


PROJECT PHASE CLASSIFICATIONS

	
	
	
	
	
	IMPLEMENTATION PHASE

	PHASE
	VALUATION (EXPLORATION) PHASE
	CONCEPTUAL PHASE
	APPRAISAL (PRE-FEASIBILITY) PHASE
	FEASIBILITY PHASE
	DETAILED DESIGN
	CONSTRUCTION
	COMMISSIONING

	AAC ESTIMATE CLASS
	NONE
	CLASS 0
	CLASS I
	CLASS II
	CLASS III/IV
	CLASS III/IV
	CLASS III/IV

	PURPOSE
	· To identify and gain access to geological targets and ascertain if it warrants further investigation. Accept/Reject decision.
	· To provide an initial indication of project worth.

· To justify additional exploration and/or testwork.

· Sufficient to reject but not accept a project.
	· To provide a realistic assessment of project worth.

· Normally used to justify expenditure for a feasibility study.

· Depending upon risk and return, can be used to motivate a ‘go ahead’ decision for project.


	· To provide an in-depth analysis of the project.

· To justify project implementation.

· To provide a basis for funding the project.

· To provide a detailed framework for construction cost control.
	· To complete the detailed design of the plant, equipment, and systems to be fabricated, erected or installed.
	· To exercise control over the construction activities.

· To ensure the erection and installation is to standard and schedule, within time and budget constraints.
	· To bring into operation plant, equipment and systems to meet the designed technical performance requirements for official handover to the Client

	STANDARDS
	· Optimistic outlook

· Extrapolation based on many assumptions
	· Estimated quantities

· Many assumptions
	· Actual quantities

· Some uncertainties
	· Optimised design

· Defined scope

· Detailed quantities

· Minimal uncertainty


	
	
	

	MANAGEMENT
	· Establish Corporate Strategy and Objectives

· Gather exploration target intelligence and compile a database to assist decision making on the following:  customs, environment, location, geography, political/safety, war, terrorism, IR, general economics, taxation, legal, infrastructure & competitors.

· Negotiate exploration agreement.


	· Review Goelogical and process report.

· Review Corporate Philosophies and determine criteria for success.
	· Appoint Project Sponsor

· Develop Project Philosophies

· Analyse competitors and possible JV partners

· Economic analysis to provide a realistic indication of the political stability and the possible burden of social and infrastructure conditions.
	· Establish a project organogram

· Appoint project team

· Detail the feasibility study Scope of Work

· Establish conditions of service for project and operating personnel

· Analyse authorisations and permits required for implementation of project
	· Kick-off meeting with project team

· Define project control philosophies and procedures
	· Kick-off meeting with construction team

· Ensure that the necessary plan, equipment and agreements for construction are in place

· Establish site facilities
	· Establish a Commissioning Plan




	
	
	
	
	
	IMPLEMENTATION PHASE

	PHASE
	VALUATION (EXPLORATION) PHASE
	CONCEPTUAL PHASE
	APPRAISAL (PRE-FEASIBILITY) PHASE
	FEASIBILITY PHASE
	DETAILED DESIGN
	CONSTRUCTION
	COMMISSIONING

	AAC ESTIMATE CLASS
	NONE
	CLASS 0
	CLASS I
	CLASS II
	CLASS III/IV
	CLASS III/IV
	CLASS III/IV

	GEOLOGY/ORE RESERVES
	· ‘Potential’ mineral resource

· Estimate of geological resource based on limited geological information
	· ‘Inferred’ mineral resource

· Based on results of a preliminary exploration programme including limited drilling
	· ‘Indicated’ mineral resource

· ‘Probable’ mineral reserve

· Based on comprehensive exploration programme and application of cut-off grade and other economic considerations
	· ‘Measured/Indicated mineral resource

· ‘Proven/Probable mineral reserve

· Based on comprehensive exploration programme and application of detailed appropriate ore evaluation techniques.


	
	
	

	MINING
	· Global estimate of mineable reserves

· Preliminary views on mining method
	· Conceptual design based on production estimates and assumed mining method
	· Preliminary mine plan

· Recommended mine layout and equipment specification

· Preliminary geotechnical work completed
	· Optimised mine plan

· Detailed mining method possibly including trial mining

· Full geotechnical and hydrological study
	· Mine throughput, plan and layout finalised

· Shaft configuration finalised

· Shaft or mining equipment specifications finalised


	
	

	PROCESS ENGINEERING
	· Test amenability of orebody to metallurgical liberation and recovery

· Process selection based on knowledge of assays, mineralogy and scouting testwork
	· Preliminary testwork

· Basic flowsheet

· Conceptual design
	· Detailed bench scale testwork

· Small scale piloting

· Flowsheets and mass balances

· Preliminary equipment sizing and specification
	· Definitive testwork including large scale piloting if required

· Detailed flowsheet definition

· Detailed equipment sizing and specification

· Completion of all flowsheets and the critical P&ID’s
	· Finalise P&ID’s

· Finalise laboratory tests and pilot plant testing
	
	




	
	
	
	
