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1.0
INTRODUCTION

1.1
OBJECTIVES

The purpose of this document is to describe the Citigroup Technology Infrastructure (CTI) Project Management procedures that support the Citigroup Information Technology Management (CITM) Level 1 Policy on Project Management Revsion 2 effect 01 January 2004  and the CTI CTIMP Level 2 Standard for Project Management version 2006.2 effective 20 September 2006. 
1.2
SCOPE

These procedures apply to the management of projects (as defined in section 2.1) within CTI. Any initiatives that do not meet the project criteria threshold defined herein shall be considered either Programs or non-project activities and are not mandated to follow these procedures.

Program Management Procedures are out of scope for this document. Procedures for program management within CTI are documented separately in the CTI Program Management Procedure Manual version 2006.2 effective 20 September, 2006. 

1.3
COMPLIANCE

These procedures are effective 20 September, 2006.  Compliance is expected by 01 November, 2006. It is the responsibility of all CTI project managers to comply with these procedures.  

1.4
DOCUMENT REVIEW

This document shall be reviewed  quarterly by the Process Owner to ensure continued applicability to CTI and conformance to the CITM Policy on Project Management and the CTI CITMP Level 2 Standard for Project Management.

1.5
DEVIATION PROCESS

If any of the requirements within these procedures cannot be met, a deviation must be approved by the CTI  PMO Head and by the Project Sponsor if necessary.  Please refer to the PMO Process Deviation Form. (PPDF) The approved Process Deviation Form must be filed with Project Office.   

Before raising any deviation request, the Project Manager needs to obtain a deviation number from Project Office. Each CTI PMO may determine the numbering system for its PPDF. 

1.6
REPORTS AND TEMPLATES

All documents referenced in this document can be found on the CTI Global PMO Website.  Master copies of templates, CITMP standards, and CITMP procedures for CTI Project Management are located at this website

1.7
RECORD RETENTION
The record retention period for the documentation filed in the Project Office, either in softcopy or hardcopy, relating to all project and program work should be in accordance with the Citigroup Master Records Retention Schedule 

2.0
PROJECT MANAGEMENT PROCEDURE

The purpose of this CTI Project Management Procedure Manual is to ensure that the project management process is reviewed, improved, managed and implemented with compliance to the CITM Policy on Project Management and CTI CITMP Level 2 Standard for Project Management.   Please refer to Appendix A for the CTI Three-Tier Project Management Framework (PMF) which supplements the Policy and the Standard.

2.1
PROJECT DEFINITION 

A project is a temporary endeavor undertaken to create a unique product, service, or result.  It has a definite beginning and a definite end.  A project is a method of organizing activities that cannot be addressed within the organization’s normal operational limits.

Non-project work is not mandated to follow this procedure.  Non-Project Work consists of, but is not limited, to the following:

Technology Requests (TR) - These are activities characterized as repeatable end-user requests with characteristics that can be measured consistently and compared to each other for efficiency purposes. Two predictable attributes are the estimated work effort to complete the task and the expected delivery time.

Refer to Appendix M for URL references that may apply to managing Technology Requests.

Problem Management - These are work activities initiated in response to an outage or other issue.  They consist of: problem identification, troubleshooting, and service restoring actions.

Base Support - These are work activities that are not technology requests, problem management, or projects.

Feasibility Studies (FS) - These are activities involved in response to requests for a proof of concept and evaluation of possible solutions. A feasibility study is performed and may include a high level cost estimation if required by requestor.

Refer to Appendix M for URL references that may apply to managing Feasibility Studies.

Other Non-Project Work - This includes, but is not limited to, the following: Monthly Status reporting, Financial Management, HR activities, Administration, Training, Time off from work, et al.[Project Definition, CITM Policy on Project Management, Section 1]

2.2.
PROJECT CLASSIFICATION

The Request Dimensioning Chart (RDC) Version 2006.2 (Illustrated in Appendix B) is used as a guide to classify the work requests as Major or Minor Projects by the appropriate CTI  PMO Project Review Committee (PRC) during the Initiation phase.

The PRC meets on a regular basis to review all new work requests received. The PRC can override the classification of the Request Dimensioning Chart with reasons documented in the PRC meeting minutes.

To reclassify a project after the assignment of Project Manager, the designated Project Manager submits to the Project Office a completed Request Dimensioning Chart to justify the reclassification.  The Project Office gets approval from the PRC during the next review meeting. If the re-classification is done outside of the review meeting, at least 2 PRC members’ concurrences are required. Note that a reclassification can also result in reassigning the project to another project manager.  The Project Manager must follow up on the project until the reclassification and any reassignment is completed.

2.2.1
Major Projects

Major projects are more complex, higher risk, and often involve larger numbers of resources and longer timeframes.  They may also require additional management oversight.  As a guide, the RDC scores for major projects are in the range of 24 to 32 points.

If a project is classified as major, full SILC documentation is required, as depicted in Appendix D Project Management Approach – SILC Process Flow Chart.

2.2.2
Minor Projects

Minor projects tend to be less complex, lower risk and often involve smaller numbers of resources and shorter timeframes.  As a guide, the RDC scores for minor projects are in the range of 13 to 23 points. If a project is classified as minor, the SILC-Lite documentation is required, as depicted in Appendix E Project Management Approach - SILC-Lite Process Flow Chart.

2.3
PROJECT PRIORITIZATION 

All major projects should be prioritized using the Project Prioritization Matrix  (please refer to Appendix C).  The designated Project Manager assigns the prioritization score during the Initiation phase.  The prioritization score may be revised if any of the criteria changes during the project cycle. Projects are prioritized based on the following criteria:

· Regulatory / Legal

· Industry / Provider Mandate

· Corporate Mandate / Internal Audit Compliance

· Cost Saves and Net Revenue Timeframe

· Risk Reduction / Control

· Service Enhancement / Process / Operational Improvements

· Client Retention / Revenue Protection

· Project Life Cycle Phase

[Project Prioritization, CITM Policy on Project Management, Section 2]

The project prioritization scores may be used to help select projects for management review or to assist with prioritization of projects within individual business lines.  It is optional for the Project Manager to use the prioritization tool for minor projects.

2.4
PROJECT MANAGEMENT FRAMEWORK (PMF) & STANDARD INFRASTRUCTURE LIFE CYCLE (SILC)

The PMF and the SILC relationship is a full iteration of the PMF for every phase in the SILC.  Please refer to Appendix A-1 for SILC-PMF Relationship Chart.

The Project Management Framework includes activities that are performed during every phase of the life cycle.  The framework includes communication management, risk management, issue management, and scope management. Please refer to Appendix A-1 for SILC-PMF Relationship Chart.

All CTI projects, either major or minor, must follow the Standard Infrastructure Life Cycle (SILC) processes. The difference between major and minor project processes is the documentation requirement. Major projects require the SILC full documentation whereas the minor projects follow the SILC-Lite documentation.  Please refer to Appendix D, Project Management Approach – SILC Process Flow Chart for major projects and Appendix E, Project Management Approach - SILC-Lite Process Flow Chart for minor projects.

The design solutions and costs stated in the SILC/SILC-Lite documentation have a validity period of thirty (30 days) from the time the document is delivered to the sponsor for approval. The Project Manager may follow up with the Sponsor to explore cancellation of  the project if  sponsor signoff is not received after 30 days.

The following diagram shows an overview of the SILC. 
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2.4.1
Initiation Phase

2.4.1.1
Business users submit new work requests to the CTI Project Office via the CTI Virtual Project Request system (VPR), a component of the Virtual Tech environment.  

2.4.1.2
The Project Office checks all initiation forms to ensure information completeness and consolidates all new requests received during the week.  The consolidated list is submitted weekly to the Project Review Committee (PRC) for review.

2.4.1.3
The Project Office chairs the weekly PRC review meeting and documents the results.  The PRC makes the following decisions:

· Accept or reject the requests.

· Assess if the request should be classified as a major project, minor project, or non-project activity using the Request Dimensioning chart (RDC) as a guide. 

· Assign the work streams required. 
2.4.1.4
During or after the weekly PRC meeting, the workstream owners notify the Project Office of the resource assignments for their respective work streams.  The Project Office updates the list and distributes it to the PRC and the Requestor.  The Project Office or the appropriate PMO Portfolio manager, at the discretion of the CTI PMO’s, informs the clients of the following:

· For requests accepted as projects, inform the clients of the project manager assigned. If no project manger is available, inform the clients that the request is pending Project Manager assignment.  

· For rejected requests, inform the clients of the reason(s) for rejection.
For work efforts accepted as projects, the Project Office is responsible for initiating the projects in PlanView and ProFiTS within 5 business days of the assignment of the project manager.
2.4.1.5
When a project requires additional resources from work streams that are not identified during the PRC review, the Project Manager can approach the work stream Managers directly for assignments. Alternatively, the Project Manager may engage additional work streams via the Portfolio Manager or the Project Office.  All resource requests may be escalated to the respective manager if no resource assignment is received after 3 business days have passed from the time the request was made.

