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New Name. New PMO Toolkit.

First and foremost, welcome to the new face of On-demand collaborative business software, Daptiv. Our
new name and brand reflect an evolution of our vision to provide our customers with innovative on-
demand solutions that will continue to help you manage team-based collaborative work.

It is our belief that there are five key factors to success:
You: The way you work relates to the success of your business.

Work: It is about you, your team, and YOUR organization. Your work is critical to creating competitive
advantage.

Easy: Easy isn't nice to have, it's imperative. The easier it is to use, the easier it is to get everyone on
board.

Mid-office: Sitting between the front office and back office is all the work that you do; we refer to this as
the mid-office.

On-Demand: Login and access your work anywhere you have internet access.

In lieu of our name change and the evolution of our product and product offerings, we are proud to supply
you with a new an improved PMO Toolkit. If you are familiar with the eProject version of the PMO Toolkit,
you may see s a few things you recognize and a lot of things that are new, educational, and helpful for
your PMO. If, on the other hand, this is your first encounter of the PMO Toolkit, please enjoy. You will find
a vast amount of tips, tools, templates, and information for and about your PMO.

Enjoy!

d a t' u p. 206.341.9117 1008 Western Avenue, Suite 500
p www.daptiv.com Seattle, WA 98104



The Creation of the PMO - Four Best Practices

Project Management Offices, PMOs, once a strictly IT focused department, in recent years, have
proliferated across the enterprise. PMOs are the driving force behind establishing enterprise standards,
managing and reporting on schedules, risks, budgeting, quality, scope, and resources across all projects.

Here are four ideas for either making an existing PMO stronger or creating a successful PMO from
the start:

1. Take the PMO outside Information Services: Most PMOs are established to manage massive,
complex IT projects. But when you really think about it, you quickly realize that the business of business
is projects. From opening a branch office, to hiring an employee, to developing a new product or service,
to auditing financial reports, nearly every business function is essentially about planning, executing, and
reporting on projects.

To get an entire enterprise focused on project success, the PMO must be designed, empowered, and
equipped to serve the entire enterprise.

2. Focus on Methods, Processes and Metrics: The PMO is the guardian of corporate methodology,
standards, and metrics. Begin with a thorough review and audit of the implementation of project
management in your enterprise. Streamline methodologies, map out different models, and determine best
practices.

In departments where practices are less than satisfactory, the PMO can provide assistance (i.e., training,
coaching, and mentoring) in complying with standard project management practices

3. Provide On-demand Access to the PMO System: To be fully embraced by all stakeholders, the PMO
must permeate the enterprise at every level.

The most effective way to do this is to make your PMO system On-demand and accessible to everyone in
the organization. This includes nearly everyone within the enterprise, such as executive management,
PMO and internal project team members, as well as constituents outside the enterprise like vendors,
partners, and customers.

This is vital for fast growing, mid-size companies, where teams tend to be more cross-functional and there
are fewer barriers between departments.

4. Don't Overcomplicate the Process with Complex Tools: Project Management Offices frequently fall
into the trap of utilizing software systems and tools built for the technologically savvy, not day to day
business users. Some software is simply too difficult to use and customize, which discourages
acceptance of the whole PMO concept.

At minimum a collaboration solution should have:

Discussion Platform

Document Organization and Sharing
Project Templates

Real Time Task Management

Project Consolidation and Scheduling
Resource Allocation and variance reporting

You must streamline the new processes and implement consistent metrics for measuring projects using
the right tools.
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When to Use a PMO

Your company or enterprise should create and maintain a PMO if:

e Scope keeps changing throughout your projects, extra expertise is necessary to manage this
change.