	
	IMPLEMENTATION PHASE

	PHASE
	VALUATION (EXPLORATION) PHASE
	CONCEPTUAL PHASE
	APPRAISAL (PRE-FEASIBILITY) PHASE
	FEASIBILITY PHASE
	DETAILED DESIGN
	CONSTRUCTION
	COMMISSIONING

	AAC ESTIMATE CLASS
	NONE
	CLASS 0
	CLASS I
	CLASS II
	CLASS III/IV
	CLASS III/IV
	CLASS III/IV

	SITE/

INFRASTRUCTURE
	· Assumed location and access to infrastructure
	· Assumed plant capacity

· Known location and site conditions

· Site visit not essential
	· Preliminary plant capacity

· Site visit essential

· Location specifically identified

· Preliminary survey and geotechnical study on selected site

· Infrastructure requirements


	· Finalise plant capacity

· Detailed site survey

· Sufficient geotechnical drilling to categorise site

· Full infrastructural survey

· Communications
	· Finalise geographical location

· Detailed geotechnical tests

· Finalise infrastructural requirements
	
	

	ENGINEERING
	· Order of magnitude assessment of mine and plant requirements
	· Conceptual design based on assumed mining and processing methods

· General layouts required

· Design drawings not required
	· Major equipment specified

· Major GA’s completed

· Quantities measured/factored

· Electrical/ Instrumentation factored
	· Equipment specified for tender purposes

· Detailed general arrangements and site layouts

· Preliminary structural design

· Preliminary electrical and C&I design

· Architectural layouts
	· Detailed final design in all disciplines

· Complete material take-offs

· Final equipment and material specifications

· Design control

· Simulation


	· Equipment lists, material and performance specifications
	

	CAPITAL ESTIMATE
	· Global assessment based on extrapolation or use of simple factors
	· Structured estimate using historical data and factors based on unit costs
	· Budget costs from suppliers

· Estimate compiled from mixture of measured take-offs, factoring techniques and unit costs

· Timing and cost escalation introduced into estimate
	· Detailed equipment and construction estimates

· Detailed quantity take-offs

· Vendor estimates – Multiple

· Civil work – Bill of quantities

· Mechanical, Structural, Piping, Instrumentation and Electrical – Labour and materials costs

· Indirect costs – estimates


	· Tenders from Vendors

· Civil work – Contract bids

· Mechanical and Piping - quantative

· Structural, Instrumentation and Electrical - Contact bids

· Indirect costs – tendered


	· Actual Vendor costs

· All engineering disciplines tendered except Instrumentation quantitative

· Indirect costs - actual
	




	
	
	
	
	
	IMPLEMENTATION PHASE

	PHASE
	VALUATION (EXPLORATION) PHASE
	CONCEPTUAL PHASE
	APPRAISAL (PRE-FEASIBILITY) PHASE
	FEASIBILITY PHASE
	DETAILED DESIGN
	CONSTRUCTION
	COMMISSIONING

	AAC ESTIMATE CLASS
	NONE
	CLASS 0
	CLASS I
	CLASS II
	CLASS III/IV
	CLASS III/IV
	CLASS III/IV

	OPERATING COST ESTIMATE
	· Global assessment based on factors
	· Estimate based on units of consumption and estimated unit costs

· Consider cost of expatriates in under developed countries

· Allow for increased working capital in inventories in remote sites


	· Build-up of costs from first principles
	· Detailed estimate from first principles
	
	
	

	COST ACCURACY
	
	
	+ 25% to – 15%
	+ 15% to – 5%
	+ 10% to – 10% /

+ 5% to – 5%
	+ 10% to – 10%/

+ 5% to – 5%


	+ 10% to – 10%/

+ 5% to – 5%



	TYPICAL CONTINGENCY (TO BE CALCULATED)


	Capex:  + 25%

Opex:    + 15%
	Capex:  + 20%

Opex:    + 10%
	Capex:  + 15%

Opex:    +  5%
	Capex:  + 10%

Opex:    +  0%
	
	
	

	MARKETING
	· Global assessment of marketability and price
	· Initial evaluation of supply/demand and price

· Possible realisation costs
	· Preliminary supply/demand forecast based on desk study

· Preliminary discussions with potential clients

· Determine realisation costs
	· Detailed analysis of supply/demand and product prices

· Detailed discussions with prospective clients

· Sales forecast with tonnage allocations


	
	
	

	
LEGAL/FISCAL
	· Legal tenure establishment

· Fiscal regime investigated

· Political risk assessed
	· Heads of agreement signed with JV partner

· Fiscal regime clarified

· Estimate of taxes, royalties, fees and dividends due to stakeholders
	· Formal JV agreement signed

· Convention signed with government

· Fiscal, financial, foreign exchange and importation conditions established

· Establish permits required
	· Shareholders agreement signed (or draft prepared)

· Operating agreement signed (or draft prepared)

· Financial and Loan agreements signed (or draft prepared)

· Environmental and other permits awarded
	
	
	


	
	
	
	