2.4.1.6
The  Business Information Security Officer (BISO) reviews the New Requests list weekly and advises the Project Office on projects that may require BISO involvement.  If the BISO determines that a project requires Information Security involvement, then the Project Manager should invite the assigned BISO to the first meeting of that project with the Stakeholders. After the meeting, the BISO will confirm that Information Security involvement is still required. The assigned BISO also may advise the Project Manager if any Compliance or Legal & Regulatory Officers should be needed in the project.  For projects where a BISO may not have been assigned during the initiation phase, the project manager should monitor the project and request BISO involvement if such involvement becomes necessary due to changes in the project scope.

To find out who the responsible BISO is for any project, go to the Citigroup Operations & Technology Information Security Services Website.  Under IS Wizards, select the wizard titled “Locate your Business Information Security Officer” and follow the instructions. 




2.4.1.7
When a project requires resources from other regions, the Project Manager should approach the appropriate work stream managers to confirm the work stream contact in the other regions.  The Project Manager then sends the requested resource list to the Project Office or appropriate PMO manager.  The Project Office or appropriate PMO manager will file a request with the respective CTI Project Office and update the Project Manager upon receiving an assignment.  If the Project Office or appropriate PMO manager  is not able to obtain a commitment for the required resources from the other region(s) after 10 business days from the time the request is filed with the Project Office, an issue should be opened and escalated to the Global PMO. 

2.4.1.8
It is recommended that the Project Manager conduct the first meeting with the Requestor within 5 business days from the time the project manager is notified of the assignment.  If, after reasonable follow up by the project manager, the Requestor does not respond within 30 calendar days to the Project Manager’s request for the first meeting,  the request may be put on hold and the project manager may be reassigned, at the discretion of the corresponding PMO management.

2.4.1.9
For major projects, the Project Manager reports the status of the project to all the key stakeholders on a weekly basis. For minor projects, the Project Manager should report status to the key stakeholders at least every two weeks.  

2.4.1.10
The Project Manager and the project team work on defining the key milestones and deliverables in the Project Charter. Please refer to the Appendix F for the Work Flow steps to preparing the Project Charter   The Project Charter documents the high-level description of the project, scope, deliverables, risks, assumptions, and Level 0 estimates of costs and timeframe.  The Project Team calculates the Level 0 estimates to perform the work.  Typically, Level 0 estimates average  +/- 40 % accuracy.  Greater accuracy cannot generally be achieved until the design is completed.  The Project Manager uses the consolidated L0 costs to prepare the PROJECT CHARTER.  The Project Sponsor will use the information in the PROJECT CHARTER to make the initial “go/no-go” decision for the project.  The Project Manager should agree with the Requestor on the duration for the delivery of the PROJECT CHARTER.  The guideline which PMO’s should be striving to achieve in most cases is the delivery of a PROJECT CHARTER for approval 20 business days after the project manager has been assigned.  

2.4.1.11
For major projects, it is recommended that a  PROJECT CHARTER Review meeting be conducted before the PROJECT CHARTER is circulated for approval.  The PRC and/or Work Stream Managers are invited to the meeting as appropriate. The Project Manager presents the Project Charter in the Project Charter Review meeting and documents the results of the meeting. If revision is required as a result of Project Charter Review meeting, the Project Manager revises the Project Charter and distributes the revision to the appropriate reviewers and approvers.  Review participants must identify any issues with the revisions within 1 business day.  Any feedback received after 1 business day from the revision being presented will be incorporated into the Design phase documents. 

2.4.1.12
Once the revisions are complete, the Project Manager circulates the Project Charter to the appropriate approvers for approval to proceed.    At the very minimum, the Project Charter must be approved by the Project Sponsor with sufficient financial spending authority and the Project Portfolio Manager or equivalent PMO manager. The project manager determines if additional approvals may be required.  Please refer to the Approval Matrix in Appendix G1 as a guide for determining which additional approvers may be needed. At this time, approvals in PlanView, via email, or hardcopy signatures are acceptable approval methods.  The project manager records the Level 0 estimates from the Project Charter in ProFiTS and PlanView at the time the Project Charter is submitted for approval.  As a guide, the Project Charter should be approved within 10 business days of its being submitted for approval.   If excessive delays in obtaining approval are experienced, the project manager should report the delays as an issue and escalate through the appropriate channels for the region governing the project.   


Upon approval of the Project Charter, the project manager attaches the appropriate approvals to the Project Charter document and uploads the collected documentation into the PlanVIew content area associated with the project.  At this point also, the project manager must contact the appropriate CTI Project Office and ask that the Level 0 estimates be locked in PROFITS.  This step is mandatory.  





[Authorization, CITM Policy on Project Management, Section 3.1]
2.4.1.13
The key deliverable at the end of the Initiation Phase is the approved  Project Charter.  For minor projects, the creation of the Project Charter is optional as long as the Requestor indicates that the high-level project estimates are not required. The waiver request  must be able to be stored with the project documentation in PlanView.  

2.4.2
Design Phase




2.4.2.1
Project planning is an iterative process. [Planning, CITM Policy on Project Management, Section 3.3].  The Design Phase involves quantifying scope and performance needs, including roles and responsibility [Roles and Responsibilities, CITM Policy on Project Management, Section 3.3.3] through a thorough analysis of all the business requirements. The key objective is to develop the project baseline of scope, schedule and cost. The Work Breakdown Structure (WBS) defines the low-level tasks and activities. The WBS is used for developing the schedule, cost estimates, resource assignments and dependencies. [Resource and Cost Management, CITM Policy on Project Management, Section 3.3.2].



2.4.2.2.
In this phase, the Project Manager and the project team define the key milestones and deliverables which include project justification, objectives, assumptions, requirements, deliverables, the proposed solution, the project schedule and cost estimates. For major projects, the Project Manager and the team produce the Project Define/Design Document (PDD). For minor projects, the Project Manager and the project team produce the Project Define/Design Document Lite (PDD Lite) Project costs and schedule forecasts in the design phase are Level 3 estimates in the PDD/PDD-Lite, which have an accuracy forecast of  +/- 5% variance against projected actuals.  An approved PDD/PDD-Lite serves as an agreed Statement of Work (SOW). [Statement of Work, CITM Policy on Project Management, Section 3.2]. 

2.4.2.3
The project team members for each discipline/domain/work stream propose the technical solutions. They work with the Project Manager to prepare the Level 3 cost estimates and the detailed work breakdown structure (WBS). The technical document(s) should at least include the technical solution, assumptions, constraints, risks and responses, operational impact, dependencies, schedule and costs.  [Schedule, CITM Policy on Project Management , Section 3.3.1].  Standardized technical documentation templates may be used to simplify this process where applicable. The technical documents are to be approved by the Engineering, Integration and Operations Work Stream Managers, where appropriate.  The approved technical documents should be submitted to the Project Manager for filing into PlanView with the PDD/PDD Lite and the preparation of the PDD/PDD-Lite.

2.4.2.4
For all projects where a new application is developed, or an existing application is updated or modified in any way, or for infrastructure system changes that also require this action,  CTI Business Continuity Services (BCS) will be notified of such a change by the project manager during the design phase.   Notification is to keep CTI Business Continuity Services (BCS) aware of the intention to perform CoB recovery testing of all new applications before their go-live date or for modified applications within 90 days of implementation. The CTI Project Manager will document the fact that BCS has been notified by completing the BCS New/Modified Application Details Form (illustrated in appendix N) with the appropriate information and will submit it to the corresponding Business recovery coordinator.  A copy of the completed form should be stored with the project documentation.  Upon notification, BCS will then work with the project team and/or the support teams to schedule and complete the COB testing as appropriate.  

For help with BCS contact information, navigate to the BCS Support Web Page, find the COB QUICK TIP – KNOW YOUR BUSINESS RECOVERY COORDINATOR and follow the instructions there to identify the proper contact in your region for this procedure.


2.4.2.5
When the Project Manager is also the integrator for a minor project, the technical information does not necessarily have to be presented as a separate document. The technical information can be embedded as part of the PDD-Lite.   All Design Technical Documents (or PDD Lite if there is no design technical document) must be submitted to the CTI Operations domains for signoff.  



2.4.2.6
For major projects, a Peer Review meeting should be conducted before the PDD is circulated to CTI Management and the Business Sponsor for approval. The Peer Review meeting minutes should be documented and attached with the Peer Review Signoff Form. Please refer to the Peer Review Sign-off Form template.  Needs to be moved to the new GPMO website.

2.4.2.7
Once the PDD/PDD Lite has been reviewed, the Project Manager circulates the PDD/PDD Lite to the appropriate approvers for approval to proceed.    At minimum, the PDD/PDD Lite must be approved by the Project Sponsor with sufficient spending authority, the Project Portfolio Manager or equivalent PMO manager, and the CTI PMO Head. The project manager determines if additional approvals may be required.  Please refer to the Approval Matrix in Appendix G1 as a guide for determining which additional approvers may be needed. It is recommended that the work stream managers providing resources or capital equipment also be approvers to the PDD/PDD Lite. At this time, approvals in PlanView, via email, or hardcopy signatures are acceptable approval methods.  The project manager records the Level 3 estimates from the PDD/PDD Lite  in ProFiTS and PlanView at the time the PDD/PDD Lite is submitted for approval.  As a guide, the PDD/PDD Lite should be approved within 20 business days of its being submitted for approval. If excessive delays in obtaining PDD/PDD Lite approval are experienced, the project manager should report the delay as an issue and escalate through the appropriate channels for the region governing the project.   


