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Introduction

One of the intents of the project management assessment is to determine how well projects at various sites are using the standard Project Management methodology.  Members of the Worldwide Project Management Assessment Team will complete the assessment process with the assistance of checklists and guidelines outlined in this approach.

The PMO is responsible for ensuring that all projects successfully utilize the standard methodology.  By performing a number of these assessments we can gain a sense of the whether the standard project management process is being successfully integrated into the organization.  Assessments also offer the opportunity to provide additional recommendations and corrective actions to all sites thus increasing the success implementation.

Prepare for Site Assessment

Before each visit, it is essential to gain permission from the site sponsor for visiting the site.  Each site must be contacted, permission must be gained, projects must be identified, and any needs for follow on support should be documented.  The information gained from this preparation step will be used in creating a customized assessment plan for each site.

Gain Permission for Site Visit

Each site sponsor should be contacted in order to gain permission for the actual site visit.  The purpose of the initial site contact is to solidify the actual dates team members will be visiting the site.  In the event that the original planned dates will not fit with the site’s schedule, alternate dates should be identified, documented and forwarded to the Project Manager for planning purposes.  Even if the original dates are confirmed, a written confirmation needs to be sent to the Project Manager for that site’s approved visit dates.

It is important that the site starts the approval process and gain permission for the site visit before any travel arrangements are solidified.  This includes permission from the site sponsor as well as the Division.  Also, the site should be asked to confirm hotel reservations for team members participating in the assessment.

Identify Candidate Projects

Once approval for the site visit is gained, projects that will participate in the QA need to be identified.  The projects that participated in the original deployment need to be targeted first.  Be sure to document the following for each project identified:

· the name and phone number of project manager 

· Some background information about the Project Manager (did they participate in the original deployment, do they speak English fluently, etc.)

· a short description of the project

· some background information about the project (has the project started yet, what phase is the project in, etc.)

· any other pertinent information

Identify Follow-on Support Requirements

Identify any follow on support that the site may need.  This includes training and coaching in the following areas:

· PM processes

· Workplan and Charter creation

· Any training courses (PM Overview, Charter Walkthrough, etc.)

This support can come in the form of a training class for more than one person, or individual help for project managers.

Create Customized Site Assessment Plan

Use the Site Assessment Plan Template to create a customized assessment plan based on the needs identified for each site.  This should include the overall QA activities, as well as the individual follow on support required for each site.

Conduct Site Assessment

Site visits are preceded by correspondence regarding site specific needs (e.g., additional training classes, new CD-ROMs, etc).  Upon reaching a location, projects should already be identified and meetings should be pre-arranged (when possible).

Conduct Interviews

Assessment team members should use the Project Assessment Checklist to review the previously scheduled projects.  The intent is to gain an overall view of a project’s use, success, and improvement opportunities related to the use of the methodology.  It is important to note that the assessment should focus on the project management component of the methodology.  Sub-optimal solutions and approaches for conducting projects and completing project deliverables are outside of the scope of the project management assessment.  However, this should not deter a knowledgeable coach from sharing solution delivery hints and help when appropriate.

Conduct Training Classes

One member of each site team should be prepared to conduct project management training if necessary.  Current guidance suggests that we deliver two-day versions of this training whenever possible.  Workbooks and classroom materials will be delivered to the site by the assessment coordinator.

Conduct Follow on Support

Any follow on support that was identified in the assessment plan for the site should also be conducted.  This could include coaching, support, training, etc.

Prepare Findings

Site Assessment and Recommendations

The final deliverables from the site assessment include a site summary, site assessment, and assessment recommendations.  These should be prepared at the site (when practical) and discussed with the site sponsor and project managers.  

Information  gathered during on-site assessments will be used as input for future and follow-up activities at each site.  The intent is to achieve progressively better results in the future.  Additionally, projects that are assessed as needing improvement may be considered for additional coaching and review.

Document Activities

Complete Site Metrics and Monthly Summary 

Reporting of assessment activities includes site metrics and monthly assessment summaries.  Site metrics will include findings and details regarding methodology usage for internal Consulting Services as well as on-site use.  Monthly assessment summaries are completed to provide a cumulative measure of the Worldwide Project Management Assessment Project’s progress as well as a high-level view of the projects/sites visited.  The summary is intended for executive-level review.

APPENDIX A - Assessment Checklist

(  Prepare for Site Visit

· Gain agreement on dates

· Gain understanding of site needs

· Identify projects for assessment

· Identify follow on support required

· Prepare Site Assessment Plan

(  Send Materials to Site

· Training materials

· Other pre-visit information

(  Conduct Site Assessment

· Conduct interviews

· Conduct training classes (as required)

(  Conduct Follow on Support

· Conduct training (if applicable)

· Conduct coaching (if applicable)

· Conduct any other support required per site assessment plan

(  Prepare Findings

· Site assessment and recommendations

· Site summary

· Site assessment

· Assessment recommendations

(  Document Activities

· Complete site metrics

· Monthly assessment summary
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