	
	IMPLEMENTATION PHASE

	PHASE
	VALUATION (EXPLORATION) PHASE
	CONCEPTUAL PHASE
	APPRAISAL (PRE-FEASIBILITY) PHASE
	FEASIBILITY PHASE
	DETAILED DESIGN
	CONSTRUCTION
	COMMISSIONING

	AAC ESTIMATE CLASS
	NONE
	CLASS 0
	CLASS I
	CLASS II
	CLASS III/IV
	CLASS III/IV
	CLASS III/IV

	ENVIRONMENTAL STUDY
	· Sensitivity assessment of location
	· Preliminary investigation

· Identification of critical factors

· Initial indication of the constraints and potential cost of limiting liability


	· Preliminary EIA study to assess possible environmental and social impacts and the need for environmental permits
	· Completion of Project EIA study

· Possession of necessary authorisations and permits to proceed with project
	· Apply environmental requirements to design
	· Apply environmental requirements to construction
	

	FINANCIAL EVALUATION
	· Simplified analysis.  Ratios or first run of budget model
	· Simplified DCF analysis including sensitivities
	· More sophisticated project model introducing market forecasts, inflation projections and impact of project financing


	· Detailed financial evaluation of project including project financing and risk analysis
	
	
	

	RISK ASSESSMENT
	· Preliminary based on database compiled
	· Conceptual based on database compiled
	· Develop a realistic estimation of the risk profile of the project

· Identify the elements that need to be eliminated or reduced by design, or accepted and either managed or transferred


	· Evaluate in depth the risk profile of the project venture
	· Introduce risk reduction measures into design
	· Apply risk reduction measures during construction
	

	PROJECT SCHEDULE
	· Level 1 – Milestone
	· Level 1 – Milestone
	· Level 2 – Master
	· Level 2 – Master 
	· Level 3 – Detail
	· Level 4 – Construction
	· Level 4 - Construction



POLICY AND PRINCIPLE STATEMENTS

· ATD Projects Project Management system

· Policies for the Project Management Content

· Principles for Project Execution

· Principles for Quality Assurance

· Policies for the Cost Management System

· Policies for the Procurement Management System

· Policies for the Estimating Management System

· Policies for the Scheduling Management System



5.
POLICY AND PRINCIPLE STATEMENTS

5.1
ATD Projects Project Management System

Basis and Application

The ATD Projects Operating Policies, Principles and Guidelines contained in the Project Managers Handbook define the ATD Projects Project Management System.

The ATD Projects Operating Principles support ATD Projects Operating Policy by communicating minimum performance standards.

The ATD Projects Operating Principles are in turn supported by detailed procedures, practices and work instructions for the individual functions. These detailed documents are described under “Operating Guidelines – Section2.

The ATD Projects Operating Principles are not procedures, but are rather a set of minimum standards to be applied consistently. They define the baseline for all multi-discipline projects carried out by ATD Projects. Discipline units will supplement these ATD Projects Operating Principles with additional requirements. On project studies, small projects and work not requiring total responsibility, some plans, schedules, and reports will be abbreviated to match the scope of services.

All deviations from the ATD Projects Operating Principles require the approval of the Projects Director.

When ATD Projects employees work under the managerial control of another organisation in Joint Venture arrangements, it will be taken that they work to the quality system of that organisation unless specified otherwise.

Where requirements specified in this document relate to tasks, which are specifically excluded from the ATD Projects Scope of Work in a client contract, it will be assumed that they are not necessary in that instance.

Management Review of the Project Management System

It is a requirement that the ATD Projects Project Management System and its implementation will be regularly and systematically reviewed to verify its continuing suitability and effectiveness.

This will include:

· Routine, detailed review of the Principles at least once a year.

· Periodic management review of the Project Management System.



Communication of the Project Management System

It is an ATD Projects requirement that the ATD Projects Project Management System must be adequately communicated to employees.



5.2
Policies for the Project Management Context


These are contained in Procedure ATDP_PG_3 attached hereto.



5.3
Principles for Project Execution

These are contained in Procedure ATDP_PG_101attached hereto.



5.4
Principles for Quality Assurance

These are contained in Procedure ATDP_PG_103 that is attached hereto.


PROCEDURES LISTING


FORMS LISTING



FORMS

	Form No.
	Description
	Associated Procedure(s) 