2.4.2.7
Upon approval of the PDD/PDD Lite, CTI is authorized to proceed with the Implementation phase.  The project manager attaches the appropriate approvals to the PDD/PDD Lite and uploads the PDD/PDD Lite, and if applicable, the Peer Review form, into the PlanView content area associated with the project.  At this point also, the project manager must contact the appropriate CTI Project Office and ask that the Level 3 estimates be locked in ProFiTS.  This step is mandatory.



2.4.2.8
Projects involving any cross-border support activities must follow the appropriate regional regulatory processes. 



2.4.2.9
The committed date for PDD delivery should be agreed upon between the Requestor and the Project Manager during project planning.



2.4.2.10
Upon approval of the PDD/PDD-Lite, the Project Manager should baseline the project plan documented in the PDD/PDD-Lite. 



2.4.2.11
CTI Capital Expenditure Proposal (CEP) Policy and CTI Project Procurement Procedure: Under the current CEP policy, any CTI project that involves a total investment cost of more than US one hundred thousand (USD100M) dollars requires a CTI Capital Expenditure Proposal (CEP). The total investment includes Capital, One Time Expenditures, Long-term commitments and Contingent Liabilities.  Senior CTI Management and Financial Controller approval are required; see Appendix G-2 for Approval Matrix for CEP.  For business-initiated projects, where the business raises the CEP, CTI Management and the appropriate CTI Financial Controller must be a party to sign off if CTI expenses exceed USD100M.  


2.4.2.12
The CEP should be prepared using Level 3 estimates. Under circumstances where Level 3 estimates are not ready and with only Level 0 estimates available, the Level 0 estimates can be used to prepare the CEP.  The Project Manager is required to highlight the additional risk in the Project Charter and the CEP Summary Form. If the Project Charter is not prepared for the project, a deviation request has to be raised to justify why the procurement needs to be fast tracked, what the risks are, and when the PDD will be completed.


2.4.2.12
If the CEP is approved before the delivery of PDD/PDD-Lite, the project may   proceed to procurement.  This will fast-track the purchase of equipment with long lead time delivery.  The Project team should prepare the Level 3 documentation while waiting for the equipment to be delivered.   Implementation work may start only after the Level 3 design and the PDD/PDD-lite have been approved.  



2.4.2.13
Any project that involves a total investment cost of USD100M or less does not need a CEP.  The PDD/PDD-Lite must be approved by the CTI Management and the Project Sponsor with sufficient spending authority before any procurement can take place.  If procurement is required prior to level 3 estimates being available, the Project Manager must prepare a deviation request.  The deviation request should justify why the procurement needs to be fast-tracked, what the risks are, what the risk mitigation strategy is, and when the PDD will be completed.  The deviation form needs to be approved by the CTI Management, the Business Sponsor and the appropriate CTI Financial Controller.

2.4.3
Implementation Phase


2.4.3.1
In this phase, the Project Team proceeds with the acquiring of resources, building, testing and validating the complete solution stated in the approved Level 3 documentation (PDD/PDD Lite). The Project Manager is required to track the project progress and the elements of measurement (cost, schedule and effort). Please refer to Appendix F-2 for the Work Flow: Procure & Implement and Appendix F-3 for the Work Flow: Production Handover.

2.4.3.2
It is the responsibility of the technical work stream teams initiating procurement  to ensure that any procurement of products and installation are in compliance with the Citigroup standards, such as Contract and Outsourcing CITMP, Local Procurement Policy, etc.

2.4.3.3
To ensure that any new product deployment has taken into consideration the operational impact, the Operations team is required to assess and document the impact in the CTI Operations Support Model Documentation.  This includes but is not limited to skill set training, resource requirements to support the new environment, the service level management and update of the Departmental Control Function Checklist (DCFC).  The Operations Domain Manager is required to sign-off the applicable Domain Support Model Documentation.  A copy of the signed document should be provided to the Project Manager for filing in PlanView with the other project documentation. The Project Manager is responsible for tracking the deliverable of this document as part of the project documentation.  

2.4.3.4
During this phase, the Project Team builds the solution, tests it and documents the test results.  Once the project solution is tested successfully, the project team moves the project solution into the operational environment. The project team must adhere to applicable Change Control policies and procedures during the project implementation.

[Operational Readiness, CITM Policy on Project Management, Section 3.3.5]

2.4.3.5
Prior to project cutover to production, the Project Team members provide the appropriate minimum or draft technical documentation to be able to support the product in production to the respective Operations teams.  Final versions of the technical handover documentation should be completed no later than 10 working days post operational handover.  For Distributed projects, with multiple project cutovers, the Project Team can use the Operations Acceptance Form (OAF) to do partial handover to the Operations teams, except for the Network stream where partial handover may not be applicable.  Some regions may have additional acceptance criteria.   

2.4.3.6
By signing-off the OAF or the technical handover document, the Operations teams assume the responsibility of managing and maintaining the delivered environment.  The approved documentation should be submitted to the Project Manager for filing in PlanView.

2.4.3.7
The Project Manager should consolidate the technical build, validate and handover documents from the various disciplines to produce the Project Validation/Handover Document (PVHD) for major projects or the  Project Validation/Handover Document Lite (PVHD Lite)  for minor projects . The Project Manager circulates the PVHD/PVHD Lite to the appropriate approvers for approval to proceed.    At minimum, the PVHD/PVHD Lite must be approved by the Project Sponsor with sufficient spending authority and the Project Portfolio Manager or equivalent PMO manager.  The project manager determines if additional approvals may be required.  Please refer to the Approval Matrix in Appendix G1 as a guide for determining which additional approvers may be needed.  At this time, approvals in PlanView, via email, or hardcopy signatures are acceptable approval methods.    As a guide, the PVHD/PVHD Lite should be approved within 20 business days of its being submitted for approval. If excessive delays in obtaining PVHD/PVHD Lite approval are experienced, the project manager should report the delay as an issue and escalate through the appropriate channels for the region governing the project. 
2.4.3.8
If the Project Manager is also the integrator for the project, the technical information does not necessarily have to be presented as a separate document. The technical information may be embedded as part of the PVHD-Lite. All Validation/Handover Technical Documents or PVHD-Lite (if there is no separate Validation/Handover Technical Document) must be submitted to the CTI Operations Domains for signoff.

2.4.4
Track and Control



2.4.4.1
Schedule Tracking

During the entire life cycle of the project, the Project Manager should regularly track the progress of the project and ensure that the project plan is reflected with the current status.

[Schedule, CITM Policy on Project Managemen , Section 3.3.1]


2.4.4.2
Cost Tracking
The Project Manager must track all project purchases/actuals against the project budget in ProFiTS and PlanView on a regular basis.  ProFiTS and PlanView should be updated promptly and accurately.


[Tracking, CITM Policy on Project Management, Section 3.5].



2.4.4.3
Issue Management
Issues identified during the course of the project should be managed according to the established Issues Management Process.   Where issues have not been able to be resolved at the Project Manager’s level, the Project Manager should escalate them to the next level of management. CTI Management should ensure corrective actions are taken to resolve and close all outstanding issues. All issues should be logged and tracked in PlanView. Significant issues should be reported in the PSR.


2.4.4.4
Risk Management
It is important that the Project Manager identify all risks that could significantly affect the success of the project.  Each significant risk should be carefully documented with its mitigation strategies in the SILC document(s) to ensure that management and the project sponsor are well informed. Any mitigation tasks should also be factored in the schedule planning and documented in the project plan. In the process of tracking the project’s progress, the Project Manager should monitor and track the risks involved.  Identified risks must be logged and tracked in PlanView. Significant risks should be reported in the PSR.  



[Risk Management, CITM Policy on Project Management , Section 3.4].



2.4.4.5
Change Management
All proposed changes to the business requirements or the key components agreed to in the approved Project Charter or PDD /PDD-Lite should be submitted to the project team for review. The requested changes should be managed according to the Project Change Management Process.  Refer to Appendix J for the Scope/Schedule Change Management Process.  

The initiator of the change should first discuss the change with the Project Manager.  If the Project Manager and the project team accept the change, the Project Manager would raise the Scope/Schedule Change Request to document the change and the impact.  
The Project Manager has the authority to approve non-critical changes.  Non-critical changes are defined as changes that are within the project 5% cost variance and with no impact to the overall end date.  Critical change is defined as exceeding 5% variance of the cost; or changing the CTI delivery dates as agreed in the approved PDD/PDD-Lite; or having significant impact on the deliverables specifications. All critical changes would have to be approved by the CTI Management and the Project Sponsor.  For critical changes impacting schedule, the Project Manager should attach the proposed project plan when circulating for approval. All records of change requests must be logged and tracked in PlanView. 

