New Project Initiation Process
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1. Introduction
A new project involves a wide ranging number of activities prior to the beginning of delivery.  This document is intended to concentrate primarily on:

· creation and population of the document repository used to maintain project records

· setup of a project account for billing, time reporting and collection

· the setup of the project management tools and reporting documents.  
Listed below are the high level steps required to initiate a project followed by a short explanation of each and the associated forms, if any, which are applicable.
2. Project Initiation
A comprehensive project activation checklist document is available on shared folder at the following location:    <Project Initiation template> Note: there are more activities associated with the initiation of a project that are not within the scope of this document.

2.1. Create New Project Folder w/in the Shared directory 
Prior to beginning any other project initiation activities, all documents that are part of defining the new project need to be posted to a Shared folder.  A new client will require a new folder be established which should include the Customer #.  Copy the Template-Project folder under the customer folder and rename the folder as follows Project Code – Project Name.

The documents to be included at a minimum are those used in the Engagement Model or Pricing Model, Power Point, Statement of Work, RFP or RFI.

2.2. Service Access Project Code Setup
After all documents have been posted, the New Project Setup Process needs to be followed.  That process is explained in detail in Section 3 of this document.  The process requires the completion of a New Project Code setup form and submission to the appropriate PROJECT ADMIN exchange mailbox for completion.
2.3. Project Staffing Model
The project staffing model is to be completed from the Pricing Model or Engagement Model that was approved for the project.  This document provides a single reference for information regarding all the resources required during the term of the project as well as a location to record information about the staff assigned.  This document needs to be sent to the Project Resource Manger prior to submitting the first resource request for the project.
2.4. Resource Requests
After completion of the Project Staffing Model, a Resource Request Form needs to be completed for each resource needed for the project.  This form needs to be submitted a minimum of 3-4 weeks prior to requested start date for the resource, to allow sufficient time to process. 
2.5. Project Financial Tracking
As part of the project initiation process the financial tracking for the project needs to be created or updated.  The project needs to reflect the final financial model that was approved by the finance department.
2.6. Obtain Project Management Tools and Reporting Documents
A series of tools and documents are required to track, maintain and report the progress and financial status of each project.  A copy of all the required documents can be obtained on the Shared folder.
2.7. Organize a Project Finance and Resource Kickoff and Checkpoint Review
After all the prior steps have been executed, the Project Manager will arrange a Project Finance and Resource Kickoff and Review meeting.  The attendees for this conference should include, as appropriate:

· Client interface

· Delivery Director

· Project Manager

· Director of Finance
· Your organization’s Financial Analyst assigned to the project
· Project administration support resources.  
The primary focus of this meeting is to communicate to the project’s team members an overview of the project, confirmation that all project initiation requirements have been satisfied, review weekly and monthly reporting cycles,  accounting requirements and any other internal project specifics related to it’s delivery. 
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3. Introduction

All worked performed on the project must be recorded and reported thru the appropriate time reporting system.  The information recorded in this system is utilized as the basis for:

· client billing

· internal project accounting
· generation of company payroll.  
The entry of work effort must be directed, or allocated, to a specific client, contract and type of work.  This allocation is primarily controlled through the use of a Project Code.  This document discusses the Project Code Structure and Work Types used within project codes.
4. Project Code Structure

 The Project Code structure can vary from company to company and may have to address different needs of the company’s accounting practices. The bottom line is that whatever structure is embraced it should allow recording, tracking, reporting and analysis of work performed within the organization.  
The code structure example depicted here (used by a major corporation) allows for both high level and granular reporting. This is by no means the final word on this, but it does accommodate features such as a project hierarchy and ability to group projects together by customer, main project and sub project. The project code structure is as follows:

ALL project codes will be 10 characters.

· Positions 1-5 will be alpha and will be unique by customer. Lowercase x’s will be used as fillers in 5 alpha characters are not appropriate.

· Example:
 WAMUx 012 1 A.  (Spaces are for illustration purposes only)
· Positions 6-8 are numeric and will designate the main project code.

· Example:
WAMUx 012 1 A     (Spaces are for illustration purposes only)
· Position 9 will be alpha numeric and will designate the sub project to the main project.
· Example:
WAMUx 012 1 A     (Spaces are for illustration purposes only)

· Position 10 will be alpha numeric and will be the Rate Designator.  This code is duration based. The duration for each role is specified in the Approved Pricing Model. The codes to be used are:



M-Monthly, Q-Quarterly, S-Semiannual, A-Annual

The duration based cost is to be used for all Grade Levels within this specific Project Code..
· Example:
WAMUx 012 1 A

5. Work Types
Work Type reflects the actual classification of service being delivered to the customer.  Each Work Type will have a cost rate and revenue rate associated with it.  Multiple resources can utilize the same Work Type, within an individual Project Code in recording work effort.  The appropriate cost rate will be applied for each resource based upon the grade level of the resource and the Project Code Rate Designator (10 –Character).  If multiple billing rates are required within an individual Project Code, multiple Work Types must be created.  Work Types, in conjunction with the physical location of the work being performed, are determining factors in the calculation of sales taxes for billing.
6. Setup Process Flow

The name of the resource and organization are generic and certainly can vary from company to company and project to project. They are here to demonstrate the type of “players”, organizations and activities required to set up a new project.

The New Project Code Setup Process is defined as follows:

I. Project Manager receives the project assignment from Resource Manger.

II. Project Manager gathers all the documentation required to complete the New Project Code Setup Form, including the Statement of Work and Approved Pricing Model for the project. 
III. Project Manager completes New Project Code Setup Form.  Program Director will be point of escalation to resolve questions or issues with completion of form.

IV. Project Manager submits the completed form to appropriate Exchange mailbox
V. The Project Administrator reviews the form and all verifies required information is complete and correct.  Form will be returned to Project Manager if incomplete or incorrect.
VI. The Project Administrator completes all the necessary form(s) and submits them to the designated Financial Analyst, based on the assignment of the project.
VII. The Financial Analyst will review the forms for accuracy and performs a field specific checklist.  Once all field specific activities are completed, the Financial Analyst submits the completed and approved Project Setup form(s) to the Accounting Department with a copy to Finance Director and the appropriate project mailbox.  If rates other than the daily/monthly rates are required this will be communicated in the email.
VIII. The Accounting Department will notify the Financial Analyst, assigned to the project, when the project setup has been complete.

IX. Finance Director will notify Project Administrator of cross-charge rates as required for each new project that is setup.

X. The Project Administrator notifies the original project setup submitter that setup is complete and codes are available for use.  The Project Administrator updates Master Project List on Shared folder.
XI. Project Manager posts the approved New Project Code Setup Form on Shared folder.
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