	1
	Work description sheet
	PPP211

	2
	Engineering document list (EDL)
	PPP211

	3
	Contractor document request sheet (CDR)
	PPP211, PPP314

	4
	Criticality rating worksheet
	PPP211, PQP318

	5
	Copy matrix
	PDP112

	6
	Inter-Discipline Review form (IDR)
	PPP211, PEP312

	8
	Concession request
	PQP321

	9
	Valve type coding system
	PSP311

	11
	Contractor document request check list & definitions
	PPP211, PPP314

	12
	Contractor document cover sheet
	PDP111,PPP314

	13
	Contractor Document List (CDL)
	PPP314

	14
	Engineer’s approval status sticker for Contractors’ drawings
	PDP111, PDP213, PPP314

	15
	Forms register
	

	16
	Procedures register
	

	17
	Roller board weekly sign off (PFD & P&ID)
	PEP312

	18
	Document coding system (Filing codes)
	

	19
	Site Instructions (SI)
	PPP511

	20
	Contract Variation Instruction (CVI)
	PPP512

	21
	Roller board notification
	PEP312

	22
	Tender adjudication package cover sheet
	PPP411

	23
	Instrument identification code
	PSP311

	24
	Scope/Budget change authorisation
	PCP421

	25
	Cost sheet
	

	30
	Expediting report
	PTP331

	31
	Tender opening record
	PPP411

	33
	Change Note (CN)
	PIP221

	34
	Change Note close-out checklist
	PIP221

	36
	Design Review Programme
	ATDP_TE_6

	37
	Design review checklist 
	ATDP_TE_6

	38
	Electrical equipment coding system 
	PSP311

	51
	Project Weekly Timesheet
	PHP213

	58
	Budget change authorisation register
	PCP421

	60
	Document distribution sheet
	PDP212

	93
	Work Breakdown Structure (WBS)
	PSP310

	94
	Flag identifier/Responsibility schedule
	PSP310

	95
	Decision Note
	PIP222

	96
	Decision Note Log
	PIP222

	99
	Design Criteria Register
	PEP121

	104
	TRP Routing slip
	PPP313, PPP411

	106
	Site Instruction register
	PPP511

	108
	Project authority matrix
	PHP111

	113
	Design change manhour confirmation
	PIP221

	114
	CVI/CN Estimated costs ATD & Contractors
	PIP221

	122
	Tender analysis sheet
	PPP411

	123
	Tender adjudication summary sheet
	PPP411

	126
	Release for Delivery
	PTP331

	130
	Contract history sheet
	PTP331

	173
	Tender adjudication routing page
	PPP411

	242
	Project Note
	PTP331

	243
	Proforma Site Inspection Agenda
	PPP412

	244
	Civil Engineering Design Criteria
	PEP121

	248
	Tender requisition package cover sheet
	PPP211, PPP313




	Form No.
	Description
	Associated Procedure(s) 

	252
	Specification data sheet front page format
	PDP111

	254
	Scope confirmation
	PSP211

	257
	Scope of services: Assignment of client/ATD responsibilities
	PSP211

	260
	Form for travel reimbursement - Contract Staff
	PHP213

	261
	Business Km Log Book
	PHP213

	262
	Document hold register
	PDP111

	263
	Criticality rating register
	PQP318

	264
	Organisation chart
	Procedure PHP131 Cancelled

	270
	Document approval action sequence - Technical
	PDP111

	272
	Standards revision record and controlled issue
	PDP111

	273
	EDMS Workflow - Civil
	PDP213, PEP312

	274
	EDMS Workflow - Electrical
	PDP213, PEP312

	276
	EDMS Workflow - C&I
	PDP213, PEP312

	278
	EDMS Workflow - Mechanical
	PDP213, PEP312

	282
	EDMS Workflow - Architectural
	PDP213, PEP312

	283
	Contract history file index
	PRP411

	291
	Area and Sub-Area codes
	PSP311

	293
	Equipment designation code
	PSP311

	295
	Piping application & material codes
	PSP311

	299
	Design change note register
	PIP221

	351
	Filing code administration
	PDP212

	407
	Notification of Foreign Currency Commitment
	PCP311

	420
	Format - Letter
	PDP114

	421
	Format - Minutes of Meeting
	PDP114

	422
	Format - Fax
	PDP114

	423
	Format - Memorandum
	PDP114

	789
	Project monthly summary report
	PIP211



TERMINOLOGY

· Terminology

· Checklists

· Deliverable Starter Pack



SUMMARY OF GENERALLY USED TERMS

1. Inclusions and Exclusions

This summary includes terms that are:

· Unique or nearly unique to project management(e.g., scope statement, work package, work breakdown structure).

· Not unique to project management but used differently or with narrower meaning in project management than in general everyday usage (e.g., early start date, activity, task).

This summary generally does not include:

· Application area-specific terms (e.g., project prospectus as a legal document – unique to real estate development).

· Terms whose use in project management does not differ in any material way from everyday use (e.g., contract).

· Compound terms whose meaning is clear from the combined meanings of the component parts.

· Variants when the meaning of the variant is clear from the base term (e.g., exception report is included, exception reporting is not).

As a result of the above inclusions and exclusions, this summary includes:

· A preponderance of terms related to Project Scope Management and Project Time Management, since many of the terms used in these two knowledge areas are unique or nearly unique to project management.

· Many terms from Project Quality Management, since these terms are used more narrowly than in their everyday usage.

· Relatively few terms related to Project Human Resource Management, Project Risk Management, and Project Communications Management since most of the terms used in these knowledge areas do not differ significantly from everyday usage.

· Relatively few terms related to Project Cost Management and Project Procurement Management, since many of the terms used in these knowledge areas have narrow meanings that are unique to a particular application area.