The Project Manager should re-baseline the project based on approved changes to the cost and/ or schedule.  The appropriate systems or files should be updated.

[Management of Change, CITM Policy on Project Management , Section 3.6].



2.4.4.6
Report/Interim Review – Communications
For major projects, the Project Manager should send the project status report to the project stakeholders and Project Office weekly. For minor projects, it is recommended that the project manager send the project status report to the project stakeholders and Project Office at least every two weeks.  The purpose of the reports is to provide updates on cost, risks, issues, status of the project deliverables and the overall health of the project. 

 
[Communications, CITM Policy on Project Management , Section 3.3.4].

The project health status is reflected as Green, Yellow or Red. Any issue that affects the quality, financial performance, or schedule performance should be evaluated to determine the project status. See Appendix K for the definition of the project trend.



2.4.4.7
Management Reviews
Dashboard reports are available for management review.  Each PMO also prepares its portfolio reports for review with the management and the Business groups regularly.  The consolidated project status reports and the portfolio reports are posted regularly for management oversight.
[Management Reviews, CITM Policy on Project Management, Section 3.7].



2.4.4.8
Project Documentation Quality Assurance (QA)
Each PMO must conduct a Quality Assurance review of all the projects under its governance by a reviewer who is not the project manager at the end of each project.  Periodic quality assurance checks for each project should also be performed by CTI PMO Management or other designated reviewers as necessary.  For projects in PlanView, the Project Office uses the QA function in the workflow steps.  The CTI Project Quality Assurance Checklist version 2006.2 (QAC) (illustrated in Appendix L) is used to verify that the project is compliant to the SILC and CITMP standard and for documentation that the QA checks have been performed.   The results of the quality reviews are documented in the QAC and filed in PlanView.  PMO’s wishing to supplement the standard QA Checklist with additional details may do so. 




2.4.4.9
Peer Review
The technical solutions QA is done by the technical domain managers when they sign off the technical documents.  For major projects, due to their criticality and complexity, the Project Charter and PDD are also subjected to peer review within the CTI PMO governing the project.  

2.4.5
Closure Phase


2.4.5.1
The Closure Phase covers the processes involved in the closing out of the project.  The Project Manager needs to confirm with the Project Sponsor that the project deliverables have been satisfactorily achieved.  This phase evaluates the success of the project against the scope, timeframes and deliverables laid out in the Level 3 (PDD/PDD Lite) documentation. 


2.4.5.2
For major projects, the Project Manager sends the Customer Survey forms to the Project Sponsor and other key customer contacts for feedback.  It is recommended that a minimum of three customer surveys be collected for each major project.  Similarly, the project team is required to complete the Team Survey forms to provide feedback on the team’s performance and the lessons learned.  With the feedback from the surveys, the Project Manager should prepare the Project Scorecard to summarize the performance of the project implementation. For all survey forms, the recipient should be advised that if no response is received within 10 business days of receiving the survey, the PMO will consider the survey score to be a 4.5 out of 5.  For minor projects, performing the customer surveys  and including the feedback from the surveys is optional but recommended. 


2.4.5.3
The Project Manager should prepare the Project Closure Document (PCD)  to conclude the project. Please refer to Appendix F-4 for the Work Flow: Prepare PCD. The PCD assesses the effectiveness of the implemented project and determines process improvements for future projects.  The PCD should include the following where applicable:

· Objectives of the project and the deliverables achieved

· Resource spending on the project and the variance compared to Level 3 estimates

· Total spending for the project and the variance compared to Level 3 estimates

· Summary of all changes done to the original signed-off document and the reasons for the changes

· Outstanding Tasks that have been agreed to be completed after project closure. 

· Lessons learned

2.4.5.4
The Project Manager circulates the PCD to the appropriate approvers for approval to proceed with closure.    At minimum, the PCD must be approved by the Project Sponsor with sufficient spending authority and the Project Portfolio Manager or equivalent PMO manager.  The project manager determines if additional approvals may be required.  Please refer to the Approval Matrix in Appendix G1 as a guide for determining which additional approvers may be required.  At this time, approvals in PlanView, via email, or hardcopy signatures are acceptable approval methods.    As a guide, the PCD should be approved within 20 business days of its being submitted for approval. If the PCD is not signed off by the Project Sponsor within 20 business days of being submitted for approval, the project manager will send a final email to the project sponsor indicating that the project will be closed if no response is received within the next 5 business days.   If no response is received within 5 business days, the project may be closed at the discretion of the CTI PMO governing the project.  IMPORTANT NOTE: Non-response closures are not mandated.  Each CTI PMO must determine on a project-by-project basis whether such a closure should be implemented. 

[Post-implementation Reviews, CITM Policy on Project Management , Section 3.8].

2.4.5.5
It is recommended that the PCD be submitted for approvals within thirty (30) days after the project deliverables went live. The Project Manager should also submit the final PSR to update the stakeholders that the project is completed.  With the approval of the PCD, the required Quality Assurance Check, and the administrative closure of the project in the respective project management tools, the post-implementation is considered done for the project. 

2.4.5.7
The Project Office or appropriate PMO manager performs a final quality check using the QAC to ensure project compliance to CITMP and SILC or SILC-Lite accordingly. When any non-conformance is identified, the Project Manager and his/her immediate supervisor are informed. The Project Office locks the project actuals in the ProFiTS . The Project Office updates the project status to closed in the appropriate tools and systems.   

2.4.6
Project Cancellation

The Requestor or Sponsor confirmation is required for any cancellation of project. The Project Manager needs to notify Project Office and provide the email confirmation from the Requestor or Sponsor of the project cancellation. The Project Office updates the project status in the appropriate tools and systems. 

2.4.7
Project on Hold

Projects may be placed on hold by the Project Requestor or Sponsor for up to 60 calendar days.  Upon receipt of such a request, the requestor is notified by the Project Portfolio Manager or the Project Office that resources assigned to the project may be redeployed and that resources, particularly the same resources, may or may not be available if and when the project is reactivated.  In addition, when a project is reactivated, the financial impact, schedule impact and the need to potentially update existing documentation will be reevaluated.   The Project Manager , Project Office, or appropriate PMO Manager should follow up with Project Requestor to explore canceling the project if there is no decision to unfreeze the project after 60 calendar days from the time of the request to place the project on hold. 
APPENDICES 
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SILC-PMF Relationship Chart
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APPENDIX B:

CTI PMO Request Dimensioning Chart
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APPENDIX B1:

CTI PMO Request Dimensioning Chart Notes



APPENDIX C:

CTI Project Prioritization Tool
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APPENDIX D:

Project Management Approach – SILC Process Flow Chart
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APPENDIX E:

Project Management Approach – SILC Lite
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APPENDIX F:

Work Flow: Prepare Project Charter
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APPENDIX F1:

Work Flow: Prepare PDD/PDD Lite
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APPENDIX F2:

Work Flow: Procure and Implement
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APPENDIX F3:

Work Flow: Production Handover
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APPENDIX F4:

Work Flow: Prepare PCD
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APPENDIX G1:

Potential Approver Guide for SILC Documentation
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APPENDIX G2:

CEP Approval Matrix

	Approving Parties
	CEP Amount

	
	> USD 100 M

< USD 1 MM
	> USD 1 MM

< USD 5 MM
	> USD 5 MM

	CTI Regional Director
	R
	R
	R

	CTI Regional Financial Controler
	R
	R
	R

	CTI Procurement
	R for > USD 500 M
	R
	R

	CTI CFO

Nicholas Orlando
	
	R
	R

	CTI CIO

Jagdish Rao
	
	R
	R

	Executive

Roger Kent
	
	
	R

	Executive

Kevin Kessinger
	
	
	R


R = Required

APPENDIX H:

Department Control Function Checklist


Project Management Quality Assurance (QA) Review

The CTI PMO performs a QA check for every project at the closure of each project by using the Project QA Checklist.  Periodic QA reviews should also be performed to verify proper reporting and issue, risk and change management. with the sampling size in line with the RCSA requirements.  PMO’s may also perform QA checks at the conclusion of each SILC phase of the project.   

Project Management Risk & Control Self Assessment (RCSA)

The Project Office completes Project Management RCSA annually.  Country Operations should also complete the Project Management RCSA to comply with the CTI CITMP requirements where applicable.

CTI Project Management Process Review

The Project Office reviews the Project Management process with the Domain/Platform Managers annually . 

Records Management

The Project Office identifies the project related records that have reached the end of the retention period and purges them as per the Records Retention Policy.

APPENDIX I:

CTI Project Management Issue Management Process
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APPENDIX J:

CTI Project Management Scope/Schedule Change Management Process
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APPENDIX K:

Project Trend Definition

	Trend
	Risk
	Description

	Green
	Low
	Project is currently on schedule, in budget, and has no foreseeable obstacles that would hinder successful completion.



	Yellow
	Medium
	The overall project trend should change to Yellow if:

1. Any interim milestone is more than 30 days behind schedule.

2. Any forecast delay in the overall end date of the project for less than 30 days.

3. Any change in the financial forecast that exceeds 5%

The project is currently behind schedule and/or trending over budget. There may be roadblocks that would hinder successful completion. These can be corrected by the estimated completion date of the project.