¢ The company is managing multiple projects with one resource pool — Whenever you have
multiple projects or multiple initiatives utilizing the same resources, you need a centralized office
to maximize resource allocation.

e Multiple contractors and vendors are necessary because of the complexity or size of the projects
or as a condition of the bid process —The PMO has a centralized view of the solution and can
help manage contractors and vendors across multiple projects or the enterprise.

e ltis necessary to provide consolidated reports and metrics across all projects

e ltis necessary to provide a single source for communications to the client or clients

o Time to market — Whenever time to market is a critical factor in completing the program or
projects

o Diverse geographic locations — Whenever services are being implemented across diverse
geographic regions

e Limited resources — Whenever limited resources need to accomplish multiple tasks
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Project Management Office Benefits

The PMO addresses the following needs:

Project Management Services — trainer, consultant, practitioner of PM practices and techniques

Clarify the role of projects and project management in the enterprise

Establish a standard project management methodology, including tools, a collaborative

environment and communication standards

Develop forms and templates to facilitate the development of project estimates, project plans,

project schedules, risk management, issues management, change management, project

acceptance and project reports

Provide a training progression for project management and project management tools

Provide training, coaching, guidance and mentoring - providing a workforce of competent

project managers

Provide a single point of contact for all project information

Provide consulting to match business goals with appropriate technology solutions

Provides increased resource utilization across the organization matching project needs with

specialized skills, availability and geographic needs and helping to balance the workload of

project managers and project team members across all projects

e Manage and enforce project priorities

e Utilizing a collaborative workspace, the PMO staff can assist project managers with

e administrative chores such as project schedule creation and update, report production and
distribution and maintaining other project documents

¢ Methods, Processes and Metrics

e Review and audit the implementation of project management in the corporation or enterprise to
ensure good project management practices are being applied and provide assistance in
complying with standard project management practices (training, coaching and mentoring)
emphasizing collaborative rather than punitive

e Provide a central, customer-focused office to care for the concerns of the client, sponsor and

stakeholders

Conduct, report on and collect information from project reviews

Receive, consolidate and distribute information for all projects

Provide assistance in selecting and analyzing projects

Provide project metrics and a project dashboard or scoreboard for a variety of views throughout

the enterprise

Ensure critical projects are on time and within the budget by providing objective accountability

and review at every stage, from initiating to closing

A central point of control and communications for issues and risks across all projects

Provide centralized control of all projects under the control of the PMO

Increase communication and coordination across projects

Reduce project costs because common tasks are managed at the PMO level

Best-Practices and Lessons Learned Brokerage — document and collect successes and blunders

Gather project experience and data for use in future projects and to improve project management

methods (knowledge management)

e Collect the best documentation and techniques from each successful project to add to your
project knowledge base such as project templates, estimates, etc.

e Search outside the enterprise or company for best practices worthy of adopting internally
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Formation and Launch of a PMO

In a number of cases, the Project Management Office is both a physical location and project personnel.
To start a Project Management Office, the company executive or senior manager responsible for project
delivery will have to select an individual or individuals capable of:

Leading and managing a team to set up all functions of a PMO in a matrixed environment
Managing and tracking multiple priorities at the same time

Training, mentoring and coaching project managers

Communicating on all levels of project delivery

Managing and negotiating with contractors

Additionally, it is recommended that a company set aside a physical location (“War Room”) and
create a collaborative workspace to be used for the PMO. The “War Room” should be set up to
accommodate the tracking and management of information such as whiteboards or bulletin
boards to allow the posting and tracking of project schedules, financials and resource schedules.
e The web-based workspace should be implemented to allow the project teams to collaborate.

Getting the PMO Started

e Hire the PMO Director or Manager and the right people for the PMO

e Set up the web-based PMO collaborative workspace and the physical space if needed

e Create and agree on the project management methodology, templates, toolkits and tools to be
used

o Create the job descriptions, career progression and development paths and training needs and
availability

e Train all project team members in the process, the collaborative workspace, the methodology and
the templates

e Present all projects for consideration to the governance committee for selection

e Start managing all projects with the methodology as a guide including the creation of the PMO
and use the collaborative workspace for all activities

¢ Consolidate all project documentations into PMO documentation and post to the collaborative
workspaces

e Coach and mentor project teams

¢ Review projects while in progress and at completion. Present review information to the
governance committee with recommendations to go forward, modify the project or discontinue the
project to free up project and company resources

e Collect and distribute customer satisfaction and project benefit information. Use the collaborative
workspace as your presentation tool and portal for corporate project management knowledge
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Software Driven Transformation and SaaS User Adoption
by Neochange

Neochange

Transformation
Engine

About Neochange

Neochange is the leading management consulting firm focused exclusively on the complex challenge of
Effective User AdoptionSM. Neochange’s innovative Adopt ITTM methodology mitigates adoption risk to
drive effective user adoption of enterprise software.