2. Common Acronyms

ACWP
Actual Cost of Work Performed

BAC

Budget At Completion

BCWP
Budgeted Cost of Work Performed

BCWS

Budgeted Cost of Work Scheduled

CPI

Cost Performance Index

CPM

Critical Path Method

EAC

Estimate At Completion

ETC

Estimate (or Estimated) To Complete (or Completion)

EV

Earned Value

IFB

Invitation For Bid



OBS

Organisation(al) Breakdown Structure

PM

Project Management or Project Manager

PMBOK
Project Management Body Of Knowledge

QA

Quality Assurance

QC

Quality control

RAM

Responsibility Assignment Matrix

RFP

Request For Proposal

RFQ

Request For Quotation

SOW

Statement Of Work

TQM

Total Quality Management

WBS

Work Breakdown Structure

3. DEFINITIONS

Many of the words defined here have broader, and in some cases different, dictionary definitions.

The definitions use the following conventions:

· Terms used as part of the definition, and are defined in the summary, are shown in Italics.

· When synonyms are included, no definition is given, and the reader is directed to the preferred term (ie., preferred term).
· Related terms that are not synonyms are cross-referenced at the end of the definition (ie., see also related term).


Accountability Matrix. See Responsibility Assignment Matrix


Activity. An element of work performed during the course of a project. An activity



normally has an expected duration, an expected cost, and expected resource  



requirements. Activities are often subdivided into tasks.

Actual Cost of Work Performed (ACWP). Total costs incurred (direct and indirect) in accomplishing work during a given time period. See also earned value.
Baseline. The original plan (for a project, a work package, or an activity), plus or minus


 approved changes. Usually used with a modifier (e.g., cost baseline, schedule 


 baseline, performance measurement baseline).

Budgeted Cost of Work Performed (BCWP). The sum of the approved cost estimates 


(including any overhead allocation) for activities (or portions of activities)


 completed during a given period (usually project to date). See also earned 


value.
Budgeted Cost of Scheduled Work (BCSW). The sum of the approved cost 


estimates(including any overhead allocation) for activities (or portions of 


activities) scheduled to be performed during a given period (usually project to 


date). See also earned value.
Calendar unit. The smallest unit of time used in scheduling the project. Calendar units


 are generally in hours, days, or weeks, but can also be in shifts or even in 


minutes. Used primarily in relation to project management software.
Change in Scope. See scope change.

Charter. See project charter.

Code of Accounts. Any numbering system used to uniquely identify each element of 


the work breakdown structure. See also chart of accounts.



Contingencies. See reserve and contingency planning.
Contingency Allowance. See reserve.

Contingency Reserve. A separately planned quantity used to allow for future situations


 which may be planned for only in part (sometimes called “known unknowns”). 


For example, rework is certain, the amount of rework is not. Contingency 


reserves may involve cost, schedule, or both. Contingency reserves are intended 


to reduce the impact of missing cost or schedule objectives. Contingency 


reserves are normally included in the project’s cost and schedule baselines.

Contract. A contract is a mutually binding document which obligates the seller to provide the specified product and obligates the buyer to pay for it. Contracts generally fall into one of three broad categories:

· Fixed price or lump sum contracts – this category of contract involves a fixed total price for a well defined product. Fixed price contracts may also include incentives for meeting or exceeding selected project objectives such as schedule targets.

· Cost reimbursable contracts – this category of contract involves payment (reimbursement) to the contractor for its actual costs. Costs are usually classified as direct costs (costs incurred directly by the project, such as wages for members of the project team) and indirect costs (costs allocated to the project by the performing organisation as a cost of doing business, such as salaried for corporate executives). Indirect costs are usually calculated as a percentage of direct costs. Cost reimbursable contracts often include incentives for meeting or exceeding selected project objectives such as schedule targets or total cost.

· Unit price contracts – the contractor is paid a preset amount per unit of service (e.g., R70 per hour for professional services or R5,50 per cubic metre of earth removed) and the total of the contract is a function of the quantities needed to complete the work.

Contract Administration. Managing the relationship with the seller.

Contract Close-out. Completion and settlement of the contract, including resolution of


 all outstanding items.

Control. The process of comparing actual performance with planned performance, 


analysing variances, evaluating possible alternatives, and taking appropriate 


corrective action as needed.

Corrective Action. Changes made to bring expected future performance of the project 


into line with the plan.

Cost Budgeting. Allocating the cost estimates to individual project components.

Cost Control. Controlling changes to the project budget.

Cost Estimating. Estimating the cost of the resources needed to complete project 


activities.

Cost Performance Index (CPI). The ratio of budgeted costs to actual costs (BCWP/ACWP). CPI is often used to predict the magnitude of a possible cost overrun using the following formula: original cost estimate/CPI = projected cost at completion. See also earned value.

Critical Activity. Any activity on a critical path. Most commonly determined by using 


the critical path method. Although some activities are “critical” in the dictionary 


sense without being on the critical path, this meaning is seldom used in the 


project context.