	Red
	High
	The overall project should change to red if there is:

1. Any forecast delay in the overall end date of more than 30 days.

2. Any change in the financial forecast that exceeds 10%

Critical path dates have been missed, resulting in a slip of the project completion date. The Project will NOT be able to be completed on time and/or within budget. 




APPENDIX L:

CTI Project Quality Assurance Checklist Version 2006.2
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APPENDIX M:

URL References

CTI Global PMO

	Ref No.
	References
	URLs

	URL 1
	GPMO Website
	http://www.citigroup.net/ti/programmanagement/


CTI Asia Pacific PMO

	Ref. No.
	References
	URLs

	URL 1
	CITMP Level 2
	http://www.citigroup.net/ti/compliance/citmp_level2.htm

	URL 2
	(  CTI AP Project Management Procedure

(  Technology Requests  

    (TRs) Guidelines

(  Feasibility Studies (FS) 

    Guidelines


	http://cti.asiapacific.citigroup.net:8800/eis/pmo/Proj_mgmt_app/policy.htm


	URL 3
	CTI AP Project Templates
	http://cti.asiapacific.citigroup.net:8800/eis/pmo/Proj_mgmt_app/templates.htm

	URL 4
	PRC Representatives
	http://cti.asiapacific.citigroup.net:8800/eis/pmo/Proj_mgmt_app/usergd.htm

	URL 5
	PlanView


	http://projects.ti.citigroup.net/planview/login/body.asp


	URL 6
	Reports
	http://cti.asiapacific.citigroup.net:8800/eis/pmo/reports/reportweek.asp


	URL 7
	ProFiTS
	http://appcweb.citicorp.com/tools/po/


	URL 8
	APPC Operations Standard
	http://appcweb.citicorp.com:8800/cgti-aspac/appc-units/iso/docs/level3/work/dco/qm3497/frame.htm


	URL 9
	CTI AP Regulatory Process Procedure
	http://cti.asiapacific.citigroup.net:8800/ISC/legal/Manual/CTI%20AP%20Regulatory%20Process_2005.zip

	URL 10
	IS Process Review for Projects
	http://cti.asiapacific.citigroup.net:8800/isc/IS/Documentation.htm

	URL 11
	Citigroup Master Records Retention Schedule
	http://globalcompliance.nj.ssmb.com/data/compl/pdf/RecordsManagement.pdf


CTI EMEA PMO

	Ref. No.
	References
	URLs

	URL 1
	EMEA PMO Home Page
	http://www.emea.citigroup.net/ctiprojectmanagement/


CTI Japan PMO

	Ref. No.
	References
	URLs

	
	
	


CTI Latin America / Mexico PMO

	Ref. No.
	References
	URLs

	
	
	


CTI North America PMO

	Ref. No.
	References
	URLs

	URL 1
	North America PMO Project Office Reports Home Page
	http://www.citigroup.net/ti/northamerica/projectoffice/reports.htm


APPENDIX N:

BCS New/Modified Application Details Form
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 APPENDIX 0:

Definitions

	Term
	Definition

	Actuals
	Actuals is the actual financial expenditure to-date for a Project.

	Baseline
	A Baseline is the scope, schedule, and budget approved upon completion of the Design Phase that is used to measure the performance of the Project

	BISO
	Business Information Security Officer

	Business/Client
	Business/Client refers to a Citigroup entity to whom CTI provides services.

	CEP
	Capital Expenditure Proposal is CTI’s standard to obtain approval for capital expenditures. It reflects all estimated costs associated with implementation of all project and non-project [e.g. bulk purchases or technology requests related] activities involving capital expenditures. 



	CITMP
	Citigroup Information Technology Management Policy defines a baseline for the management of technology risk throughout Citigroup. It focuses on those areas of technology where policy enables and enhances the performance of Information Technology organizations. It also provides the requisite common approach for addressing technology-related risk in Citigroup operating environments and helps promote process improvement within Information Technology organizations.

Learn more about CITMP at http://www.citigroup.net/citmp/ 

CITMP Level 2 standards are available at 

http://www.citigroup.net/ti/compliance/citmp_level2.htm.  

	GISO
	Group Information Security Officer

	Issue
	An issue is any event or necessary decision that has an impact on the scope or timing of the tasks on the Project critical path.

	Level 0
	An estimate of a Project’s resources and capital budget and timeline that is no greater than +/-75% of the actual budget and timeline, required for Project Initiation.

	Level 3
	An estimate of a Project’s resources and capital budget and timeline that is no greater than +/-5% of the actual Project budget and timeline, required for Project Design, prior to final commitment of resources. The Level 3 is the Project’s first Baseline.

	PROJECT CHARTER
	Project Assessment and Approval Document includes the high-level description of the project overview, scope, deliverables, costs, timeframe, risks and assumptions.

	PDD
	Project Define/Design Document includes key project justification, objectives, assumptions, requirements, deliverables, the proposed solution, the detailed project schedule and costs, information security and roles & responsibilities of the project team. 

	PDD Lite
	Project Define/Design Document-Lite, a light version of PDD, includes project justification, objectives, assumptions, requirements, key deliverables, the proposed solution, the detailed project schedule and costs.

	PVHD
	Project Validation/Handover Document includes the execution plan, solution setup, test scripts, test results and the solution handed over to the Operations.

	PVHD-Lite
	Project Validation/Handover Document-Lite, a light version of PVHD, includes the solution setup, test scripts, test results and the solution handed over to the Operations.

	PCD
	Project Closure Document accesses the overall project delivery, effectiveness of the implemented project against the scope, timeframes and deliverables, and identifies learning points and process improvement opportunities for future projects.  

	PlanView
	PlanView is the primary online project management tool.  It is used for a variety of control, reporting, QA, monitoring , and project tracking purposes.  

	Project Office
	The department to formalize and standardize project management practices.  It promotes the awareness of the value of project management and creates a project management culture within the organization.  It develops the formal procedure as well as provides tools for managing a project.  The Project Office also creates and maintains templates and forms for project documentation, and acts as a repository for project information.

	Project Manager
	Project Manager is defined as any CTI personnel that manages a Project

	PMO
	Project Management Office is the organization responsible for developing, supporting, and overseeing the application of these Standards

	Project XE "Project:Definition" 
	A project is a temporary endeavor undertaken to create a unique product, service, or result.  It has a definite beginning and a definite end.  Project is a mean of organizing activities that cannot be addressed within the organization’s normal operational limits.

	Project Schedule
	A Project Schedule is the planned dates for performing activities and for meeting milestones

	Project XE "Project:Stakeholders"  Stakeholders
	Project Stakeholders are individuals and organizations that are actively involved in the Project, or whose interests may be positively or negatively impacted as a result of Project execution or Project completion.  These Project Stakeholders may also exert influence over the Project and its results.  Project Stakeholders include: 

Project Manager
Customer / User: The individual or organization that will use the Project’s deliverables. In some Projects, Customer and User are synonymous, while in others Customer refers to the entity purchasing the Project’s deliverables, and Users are those who will directly use the Project’s deliverables.

Project team members = The group delivering the Project.

Project Sponsor

	Project XE "Project:Sponsor"  Sponsor
	A Project Sponsor is the individual who has overall responsibility for a Project; including, but not limited to, approval of Project scope, acceptance of final Project deliverables, and funding the Project resources

	Project Plan


	A Project Work Plan is a Work Breakdown Structure (WBS), detailed down to the task level, which would include task owners, estimated duration, estimated work effort, etc., as well as Project Schedule.

	 QA
	Quality Assurance refers to visible measurements to grade the maturity of the project documentation created along the SILC procedure.

	Risk
	A Risk is an uncertain event or condition that, if it occurs, will have a significantly negative impact on a Project’s deliverables, financial position, timeframe, and/or overall objectives.  (A risk can also present an opportunity.  For example, taking the risk to fast-track procurement before the design is complete is an opportunity to accelerate schedule.  PMs most clearly document such opportunity-risks, and file deviations as appropriate).  

	RCSA
	Risk and Control Self-Assessment is the process whereby the Operational Risks that may arise from a Business or Function’s strategy, objectives, products and activities are identified, and the effectiveness of the controls over those risks are evaluated, tested and monitored. 

	CTI
	Citigroup Technology Infrastructure

	TR
	 Technology Requests are activities characterized as repeatable end-user requests with characteristics that can be measured consistently and compared to each other for efficiency purposes. Two predictable attributes are the estimated effort to complete the task and the expected delivery time.

	SILC
	Standard Infrastructure Life Cycle.  SILC is the set of Project Management Standards Citigroup uses to manage infrastructure projects.  

	SILC Full
	A Project that requires the full version of Standard Infrastructure Life Cycle Project documentation. 

	SILC Lite
	A Project that requires the light version of Standard Infrastructure Life Cycle Project documentation. 

	Work Stream(s)
	Work Stream refers to a functional department within the CTI organization.  Functionally, these streams support networking, engineering, server installation, etc.  