About the Author

Chris Dowse, founder and CEO of Neochange, has consulted with numerous executives of global
companies in the areas of effective user adoption and software driven change. He is a cited thought
leader in software industry publications and presents frequently on how software vendors and enterprise
buyers can address their user adoption challenges.
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Driving Effective User Adoption™

More often than not companies buy enterprise software to drive business transformations. While
serving as an effective agent of change, software alone isn’t capable of delivering everything that’s
expected from a transformation initiative.

Once software arrives in an organization, companies often find they are in for more than they
bargained in terms of the complexity of deployment and end user adoption. Sometimes, the
software highlights previously hidden problems in the organization’s operations and culture that are

at odds with desired performance outcomes.

Below, we briefly discuss some of the challenges encountered during software-driven
transformations. We also discuss the practices required to drive Effective User Adoption™.

Companies underestimate what it takes to
drive adoption of enterprise software

Business transformations are heavily
dependent on employees effectively adopting
enterprise software.

Compounding the adoption challenge is the
fact that business environments are

e constantly changing
e socially diverse, and
e increasingly interconnected

It's no wonder that less than 50% of
enterprise software is effectively utilized and
70% of all business improvement initiatives
fail.

Without complementary investments in the
activities that influence and develop people
the software-driven approach is rarely
successful.

A successful approach would 1) align
employees, 2) build new capabilities, 3)
adjust management systems and 4) alter
outdated beliefs.

Companies without a discipline to achieve
Effective User Adoption™ are failing to
achieve the levels of business
performance they desire.

This is because the activities that are required
to achieve success are usually more involved
than expected and are often beyond the
functional experience of the average
management team.
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Companies are struggling with 3 critical 3. Increasing their capacity for
activities that enable transformations. change.
What will be the greatest areas of cultural

1. Envisioning and planning their journey resistance and adoption risk?

How can you translate desired objectives into a How is it possible to create additional

roadmap that everyone can follow? bandwidth with existing resources?

How do you prioritize competing and What is the right combination of activities to

interdependent organizational development influence and lead employees?

activities?

What is the right pace of change for the company? Software-driven transformations
demand a robust management
Capacity a p proaCh

Management
n \

Prject / Current project failure rates indicate that
traditional implementation practices are

Management
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/ r inadequate for software-driven

Single
Channel for
Work Initiatio

transformations.

Resource
Utilization
N

P“"S%Ei??yf"""/ Maturity Path

Standardized
Process

VALUE REALIZATION

Right-Fit
Software
Solution

TRANSITION TIME

Drive
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Commitment

2. Adjusting their operating model

To what degree is it necessary to change

structure, process & decision rights?
Adopt IT ™ ©

Which operational capabilities warrant additional

e A more robust discipline is required that:

e Right-fits the software solution to the
organization

e Proactively drives organizational
commitment to the transformation

e Builds complementary organizational
capabilities

Does the software drive the company’s operating
model or vice-versa?
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Right-Fit the Software Solution

Tailoring the solution requires more than just
defining feature requirements. Keeping the
organization’s unique character at the
forefront of solution decisions increases the
likelihood of success.

Enhance Organizational Readiness - identify
baseline adoption management capability,
create executive consensus, highlight missing
operational capabilities

Stage the Transformation - consciously choose

maturity jumps, understand the expected

change in process consistency and complexity,

articulate associated operational impacts

Develop Capability-Based Plans — account for

internal deployment bandwidth, factor in time

to stabilize the foundations, articulate critical
dependencies, secure the participation of
critical players

| .y

Tnitial Usage Reakzation
Implementation 4

Organizational
badiness

Organizational Adoption Process

Software-Driven Transformations: Effective User Adoption™ ensures success

Drive Organizational Commitment

Managing expectations and concerns will
accelerate effective user adoption and help
avoid unnecessary adoption risks. Ideally
commitment efforts will position stakeholders
as owners of the transformation and less as
its victims.

Market the Compelling Vision - quantify and
repeatedly communicate the value to the
organization, develop “what’s in it for me”
messaging for critical stakeholders

Proactively Manage Stakeholder Buy-In -
create opportunities for stakeholder
involvement, design usage metrics and
incentives to align behavior

Maintain Strong Governance — execute active
executive sponsor involvement, define
performance outcomes to direct and track
success, hold managers accountable for
progress

Build Organizational Capabilities

Developing supportive capabilities
significantly enhances a software solution, but
it requires more than just software usability
training.