Critical Path. In a project network diagram, the series of activities which determines 


the earliest completion of the project. The critical path will generally change 


from time to time as activities are completed ahead of or behind schedule. 


Although normally calculated for the entire project, the critical path can also be 


determined for a milestone or subproject. The critical path is usually defined as 


those activities with float less than or equal to a specified value, often zero. See 


critical path method.

Critical Path method (CPM). A network analysis technique used to predict project 


duration by analysing which sequence of activities (which path) has the least 


amount of scheduling flexibility (the least amount of float). Early dates are 


calculated by means of a forward pass using a specified start date. Late dates are 


calculated by means of a backward pass starting from a specified completion 


date (usually the forward pass’s calculated project early finish date).

Data Date (DD). The point in time that separates actual (historical) data from future (scheduled) data. Also called as-of –date.

Deliverable. Any measurable, tangible, verifiable outcome, result, or item that must be produced to complete a project or part of a project. Often used more narrowly in reference to an external deliverable, which is a deliverable that is subject to  approval by the project sponsor or customer.

Earned Value (EV). (1) A method for measuring project performance. It compares the 


Amount of work that was planned with what was actually accomplished to 


determine if cost and schedule performance is as planned. See also actual cost of 


work performed, budgeted cost of work scheduled, budgeted cost of work 


performed, and cost performance index.(2) The budgeted cost of work 


performed for an activity or group of activities.

Estimate. An assessment of the likely quantitative result. Usually applied to project 


costs and durations and should always include some indication of accuracy (e.g., 


( x percent). Usually used with a modifier (e.g., preliminary, conceptual, 


feasibility). Some application areas have specific modifiers that imply particular 


accuracy ranges (e.g., order-of-magnitude estimate, budget estimate, and 


definitive estimate in engineering and construction projects).

Estimate to Complete (ETC). The expected additional cost needed to complete an activity, a group of activities, or a project. Most techniques of forecasting ETC include some adjustment to the original estimate based on project performance to date. Also called “estimate to complete.” See also earned value and estimate at completion.

Exception Report. Document that includes only major variations from plan (rather than all variations).

Expected Monetary Value. The product of an event’s probability of occurrence and the gain or loss that will result. For example, if there is a 50 percent probability that it will rain, and the rain will result in a R100 loss, the expected monetary value of the rain event is R50 (0,5 x R100).

Final Estimate and Cost (FEC).  The expected total cost of an activity, a group of 


activities, or of a project when the defined scope of work has been completed. Most techniques for forecasting EAC include some adjustment of the original cost estimate based on project performance to date. Also shown as “estimated at completion.” Often shown as EAC = Actuals to date + ETC. See also earned value and estimate to complete.



Functional Manager.  A manager responsible for activities in a specialised department or function (e.g., engineering, manufacturing, marketing).

Functional Organisation. An organisation structure in which staff are grouped hierarchically by speciality (e.g., production, marketing, engineering, and accounting at the top level; with engineering further divided into mechanical, electrical, and others).

Initiation. Committing the organisation to begin a project phase.

Invitation for Bid (IFB). Generally, this term is equivalent to request for proposal. However, in some application areas it may have a narrower or more specific meaning.

Key Event Schedule. See master schedule.

Life-cycle Costing. The concept of including acquisition, operating, and disposal costs when evaluating various alternatives.

Line Manager. (1) The manager of any group that actually makes a product or performs a service. (2) A functional manager.

Management Reserve. A separately planned quantity used to allow for future situations that are impossible to predict (sometimes called “unknown unknowns”). Management reserves may involve cost or schedule. Management reserves are intended to reduce the risk of missing cost or schedule objectives. Use of management reserve requires a change to the project’s baseline.

Master Schedule. A summary-level schedule which identifies the major activities and key milestones. See also milestone schedule.

Matrix Organisation. Any organisational structure in which the project manager shares responsibility with the functional managers for assigning priorities and for directing the work of individuals assigned to the project.

Milestone. A significant event in the project, usually completion of a major deliverable.

Milestone Schedule. A summary-level schedule which identifies the major milestones. See also master schedule.

Mitigation. Taking steps to lessen risk by lowering the probability of a risk event’s occurrence or reducing its effect should it occur.

Monitoring. The capture, analysis, and reporting of project performance, usually as compared to plan.

Parametric Estimating. An estimating technique that uses a statistical relationship between historical data and other variables (e.g., square meterage in construction, lines of code in software development) to calculate an estimate.

Project. A temporary endeavour undertaken to create a unique product or service.

Project Charter. A document issued by senior management that provides the project manager with the authority to apply organisational resources to project activities.

Project Life Cycle. A collection of generally sequential project phases whose name and number are determined by the control needs of the organisation or organisations involved in the project.

Project Management Body of Knowledge (PMBOK). An inclusive term that describes the sum of knowledge within the profession of project management. As with other professions such as law, medicine, and accounting, the body of knowledge rests with the practitioners and academics who apply and advance it. The PMBOK includes proven, traditional practices which are widely applied as well as innovative and advanced ones which have seen more limited use.