	WBS
	Work Breakdown Structure XE "Work Breakdown Structure" , which is a deliverables-oriented grouping of Project elements that organizes and defines the total work scope of the Project.


APPENDIX P:

Document Modification History

	Item No
	Section Amended
	Amended By
	Amended Date
	Version No
	Description of the Change

	1.
	-
	Yvonne Koh
	12/31/2005
	2006.1
	First Draft for review.

	2
	1.4
	Chris Seil
	1/13/2006
	2006.2
	Changed CTI PMO Manager to CTI PMO Head Added phrasing to make the project sponsor approval of the deviation optional where needed and not mandatory.

	3
	2.1.4.13
	Chris Seil
	1/13/2006
	2006.2
	Added :
“Level 0 estimates may be as high as +/- 75% accuracy.  Wherever possible, the more accurate estimate should be the goal.”

	4
	2.1.4.14
	Chris Seil
	1/13/2006
	2006.2
	Added wording to make the PROJECT CHARTER review meeting a recommended rather than a mandatory action.

	5
	2.4.4.5
	Chris Seil
	1/13/2006
	2006.2
	In the third paragraph, changed “the live date agreed in the approved PDD/PDD-Lite” to “CTI delivery dates as in the approved PDD/PDD-Lite” 

	6
	2.4.4.6
	Chris Seil
	1/13/2006
	2006.2
	Changed “weekly” to “periodically” in the first paragraph

	7
	2.4.5.2
	Chris Seil
	1/13/2006
	2006.2
	Added at the end:

“For minor projects, including the feedback from the surveys is optional.

	8
	Approvals
	Chris Seil
	1/25/2006
	2006.1
	Added approval dates for final publication

	9
	Version
	Chris Seil
	1/25/2006
	2006.1
	Changed version to 2006.1 (Change mandated by expected record retention procedures.  The prior 2006.2 was a review draft that was never published.

	10
	Approvers, formatting
	Chris Seil
	14 July 2006
	2006.3 – 1.0
	Added Roberto Diaz and  Ian Jarvis as approvers, changed version to 2006.2 with all formatting changes to accomplish the version change.  Unjustified paragraphs, corrected spelling, grammar and syntax errors.  Added clarifications where necessary

	11
	1.3
	Chris Seil
	14 July 2006
	2006.3 – 1.0 
	Removed the paragraph on Records Retention from Section 1.3 and created a separate section for this topic in section 1.6

	12
	Multiple
	Chris Seil
	8/8/06
	2006.2 

1.1
	Removed Blue bar in headers, replaced with plain Citigroup Logo.

Completed major revisions in the Initation an design phases. 



	13
	Multiple
	Chris Seil
	8/9/06
	2006.2

1.2
	Distribution List: Added  GTH One and Two Downs

Moved Document Revision History to the end as an appendix.

Moved hyperlinks from Asia Pacific to the CTI GPMO website. 

Change all references to PAAD to Project Charter.

Added a 5 day time limit for the project office to enter the project into PlanView, Profits, and PTS where applicable from the time the project manager is assigned. 

Added a 10-day approval time limit for Project Charters.

Added a 20-day approval time limit for PDD/PDD Lite, PVHD/PVHD Lite, and PCD.

Added BCS (COB) intervention as needed for new or updated applications in the design phase and an illustration of the required form in Appendix M.

Added text indicating that PlanView, email, and hardcopy signatures are acceptable means of providing documentation approval.

Made locking of level 0 estimates upon Project Charter approval and level 3 estimates upon PDD.PDD Lite approval mandatory.

In design, removed the section requesting that work stream managers adhere to standards. We have no control over this. 

Mandated VPR for project initiation.

Mandated PROFITS for financial tracking and control.

Mandated PlanView for Issue management.

Mandated PlanView for Issue management.

Mandated PlanView for Change Managmennt.

Mandated quality assurance checks for all projects at the end of the project.  Made individual phase ends QA checks recommended. 

Added automatic closure for projects if no response after 25 business days on the PCD. 

Added automatic 4.5 on the survey forms if there is no response within 10 business days.

Changed the hyperlink for the CEP forms to the CTI Global Financial Control Website.

Removed the reference to the AP regional Regulatory document in section 2.5.2.8 and made the statement generic. 

In section 2.5.3.5, added a requirement that operational documentation should be handed over to the operations teams no later than 10 days prior to production cutover.   Probably not yet doable, but put in for consideration.

Removed most references to Asia PAC

Added Appendix K – CTI Project Quality Assurance Checklist.



	
	Many
	Chris Seil
	06 Sep 2006
	1.7
	Adjusted URL’s to be specific to the page where the document can be found.

Incorporated feedback from Asia PAC, Japan, and North America

Added security document classification of non essential. When approved, this classification will change to essential.

Removed all references to Asia Pac in the Appendices.


Revised the Flow charts in the Appendices to reflect Project Charter instead of PAAD.

Added text to make it easy to find the proper BISO and BCS for the procedures that require their participation in the Initiation and Design phases.

Removed some inconsistencies.

Reworded non-response closure information in section 2.4.5

Reworded project cancellation and project on hold sections.

Replaced Jeff Nachowitz with Nick Orlando as the CTI CFO in appendix G2, the CEP Approval matrix. 

Completely rebuilt the document from scratch to workaround a fatal Microsoft Word error.  This resulting in renumbering and some improvements in formatting.



	
	Multiple
	Chris Seil
	20 Sep 2006
	2006.2
	Removed the reference to CEP Lite in Section 2.42. CEP lite has been eliminated as an available document by FINCON.

Removed requirement to report PSR status in PlanView in Section 2.4.1.9

Reworded the COB section in section 2.4.2 to place the project manager in a notification role and place responsibility for actually monitoring the completion of the COB testing under the direction of BCS.  

Changed the document security classification to internal, essential.

Completely reformatted the Appendices (Note that they need to be better organized in the next release) to improve visibility and remove constant oscillation between Portrait and Landscape views. All templates noted in the appendices are now icons that will open up in the with the respective tools (Excel or Power Point). Return to the document after viewing the icon appendices by pressing <ESC>. All landscape-oriented charts were either shrunk to fit in portrait orientation if they were legible or converted to embedded icons if they were not.

Changed the effective date to September 20, 2006.

Removed all references to draft versions and made the final version 2006.2.  

Updated numerous forms and templates to match wording in the document.  Created both A4 and Letter versions of the forms.  Updated all forms that had to be reworded to match the document to version 2006.2 to make identification of right form to use more user friendly. 

Added wording in section 1.6 indicating that the CTI Global PMO website is the master location for templates required in the CTI project management procedures.  

Reconstructed the table of contents from scratch. 

Distributed documents to the CTI PMO Heads and published the documents on the Global PMO website.   


END OF PROCEDURE

THIS IS THE LAST PAGE OF THIS DOCUMENT

� EMBED Excel.Sheet.8  ���
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Project Management Approach - SILC-Lite, Citigroup Technology Infrastructure, Asia Pac v5.0
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Work Flow : Production Handover
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This matrix is a guide only. The project manager and PMO management determine who additional approvers should be.





(Approving Parties PAAD PDD PVHD PCD PL?";' PVHDLite |  PCD
Direct Reporting Manager of PM R R R R R R R R
R renprarts ivessyronworoam | F° R “‘ R R R R R
Integration Head R R R R R R R R

Enginesring Head
(R - when new architecturs desion involved or R* R* R* R R* R* R* "
project managed by Engincering teams)

Data Center Head
(R*- when Data Center operations Js impacted or R R* R* R* - R* R* R*
project managed by Data Center teams)

Distributed Ops Head
(R~ when Distibuted Ops is impacted ot project R R* R* R* - R* R* R*
\managet by Distributed Regionai Toam)

CTI Regional Financial Controller - R - R - R - R
CTI Regional Director R R - R - - - -
Project Requestor R R - R R R - R
Project Sponsor R R - R R R - R
Sponsor's Financial Controller - R - - - R - -
[ 3 alidation/Handover 0 3 alidation/Handover
Document | Document Document Document | Document Document

Engineering Work Stream Managers

(R~ when Engineering partiipatin is invobed) - " - - " .
Integration Work Stream Managers R R R R R R
[Regional Ops Work Stream Managers - R R - R R

Legend: R - Reauired

Note: The approval matrix is only a guide. Project Manager should include appropriate approving parties as deem necessary.







_1220285565.ppt


CTI Project Management

Scope/Schedule Change Management Process
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Check Sheet

				Project Name

				Portfolio

				PMO

				Project Manager

				Check Point		Required?		QA Review Focus		Passed		Notes

		Initiate		Project Initiated in Virtual Project Request.		Yes												Yes

				Request Dimensioning Chart		Yes		Request dimensioning chart was completed and included

				Project Charter
Content Validation		Yes		Project Justification highlighting key drivers is included

						Yes		Project Scope highlighting key elements is included

						Yes		Key Deliverables are identified

						Yes		Project Assumptions are identified

						Yes		Project Risks are identified

						Yes		Key milestones are identified

						Yes		Roles and Responsibilities identified

				Project Prioritization		Yes		The standard prioritization scorecard was utilized and all project parameters were appropriately identified.