Refine the Operating Model - balance the
trade-offs between structure and process,
formally assign decision rights, define the new
roles

Enhance Change Leadership - develop
manager’s communication, expectation and
capacity management skills, assign dedicated
transition management resources

Develop User Skills - enhance domain specific
skills, increase decision management
competency




Software-Driven Transformations: Effective User Adoption™ ensures success
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Driving Effective User Adoption™

A more disciplined approach produces
significant benefits

- - - - - [}
Mitigate adoption risks & maximize g 100% =
©
return on Investments T 80% 3
&’ With a focus on Effective E 3
. o =] %] User Adoption ™ $§
Assessing the probability and consequence of g g
specific adoption risks ensures potential E 2
weaknesses are proactively addressed. "
. . . Without a focus on Effective
It also means that there is little spending on User Adoption ™
unnecessary organizational development Time

efforts.

Accelerate and increase Business

Develop a sustainable capacity for
Performance

change

Enterprise software that is not effectively

The practices and skills developed internally
used adds little value.

during a software-driven transformation are

transferable and re-usable. ) ol
A focus on Effective User Adoption'™ ensures

that the level of business performance

Once a company masters the adoption =l > )
reached is higher and achieved more quickly.

challenge, their overall capacity for change
improves and expands beyond the immediate
initiative.

About Neochange Neochange, Inc

Neochange is the leading management consulting firm focused 576 Sacramento St, 7th Floor
exclusively on the complex challenge of Effective User Adoption™. San Francisco, CA 94111

Neochange’s innovative Adopt IT™ methodology mitigates adoption

risk and drives effective user adoption of enterprise software. Email: inquiries@neochange.com

Web: www.neochange.com

Leading Global 500 companies and Software Vendors engage Tel: 415-986-0915
Neochange as a trusted advisor to develop their adoption strategies Fax: 415-986-0995
and practices. Neochange has offices in San Francisco and London.
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Effective User

By Chris Dowse
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A few months ago Gartner published an SaaS prediction that caught my eye. They stated,
“through 2010, 75 percent of complex CRM SaaS deployments will fail to meet enterprise
expectations”. I did not read the detailed report, but such a bold statement got me thinking about
our own experience with enterprise buyers and specifically, their effective user adoption
expectations of SaaS.

Effective User Adoption may not be a familiar term. Essentially it is a proxy for business value and
is characterized by the following attributes:

Core functionality that is measurably connected to business outcomes
A high percentage (85%+) of targeted users actively engaged with core functionality
Sufficient levels of high quality data to provide actionable insights

In our work I've found that the majority of enterprise buyers believe that SaaS delivers faster,
cheaper and higher rates of effective user adoption than on-premise software. By logical extension
they expect faster time-to-value and larger improvements in business performance. Both these
expectations seem reasonable given the marketed advantages of SaaS: faster deployments, lower
implementation costs, simpler functionality and ubiquitous access.

But, back to Gartner’s prediction, are these expectations grounded in reality?

In short, I don’t think so. SaaS is likely heading for an effective user adoption expectation gap
because of one key assumption that enterprise buyers often make - the assumption that the
software by itself can deliver effective user adoption in complex business environments. Clearly,
this assumption is unrealistic when you consider the collective social complexity and change
capacity of hundreds or thousands of users. Imagine, the myriad of competing needs and interests
that are typically associated with enterprise software deployments and then factor in the volume of
competing initiatives that are concurrently in play.

