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	GENERIC PROJECT DOCUMENT

	
	PRINCIPLE STATEMENTS:  PROJECT SCHEDULING



1.0
scope

This document describes the policy regarding the management of scheduling on projects

2.0
Terminology
· Where “Project Senior Scheduler” appears this shall be taken to mean the “Lead” scheduling person in the project team.

3.0
operating policy

3.1
Basis and Application

The Projects Scheduling Management Policies, Principles and guidelines define the Projects Scheduling Management System.

These Policies and Principles support Projects by communicating minimum performance standards.

4.0
PRINCIPLE STATEMENTS

4.1
Project Baseline Schedule 

It is a requirement that for each project there is an approved time schedule with a “written” basis covering the scope for:

· The overall project.

· The Scope. 

4.2
Scheduling Management Plan

It is a requirement that on each project the Project Scheduler must produce a written and approved Scheduling Management Plan that is consistent with the Project Scope and is integrated with the Overall Project Plan.

It is a requirement that the Project Manager convene a formal Scheduling Management alignment meeting at the start of the project to review and verify:

· The Scheduling Management plan.

· Scheduling Management Roles and Responsibilities.

· Scheduling Management scope definition.

4.3
Scheduling Trending System

It is a requirement that the Project Manager through the Project Scheduler maintain an active Scheduling trending system that supports accurate schedule forecasting.

4.4
Corrective Action Reporting

It is a requirement that every formal report issued by the Project Scheduler contain corrective action recommendations.

4.5
Project Meetings

It is a requirement that the Project Manager convene, at least monthly, a formal Scheduling Management meeting attended by the project team.

It is a requirement that the Project Scheduler convene a weekly schedule trending meeting to identify all potential and actual deviations from the approved project schedule.

4.6
Scheduling Management Systems and Procedures

It is a requirement that the standard Schedule Management system and procedures (suitably customised) are applied on all projects.

4.7
Close out Analysis Report

It is a requirement that for each project undertaken, the Project Scheduler must produce an accurate and consistent Scheduling Management closeout report of the final results and lessons learned. This must be:

· A written report issued immediately after project completion

· Based on data gathered from the outset of the project in a “Project Completion File”.

· Focused on lessons to be learned and communicated to future projects.
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