				Level 0 Estimate		Yes		The identified costs match the defined scope for the project

						Yes		Costs are included for all identified TI work streams

						Yes		ProFiTS and PlanView Level 0 Estimates match the Project Charter

				Project Charter Approval		Yes		Sponsor approval or a reference to it is included

						Yes		Project Portfolio Manager approval or a reference to it is included.

						No		Workstream approvals or references to them are included

				Initiate Phase Self Assessment QA completed by:								Name & Date

		Design		Define / Design Document
Content Validation		No		Any changes to Project Justification, Scope, Assumptions and Risks from the Initiation phase should be highlighted

						No		Project Assumptions are updated

						No		Project Risks are updated

						No		Key milestones are updated

						No		Project Issues section is complete.

						No		Roles and Responsibilities section is updated

						Yes		Project Schedule contains all identified Milestones.

						No		Quality Objectives section includes key deliverables and detail of quality of deliverables

						Yes		An overview of the Technical Design is provided

						No		Details and locations of streams' Technical Designs are included together with the person responsible and approver details.

						Yes		Impact to Contingency / COB is included

						Yes		The Information Security section provides details of how the CTI solution was verified against current IS standards.

						No		The project organization section is complete for all identified (TI and non-TI) streams.

						No		A Communication Plan is included

						Yes		The Validation Plan and Matrix is completed for each item identified in the Quality Objectives section.

				Project Budget		Yes		A Summary of Project Costs is completed

						Yes		Estimated Change to Monthly Charge-Backs is included or justification why this was not available

						Yes		ProFiTS and PlanView Level 3 Estimates match the Design Document.

				Design Approval		Yes		Sponsor approval or a reference to it is included

						Yes		Project Portfolio Manager approval or a reference to it is included.

						No		Peer Review Completed

						No		Workstream approvals or references to them are included

				Design Phase Self Assessment QA completed by:								Name & Date

				Portfolio Manager QA review completed by:								Name & Date

		Implementation		Build / Validate / Production Handover Document
Content Validation		No		Project Justification highlighting key drivers is included

						No		Project Scope highlighting key elements is included

						No		Architectural Approach section is completed

						Yes		Build Documents or references to them are available for each applicable TI work stream

						Yes		Signed-off Validation Documents or references to them are available for each applicable TI work stream

						Yes		Signed-off Production Handover Documents or references to them are available for each applicable TI work stream

						No		Test Scripts and Results Included

						No		User Guides / Training Materials, if applicable, included.

						Yes		An Action Plan and Owner must be included for all identified Issues

				Implementation Approval		Yes		Sponsor approval or a reference to it is included

						Yes		Project Portfolio Manager approval or a reference to it is included.

						No		Work stream approvals or references to them are included

				Implementation Phase Self Assessment QA completed by:								Name & Date

				Portfolio Manager QA review completed by:								Name & Date

		Closure		Closure Document
Content Validation		Yes		Budget Performance section is completed with explanations for variances to project budget included

						Yes		Schedule Performance section is completed with explanations for variances to project schedule included

						Yes		Scope Performance section is completed with explanations for variances to project scope included

						Yes		A Mitigation Strategy must be included for any outstanding Risks/Issues identified in the Issue and Risk management section

						Yes		Survey Results for Major Projects are included

						Yes		A Recommendation is included for any Problem identified in the Lessons Learned section

				Closure Approval		Yes		Sponsor approval or a reference to it is included

						Yes		Portfolio Manager approval or a reference to it is included

				Close Phase Self Assessment QA completed by:								Name & Date

		Project Management Framework		Project Risks		Yes		Project Risks identified in SILC documents are managed using PlanView

						Yes		All Project Risks are closed before project closure

				Project Issues Register		Yes		Project Issues identified are managed in PlanView

						Yes		All Project Issues are closed before project closure

				Project Changes Register		Yes		Scope and Schedule changes are managed in PlanView.

						Yes		Plans are baselined after approved scope and schedule changes

				Project Reporting		Yes		Project Status Report is updated regularly

				Status Meetings		No		Minutes from all Project Status Meetings Recorded

				Project Plan		Yes		Project Plan includes key milestones - Management Decisions, Client Commitments, Milestones

				PMF Self Assessment QA completed quarterly by:								Name & Date

		Summary						Yes		0

								No		0

								N/A		0

								TBC		47

								Rated		0

								Pass		0%



&L&"Arial,Bold"&16 2006.2&C&"Arial,Bold"&16CTI Project Management Quality Assurance Checklist

&L&8CTI Project QA Checklist - Version 2006.2&CPage &P of &N&RRecord Classification: Internal, Non essential
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New/Modified Application Details Form


In order to ensure that Regional Business Continuity Services (BCS) are made fully aware of the intention to perform CoB recovery testing of all new applications before their go live date or for modified applications within 90 days of implementation, the CTI Project Management Office (PMO) will capture the details listed below. This information along with the detail available from the Citigroup Inventory System (CSI) will enable the relevant DR Co-ordinator to schedule a test at the next available opportunity in line with corporate policy.


		1

		Application ID #

		



		2

		Application Name

		



		3

		New or Modified

		



		4

		Go live date

		



		5

		Planned test date

		



		6

		Production Data Centre

		



		7

		Recovery Data Centre

		



		8

		DR Coordinator

		



		9

		Business defined RTO

		



		10

		Business defined RPO

		



		11

		Business Criticality

		













CTI COB Form v3 Letter.doc
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CTI Project Management
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\Work Flow : Prepare PCD
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\Work Flow : Prepare PDD/PDD-Lite
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Request Dimensioning Chart

						CTI PMO Request Dimensioning Chart v 2006.2

				Project Name:

				Date Dimensioned:				Note 1: See NOTES tab 6o help answer questions about filling out this form.

				Classification:		0		Note 2: Greyed-out cells are calculated values and should be left alone.

				Category Points		4 Points		3 Points		2 Points		1 Points		Assigned
Points

				Estimated CTI Man-effort		> 200 person-days		100 - 200 person-days		10 - 100 person-days		< 10 person-days						Note 3:
Please enter a
numeric value,
 (1, 2, 3, or 4) 
in each of the
yellow cells.

				Estimated CTI Project Cost
(Capital Expenditures  + One-time setup costs, exclude man-effort costs. ) M=$1000		> $200M		$100M - $200M		$10M - $100M		< $10M

				Geographic Complexity
(Backend Setup Location)		Multi-Regional/ Country		Between 2 countries		Multi sites in a single country		Single Site*

				Technical Complexity		New CTI Technology Deployment


Requires changes to product architecture		Significant network or system changes involving multiple platforms

Multiple Vendor Involvement		Single Platform with significant changes


Multiple Vendor Involvement		Single Platform with no significant changes


Business as Usual using defined process						Points Assigned		Request Type

				Engineering Effort
(Design & Consultancy)		> 30 person-days		10 - 30 person-days		1-10 person-days		Zero Effort						24 - 32		Major
Project

				Business Involved
(User Impact) (Business enties only, one 
entity includes its operating units.)		Multiple Business Groups across Regions/Countries		Single Business Group across Regions/Countries		Multiple Business Units in Single Country		Single Business Unit in Single Country						13 - 23		Minor
Project

				Technical Impact		High		Medium		Low		Not Applicable 
(Standard Build)						8 - 12		TR

				Driver		Security
Audit Mandate
Global Mandate
Industry/Regulatory Mandate                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
End-of Life/Support		Biz Market Expansion (Mergers & Acquisitions)
New Applications/Product Launch
Major Restack
Divestiture		Upgrade
System Enhancement
Cost Savings
Productivity		Small Restack
Increase existing capacity						Note 4:
Please save a copy of
the completed chart
and store it in
PlanView Content
with the project.

												Total Points:		0



&L&"Arial,Bold"Form Last Revised 05 September 2006&"Arial,Regular" 
&C&"Arial,Bold"Internal, Non-essential&R&"Arial,Bold"Based on the CTI CITMP L3 Project Management Procedures 15 Sep 2006



NOTES

		No.		Category		Description

		1		Estimated CTI Man-effort		The total time(Man-days) required to plan and implement the project.

		2		Estimated CTI Project Costs		The setup cost for the project.  This should include capital investments and one-time cost including consultant/contractors but excluding staff.

		3		Geographic Complexity (Backend setup location)		The backend setup locations involved provides a gauge of the amount of coordination required to complete the project. With a greater geographical area, the project manager will be required to manage more issues.

		4		Technical Complexity		The amount of technical effort that is involved in the project, whether it is standard products and services offered by the current platforms or new technology to be deployed.  This also indirectly implies the risk to CTI.

		5		Engineering effort		The time required to engineer the particular solution requested. The engineering effort is generally on design and consultancy.

		6		Businesses Involved
(User impact)		The number of businesses involved provides a gauge on the amount of effort required by the Project Manager to coordinate among the businesses, similar to geographic scope.