Project Phase. A collection of logically related project activities, usually culminating in the completion of a major deliverable.



Project Plan. A formal, approved document used to guide both project execution and project control. The primary uses of the project plan are to document planning assumptions and decisions, to facilitate communication among stakeholders, and to document approved scope, cost, and schedule baselines. A project plan may be summary or detailed.

Project Plan Development. Taking the results of other planning processes and putting them into a consistent, coherent document.

Project Plan Execution. Carrying out the project plan by performing the activities included therein.

Project Planning. The development and maintenance of the project plan.
Quality Assurance (QA). (1) The process of evaluating overall project performance on a regular basis to provide confidence that the project will satisfy the relevant quality standards. (2) The organisational unit that is assigned responsibility for quality assurance.

Quality Control (QC). (1) The process of monitoring specific project results to determine if they comply with the relevant quality standards and identifying ways to eliminate causes of unsatisfactory performance. (2) The organisational unit that is assigned responsibility for quality control.

Quality Planning. Identifying which quality standards are relevant to the project and 


determining how to satisfy them.

Request for Proposal (RFP). A type of bid document used to solicit proposals from prospective sellers of products or services. In some application areas it may have a narrower or more specific meaning.

Request for Quotation (RFQ). Generally, this term is equivalent to request for proposal. However, in some application areas it may have a narrower or more specific meaning.

Reserve. A provision in the project plan to mitigate cost and/or schedule risk. Often used with a modifier (e.g., management reserve, contingency reserve) to provide further detail on what types of risk are meant to be mitigated. The specific meaning of the modified term varies by application area.

Responsibility Assignment Matrix (RAM). A structure which relates the project organisation structure to the work breakdown structure to help ensure that each element of the project’s scope of work is assigned to a responsible individual.

Responsibility Chart. See responsibility assignment matrix.

Responsibility Matrix. See responsibility assignment matrix.

Risk Event. A discrete occurrence that may affect the project for better or worse.

Risk Identification. Determining which risk events are likely to affect the project.

Risk Quantification. Evaluating the probability of risk event occurrence and effect.

Risk Response Control. Responding to changes in risk over the course of the project.

Risk Response Development. Defining enhancement steps for opportunities and mitigation steps for threats.

Scope. The sum of the products and services to be provided as a project.

Scope Baseline. See baseline.

Scope Change. Any change to the project scope. A scope change almost always requires an adjustment to the project cost or schedule.

Scope Change Control. Controlling changes to project scope.

Scope Definition. Decomposing the major deliverables into smaller, more manageable 


components to provide better control.

Scope Planning. Developing a written scope statement that includes the project justification, the major deliverables, and the project objectives.



Scope Verification. Ensuring that all identified project deliverables have been completed satisfactorily.

Solicitation. Obtaining quotations, bids, offers, or proposals as appropriate.

Source Selection. Choosing from among potential contractors.

Staff Acquisition. Getting the human resources needed assigned to and working on the project.

Stakeholder. Individuals and organisations who are involved in or may be affected by project activities.

Statement of Work (SOW). A narrative description of products or services to be supplied under contract.

Team Development. Developing individual and group skills to enhance project performance.

Total Quality Management (TQM). A common approach to implementing a quality 


improvement programme within an organisation.

Workaround. A response to a negative risk event. Distinguished from contingency plan in that a workaround is not planned in advance of the occurrence of the risk event.

Work Breakdown Structure (WBS). A deliverable-oriented grouping of project elements which organises and defines the total scope of the project. Each descending level represents an increasingly detailed definition of a project component. Project components may be products or services.

Work Package. A deliverable at the lowest level of the work breakdown structure. A work package may be divided into activities.


CHECKLISTS

· Project Manager’s Checklist

· Close-out Checklist



PROJECT MANAGER CHECKLIST

Have the following been attended to:

Project Management

· Project Plan

· Project Management Plans

· Work Breakdown Structure

· Personnel appointed

· Project Communications set up

· Project Control introduced

· Project Organisation Chart developed

· Document distribution matrix drawn up

· Project Document Centre established

· Confidentiality requirements addressed

Engineering

· Design Criteria established

· Drawing preparation standard implemented

· Numbering Systems developed

· Inter-Discipline Review system established

· Specification development sanctioned

Procurement

· Procedures implemented

· Contract plan finalised

Cost and Scheduling

· Cost budgets developed from Estimates

· Cost Codes agreed

· Cost Control procedures implemented

· Master Schedule developed

· Close-out requirements established

· Cashflow forecast developed

· Insurance requirements addressed

CLOSE-OUT CHECKLIST

1.
Back charges to Suppliers

· Vendor notification

· Authorisation obtained

· Change order prepared

· Invoice raised and issued

· Follow up as required

2.
Insurance Claims (ATD)

· Insurance Company notified

· Change order prepared

· Invoice raised and issued

3.
Insurance Claims (Freight)

· Damage reports (OS&D)