Even so, like any expectation gap there are insights that, if understood and acted upon, can narrow
the gap without the necessity of setting our sights too low. The following three insights are critical
to closing this expectation gap and will enable enterprise buyers to capitalize on the strengths of
Saas to deliver significant business value.
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Driving Effective User Adoplion

INSIGHT #1: THE ADOPTION PROCESS IS LONGER THAN YOU THINK

As early as the '60s, studies of “technology” adoption have concluded that there is an
organizational adoption process (see Figure 1), that if, followed increases the likelihood of
initiative success. Software initiatives that adhere to this process achieve faster and greater
business value. Unfortunately the majority of attention, and therefore investment, tends to
focus on just one phase of this process - the implementation phase. This narrow approach is one
of the key contributors to a lack of effective user adoption. The following aspects of the process

warrant further mention to broaden our focus.
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Figure 1

I. Skipping the Readiness phase ironically delays time-to-value

In our short-term centric world, many organizations skip the critical stage of aligning
commitment to a software-enabled change. In addition, little thought is given to the implications
of process changes required or dictated by a software deployment. Ironically, the perceived up
front time-savings are more than offset during and after implementation. This occurs because
higher levels of user resistance are encountered and unknown impacts disrupt operations and

derail desired benefits.

II. Effective Usage requires ongoing investments and attention

In reality, most significant, sustainable changes take about 18 months to take hold and settle
into the bottom line. Many organizations often use all their money and “attention capital” in the
implementation stage and fail to achieve full value realization. To achieve full value realization
ongoing investments are required for areas such as training and support. Also, executive
sponsors need to continue managing “mind-share” after deployment by communicating to

employees how effective usage is benefiting the organization.
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Driving Effective User Adoption™

III. An organization’s capacity for change dictates how fast benefits can be realized

Capacity for change is the limiting factor for organization’s attempting more than just automating
business as usual. Many organization’s struggle because their leadership / management teams
are adept in functional disciplines (sales, product development, etc.) but less so in the discipline
of change. A related misunderstanding is the perception that change leadership can be
delegated to the core implementation team, it cannot. Change leadership is a shared
responsibility through all levels of management.

INSIGHT #2: GOOD SOFTWARE ISN'T ENOUGH

More than 80% of the factors that drive effective user adoption have nothing to do with the
software. Therefore to be successful, organizations need a more robust discipline than
traditional software deployment methodologies. Specifically, a more integrated discipline (see
Figure 2) would address the complex interconnection between the software solution, the
operating capabilities of the host environment and the organizational commitment to software-
driven change. The following are three key areas of focus, which if executed in parallel deliver
effective user adoption.

Tailoring the
Software
Solution

Driving
Organizational
Commitment

Figure 2 © 2007 Neochange
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1. Driving Organizational Commitment

Managing expectations and concerns accelerates effective user adoption and helps avoid
unnecessary adoption risks. Ideally organizational commitment efforts will position stakeholders
as owners of software-enabled process change and less as its victims.

e Market the Value — quantify and repeatedly communicate the value of effective usage to the
organization and develop “what’s in it for me” messaging for critical stakeholders

e Proactively Influence Stakeholders — create opportunities for stakeholder involvement,
design usage metrics and incentives to align behavior towards buy-in

e Maintain Strong Governance - execute active executive sponsor involvement, define
performance outcomes to direct and track success, hold managers accountable for progress

II. Building supportive operational capabilities

Developing supportive operational capabilities significantly enhances a software solution and
requires more effort than just software usability training.

e Refine the Operating Model - formally assign decision rights, define new roles and ensure
responsibilities are understood, revisit organizational structures

e Enhance Change Leadership - develop manager’'s communication and expectation
management skills, assign dedicated transition management resources

e Develop User Skills - enhance domain specific skills, increase decision management
competency to provide actionable insights

III. Tailoring the software solution to the unique character of the host organization

Tailoring the solution requires more than just defining feature requirements. Keeping the
organization’s unique culture and business needs at the forefront of solution deployment
decisions increases the likelihood of success.

e Consciously choose the process maturity jump — decide whether you are automating
business as usual or increasing process capability, understand the impacts of process
maturity jumps, invest in workflow and data models before deploying software

e Focus software enabled capabilities on high-value areas — define a combination of pain
points and desired business capabilities to prioritize functionality deployment, deploy
functionality that is highly valued by front-line employees early to create momentum

e Develop Capability-Based Deployment Plans - account for internal deployment bandwidth,
factor in time to stabilize the foundational functionality
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INSIGHT #3: TOO MUCH OF A GOOD THING CAN HURT YOU

Like most things, strengths become weaknesses when they are taken to the extreme without
consideration for unintended side effects. Currently, the SaaS model places a premium on
speed, simplicity and customization. These strengths can undermine the end goals of a software
initiative if enterprise buyers let them proceed without limits. Enterprise buyers should keep an
eye on the following:

I. User “feature fatigue” from faster and more frequent upgrade cycles

Software vendors tend to think of upgrades as a good thing for customers, the logic is more
functionality equals more benefits. The SaaS model allows for accelerated release cycles. When
these release cycles are constantly used for functionality and usability enhancements users can
become disgruntled with their moving target and disengage from using the software.