		8		Technical Impact		The impact to production change:
a. HIGH IMPACT
Operational: Complex installation that may require a major outage or high risk of failure.
Cross-Region: Direct or down stream complex interface.
Dependency: Several co-requisites, prerequisites or dependencies.
Backout: Backout is difficult or impossible. Requires job reruns. 

b. MEDIUM IMPACT
Operational: Medium complexity regarding installation, may require a minimal outage, or moderate risk of failure.
Cross-Region: Direct or down stream simple interface.
Dependency: Few co-requisites, prerequisites or dependencies.
Backout: Backout is involved, but has proven steps. May require job reruns.

c. LOW IMPACT 
Operational: Routine maintenance, concurrent and / or standalone activity, no operational intervention required and no outage required.
Cross-Region: No direct or down stream interface.
Dependency: No co-requisites, prerequisites or dependencies.
Backout: Backout is easy or not required.

		9		Driver		The rationale for implementing the project.

				Note on TR Classification:		If the RDC score indicates that the work effort is a TR, the PRC should confirm this and the TR should be assigned to the appropriate CTI workstream during the PRC.





Lookup

		0

		1		TR

		2		TR

		3		TR

		4		TR

		5		TR

		6		TR

		7		TR

		8		TR

		9		TR

		10		TR

		11		TR

		12		TR

		13		MINOR

		14		MINOR

		15		MINOR

		16		MINOR

		17		MINOR

		18		MINOR

		19		MINOR

		20		MINOR

		21		MINOR

		22		MINOR

		23		MINOR

		24		MAJOR

		25		MAJOR

		26		MAJOR

		27		MAJOR

		28		MAJOR

		29		MAJOR

		30		MAJOR

		31		MAJOR

		32		MAJOR
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NOTES

		No.		Category		Description

		1		Estimated CTI Man-effort		The total time(Man-days) required to plan and implement the project.

		2		Estimated CTI Project Costs		The setup cost for the project.  This should include capital investments and one-time cost including consultant/contractors but excluding staff.

		3		Geographic Complexity (Backend setup location)		The backend setup locations involved provides a gauge of the amount of coordination required to complete the project. With a greater geographical area, the project manager will be required to manage more issues.

		4		Technical Complexity		The amount of technical effort that is involved in the project, whether it is standard products and services offered by the current platforms or new technology to be deployed.  This also indirectly implies the risk to CTI.

		5		Engineering effort		The time required to engineer the particular solution requested. The engineering effort is generally on design and consultancy.

		6		Businesses Involved
(User impact)		The number of businesses involved provides a gauge on the amount of effort required by the Project Manager to coordinate among the businesses, similar to geographic scope.

		8		Technical Impact		The impact to production change:
a. HIGH IMPACT
Operational: Complex installation that may require a major outage or high risk of failure.
Cross-Region: Direct or down stream complex interface.
Dependency: Several co-requisites, prerequisites or dependencies.
Backout: Backout is difficult or impossible. Requires job reruns. 

b. MEDIUM IMPACT
Operational: Medium complexity regarding installation, may require a minimal outage, or moderate risk of failure.
Cross-Region: Direct or down stream simple interface.
Dependency: Few co-requisites, prerequisites or dependencies.
Backout: Backout is involved, but has proven steps. May require job reruns.

c. LOW IMPACT 
Operational: Routine maintenance, concurrent and / or standalone activity, no operational intervention required and no outage required.
Cross-Region: No direct or down stream interface.
Dependency: No co-requisites, prerequisites or dependencies.
Backout: Backout is easy or not required.

		9		Driver		The rationale for implementing the project.

				Note on TR Classification:		If the RDC score indicates that the work effort is a TR, the PRC should confirm this and the TR should be assigned to the appropriate CTI workstream during the PRC.
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Scoring Tool

		TI Projects Prioritization Scores

		Criteria		Weight		Ratings								Score
(Weight x Rating)		Rating: 
0, 1, 2 or 3

						3		2		1		0

		Regulatory / Legal		5.0		Project implementation is mandatory		Not an available choice for this criteria		Not an available choice for this criteria		Project implementation is not mandatory		0		0																		0

		Industry / Provider Mandate		5.0		Project implementation is mandatory		Not an available choice for this criteria		Not an available choice for this criteria		Project implementation is not mandatory		0		0																		0

		Corporate Mandate / Internal Audit Compliance		5.0		Project implementation is mandatory		Not an available choice for this criteria		Not an available choice for this criteria		Project implementation is not mandatory		0		0																		0

		Cost Saves and Net Revenue (in USD)		4.0		Cost Saves and Net Revenue
      > $2.0MM		Cost Saves and Net Revenue
      $750M < Net < $2.0MM		Cost Saves and Net Revenue
      $100M < Net < $750M		Cost Saves and Net Revenue
      < $100M		0		0																		0

		Cost Saves and Net Revenue Timeframe		4.0		Saves / Net Revenue are expected within 1 year of project deployment. (first 12 months)		Saves / Net Revenue are expected between 1 to 2 years from deployment. (12-24 months)		Saves / Net Revenue are expected between 2 to 3 years from deployment. (24-36 months)		Saves / Net Revenue are expected 3 years from deployment or later. (36+ months)		0		0																		0

		Risk Reduction / Control		3.0		Will significantly enhance internal and regulatory controls / mitigate risk. Exposure will be fully corrected		Will enhance internal or regulatory controls / mitigate risk. Exposure will be significantly corrected.		Will partially enhance internal or regulatory controls / mitigate risk. Exposure will be partially corrected.		No impact on control / risk		0		0																		0

		Service Enhancement / Process / Operational Improvements		3.0		This initiative will deliver significant improvements in operational efficiencies / service enhancements.
Best in class solution.		Operational processes / service enhancements will be somewhat improved.		There will be little improvement on operational efficiencies / service enhancements.		There will be no improvement on operational efficiencies / service enhancements.		0		0																		0

		Client Retention / Revenue Protection		2.3		This initiative will retain an existing client, or protect an existing revenue stream.  Exposure will be fully protected.		Exposure will be significantly protected.		Exposure will be partially protected.		Nothing to do with client retention or revenue protection.		0		0																		0

		Project Life Cycle Phase		2.0		Project is currently in its Validate or Production Handover Phase		Project is currently in its Build Phase		Project is currently in its Define or Design Phase		Project is currently in its Initiation or  Closure Phase		0		0																		0

																Score:		0
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Weight Analysis

		

		Criteria		Weight

		Regulatory / Legal		5

		Industry / Provider Mandate		5

		Corporate Mandate / Internal Audit Compliance		5

		Cost Saves and Net Revenue (in USD)		4

		Cost Saves and Net Revenue Timeframe		4

		Risk Reduction / Control		3

		Service Enhancement / Process / Operational Improvements		3

		Client Retention / Revenue Protection		2.3

		Project Life Cycle Phase		2





Weight Analysis

		





Projects

		Business Unit		Entered by		Division Sponsor		Active project count		Projects		Regulatory / Legal		Industry / Provider Mandate		Corporate Mandate / Internal Audit Compliance		Cost Saves and Net Revenue (in USD)		Cost Saves and Net Revenue Timeframe		Risk Reduction / Control		Service Enhancement / Process / Operational Improvements		Client Retention / Revenue Protection		Project Life Cycle Phase		Total Score		Project Manager

						Equitie				Weights		5		5		5		4		4		3		3		2.3		2

								1		Sample Project 01		0		0		3		3		2		3		3		2		2		61.6		Sample Name

								2		Sample Project 02		3		0		0		3		0		3		3		3		2		55.9		Sample Name

								3		Sample Project 03		0		0		3		2		2		2		3		3		2		56.9		Sample Name

								4		Sample Project 04		3		0		2		2		1		2		2		2		1		55.6		Sample Name

								5		Sample Project 05		0		0		3		3		2		0		3		3		3		56.9		Sample Name

								6		Sample Project 06		0		0		2		2		3		3		2		2		2		53.6		Sample Name

								7		Sample Project 07		0		0		2		2		2		2		2		3		2		48.9		Sample Name

								8		Sample Project 08		3		0		1		3		2		2		1		1		1		53.3		Sample Name

								9		Sample Project 09		0		1		2		2		1		2		2		2		1		45.6		Sample Name

								10		Sample Project 10		0		2		0		3		0		0		2		2		3		38.6		Sample Name

								11		Sample Project 11		0		0		2		2		1		2		2		2		1		40.6		Sample Name

								12		Sample Project 12		0		0		2		2		3		1		1		1		3		44.3		Sample Name

								13		Sample Project 13		0		0		2		1		3		2		2		2		0		42.6		Sample Name

								14		Sample Project 14		0		0		1		2		1		1		2		3		3		38.9		Sample Name

								15		Sample Project 15		0		3		0		3		0		0		2		0		3		39		Sample Name



&C&"Tahoma,Bold"&14AP Technology Infrastruture
Project Prioritization

&L&F&Rpage &P of &N

Business units

BTE = Business Technology
PCS - Private Client(Retail)
FIX = Fixed Income
FIN = Finance
COM = Compliance & L:egal
AUD = Audit
EXE = Executive
EQT = Equities
OPS = Operations
FUT = Futures
IB = Investment bank
RES - Research
CRE - Credit