· Freight Contractor notified

· Change Order prepared

· Invoice raised and issued

4.
Surplus Material Disposal

5.
Issue of “As Built” drawings

6.
Procurement

· Close blanket orders

· Overages, Shortages and Damages

· Outstanding invoices

· Freight Charges

· Material returned for credit

· Warranties / Guarantees

· Backcharges

7.
Cancel Insurances

8.
Issue Final Cost Report

9.
Issue Final Construction Report

10.
Prepare Final Report



11.
Issue all Operating / Maintenance Manuals to Client

12.
Demobilise Project Team

13.
Dispose of Temporary Construction Facilities

14.
Transfer all Project Records

15.
Close off all rental Agreements

16.
Prepare Notices of Acceptance

17.
Client Acceptance and Final Invoice

18.
Issue Close-out Letter


DELIVERABLE STARTER PACK

· Project Plan



PROJECT PLAN

PROJECT NAME

[Note: Commentary appearing in this document template serves to provide guidance in the production of the document and MUST be deleted from the actual document. Commentary appears in RED italics and is enclosed in square brackets. Any section that is deemed to be inappropriate to the needs of the project may be deleted from this document]
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1. MANAGEMENT SUMMARY

1.1 Project Objectives

1.2 Project Scope

[This section is required for projects with multiple objectives and a wide scope.   It summarises the detail captured in sections 3 and 4 plus any other pertinent sections.   It should under no circumstances be a duplication of the relevant sections.   It serves to introduce the project. For small projects, this summary need not be subsectioned.]

2. UNDERSTANDING THE NEEDS OF THE CLIENT

[This section defines the understanding of the Project Team of the actual needs of the Client and serves to convey that understanding to the Client.   This enables the Client to ensure that all needs are fully understood and covered within the objectives and scope of the project.]

3. PROJECT OBJECTIVES

[This section defines the objectives of the project and serves to ensure that the Client’s needs are fully covered and will be attained within the project.]

4. PROJECT SCOPE

[This section delineates in detail the level of scope, which the project will cover to meet the Client’s needs and objectives and how the project team satisfy those needs, as well as defining in explicit terms what is excluded from the project.]

5. PROJECT DELIVERABLES

[This section is typically based on the methodology, workplan, or approach to be followed or used during the project. All major project deliverables should be included here.]

6. APPROACH AND WORK PLAN

6.1 Approach

The approach to be used for the project will be as follows:

[This section broadly outlines the methodology route maps or method of work that will be followed for the project]



6.2 Work Plan

a)

b)

c)

d)

[This section defines the high level tasks of the methodology and is a summary, not a duplication, of the items on the project plan.]

7. PROJECT ORGANISATION

The project organisation describes the project members and their roles. These are as follows:

7.1 Project Sponsor

Mr A. N. Other
[Projects Director or his nominee]

The project sponsor is the project champion and has a direct interest in the success of the project. He is appointed to act as a mentor to the Project Manager and to keep a watch over the project to ensure that it is carried out in the appropriate manner.

7.2 Project Team

[Indicate the position, name and role for each member involved in the project]

· ATD Project Manager


- 

· Engineering Manager


- (If required)

· Senior Discipline Engineers  

- 

· Project Services Co-ordinator

- 

· Senior Contracts Administrator

- 

· Senior Cost Controller


- 

· ATD Construction Manager

- 

[For major projects a team organogram should replace the list of team members.]

7.3 Meetings and Communication

[This section describes the communication structure for the project. Details of meetings, reviews, etc. should be included here]

8.
WORK BREAKDOWN STRUCTURE (WBS)


[This section defines the deliverable orientated grouping of project elements.]



9.
PROJECT MANAGEMENT PLANS

9.1
Scope Management Plan


[This section describes the Scope of the project at high level, giving detail as to how the scope will be managed and how scope changes will be integrated into the project]

9.2
Schedule Management Plan

[This section describes the flow of events on a time basis of how the project will be successfully executed .The project master schedule should also be included]

9.3
Cost Management Plan

[This section describes the budget for the project at high level, giving detail as to what is included and what is specifically excluded. A summary tabulation of the major cost centres should also be added..]

9.4
Quality Management Plan


[This section describes how the project management team will implement its quality management policy]

9.5
Human Resource Management Plan


[This section describes when and how human resources will be brought onto and taken off the project team.]

9.6
Communications Management Plan


[This section describes how the documentation for the project will be controlled.]

9.7
Risk Management Plan

[This section details the identified risks on the project, their rating, and a full explanation how these risks will be managed.]

9.8
Procurement Management Plan


[This section describes how the procurement processes will be managed, giving detail to type of contract, etc.]

9.9
Technology Management Plan


[This section describes how the technical aspect of the project will be defined, managed and implemented.]



9.10
Close-out Management Plan


[This section describes how the close-out of the project will be recorded and reported on, giving detail on how this process will be managed.]

10.
KEY FACTORS REQUIRED FOR SUCCESS


10.1


10.2

[This section defines the key factors required for the success of the project. All critical success factors must be listed and fully explained.]

[In addition to the foregoing, the Project Manager should consider including any other matters relevant to the particular project (e.g. Logistical problems relating to a remote site).]
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