II. Increased organizational complexity from multiple configurations

In large enterprises, various divisions / departments have specialized business needs for their
software. The ease of user-driven configuration with the SaaS model can result in some
organizations having many different configurations in their organization. This is problematic for
organizations that are attempting to drive process consistency across the enterprise. Also,
“power users” driving configurations can chase off mainstream users who declare the deployment
too complex and/or cumbersome.

III. Fragmented business disciplines from incomplete process coverage and siloed data

SaaS price points and functional simplicity are enablers for grass-root, viral adoption. As the
software expands into the organization some users conclude that the deployed functionality is
incomplete in the context of their entire business discipline. In addition, the absence of IT
involvement can result in siloed data that prevents actionable insights being developed. Both
these potential adoption risks create the perception that the software is less valuable to the
organization, which ultimately results in users opting-out.
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HIGH ACHIEVEMENT OCCURS IN THE CONTEXT OF UNREALISTIC
EXPECTATIONS

While I have stated that I believe the expectations of SaaS delivered software are too high, I also
believe the obvious benefits of the SaaS model suggest we should not drop our sights too low. If
we accept that the software itself is just one actor in a much more complicated drama then it
should be clear that the three insights discussed need to be addressed.

Progressive enterprise buyers will close the expectation gap by harnessing the strengths of SaaS
and by spending more energy addressing the areas that have traditionally plagued software
deployments. Inevitably, this will involve redirecting deployment savings into activities that
promote effective user adoption before, during and after implementation.

This is not a trivial effort. In fact, for some it will require a complete paradigm shift. But in our
world of technology-driven change we must all adapt and evolve to survive - those who do will
unleash the full benefits that the SaaS model has to offer.

About Neochange Neochange, Inc

Neochange is the leading management consulting firm focused 576 Sacramento St, 7th Floor
exclusively on the complex challenge of Effective User San Francisco, CA 94111
Adoption™.

Email:
inquiries@neochange.com
Web: www.neochange.com
Tel: 415-986-0911

Neochange’s innovative Adopt IT™ methodology mitigates
adoption risk and drives effective user adoption of enterprise
software.

Leading Global 500 companies and Software Vendors engage Fax: 415-986-0995
Neochange as a trusted advisor to develop their adoption

strategies and practices. Neochange has offices in San

Francisco and London




Evaluating a PPM

Looking for a PPM Solution? We recommend using this for your search!
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1. Business Need/Problem

Briefly describe the Need / Problem driving the proposed project
Example:

The ability to provide consistent, accurate and timely project data, i.e. costs and cost variances, resource
utilization — under or over allocation, schedule progress or delays, for ALL IT efforts currently does not
exist.

2. Project Objectives

Explain the Objectives of this project and how the expected outcome of the project will benefit the
organization and help it achieve its business needs or fix the business problem.

Example:

One of the key principles of the PMO is to be the clearinghouse of ALL project information across the
organization. The following are objectives to be realized from the implementation of an Enterprise Project
Management (EPM) tool:

e Forecasting and delivering results with accuracy and precision
o Demonstrate measurable business value from technology investments

3. Critical Success Factors

Provide a list of project Critical Success Factors. Critical success factors are outcomes that must be
achieved for the project to be considered a success. They should correlate with the Project Objectives
described in the section above.

Example:

e Provide a central repository for all project related information — portfolio, program and project.
e Provide management, customers and project team members consistent, accurate and timely
project information

e Provide a tool, which is scalable to the maturity level of the organization as it relates to “Best
Practices”

3.1. Business Requirements

Example:

1.0: 24x7 Global Availability
1.1: Encrypted log-in
1.2: 24x7 availability
1.3: Remote access from any location for vendors, clients, remote employees
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2.0: Single Source Portfolio Management
2.1: Unlimited user defined dashboard views
2.2: Custom dashboards by administrator (permission based reporting)
2.3: Executive dashboards
2.4: Real-time status exporting capabilities (Excel)
2.5: Multiple health indicators — budget/resource, etc
2.6: Simple executive Gantt chart views
2.7: Ad hoc report building
2.8: Trending (status changes since last period)
3.0: Resource Management & Capacity Planning
3.1: Add & View resources by name and/or skill set
3.2: Instantaneous what if modeling
3.3: Export of capacity planning data (Excel)
3.4: Real-time status exporting capabilities (Excel)
3.5: Utilization tracking
4.0: Project Management Support
4.1: Risk analysis & mitigation support
4.2: Risk linked to executive dashboards
4.3: Calendar export to Outlook
4.4: Customized gated phases
4.5: Custom templates to guide PM through each phase
4.6: Budget tracking
4.7: Resource tracking
4.8: Current/future custom workflow & methodology support (Scrum)
4.9: Issue tracking
5.0: Document Management
5.1: Routing capability
5.2: Versioning
5.3: Check-in check-out
5.4: Searchable
5.5: Add to emails with link to document
5.6: Bulk uploads
5.7: Auto unzip
5.8: Desktop linking
6.0: Production Support Logging & Tracking (maintenance)
6.1: Workflow support
6.2: Real-time status reporting
6.3: Custom priorities and statuses
6.4: Dashboard integration
7.0: Low Cost of Ownership
7.1: Low set up costs
7.2: Easy integration with existing process & workflows
7.3: Out-of-the box functionality
7.4: ASP model
8.0: No Internal Support Costs
8.1: Software-as-a-Service model
8.2: Support provided by vendor
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\ 4. Project Approach ‘

‘ 4.1. Proposed Solution ‘

Briefly describe the end-result that would resolve the Business Need or Problem, and the Solution
Proposal to create it.

Example:

The ability to provide consistent, accurate and timely project data, i.e. costs and cost variances, resource
utilization — under or over allocation, schedule progress or delays, for ALL IT efforts currently does not
exist.

The approach that will be followed for the selection was as follows:

1. Define the required functionality that is needed by the PMO to support the above objectives.
Create an EPM Tool Assessment Survey (see attachment A), which contains all of the
requirements and functionality requested, in a survey format.

3. Send each vendor selected a copy of the survey, requesting they rate their product, and send the
completed survey back to (see attachment B).

Based on the results from the above approach, eProject has been selected by the PMO Team as the best
solution for our needs. The following are prime factors that influenced the decision of eProject as the
vendor of choice.

e Total-cost of ownership.
e Scalable to the project management maturity of our organization.
o Web-based product tutorials to reduce learning period.

A number of activities will take place over the next few weeks:

o Activity 1
o Activity 2

Include a cost breakdown.

4.2. Alternatives Considered

Briefly describe the Alternative Solutions discussed and why they are NOT the recommended solution.

Alternative Solution 1 — Alternative Solutions 1 was well received by the IT Management Team. It
seemed to be very mature and robust. The feeling was that the Project Management Maturity level within
our organization fell far short of the minimum requirements to reap the benefits shown during the demo.
The huge culture change, the complexity of the tool and the overall cost — initial and on going, would
jeopardize the implementation and adoption of the tool.
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4.3. Assumptions

List any Assumptions being made by the Project Team. Be sure to include assumptions made as they

relate to project estimates.

The following are assumptions that have been made and assumed as of this date:

Example:

e The base number of users for deployment would begin at X.
e All project reporting would be provided by the tool — portfolio, program and project level of detail.

4.4, Constraints

List any known factors that could limit the project’s execution. For each Constraint listed, be sure to
elaborate on how it is limiting the project and how the project would benefit from its removal.

The following constraints have been identified as possibly causing delays in the implementation of the

product:

Example:

Constraint 1 — Lack of participation of all IT resources. The ability of the tool and the PMO to provide the
expected benefits are directly tied to total participation of all IT resources.
Constraint 2 — Current project data is inconsistent. Metric reporting would be skewed by incorrect data.

5. Risks

Describe any known Risk to the success of the project; Quantify the risk (high, medium, low); the

expected Response to be implemented to mitigate that risk.

Description of Risk

Quantify the Risk

Risk Response

High

Medium

Low

6. Costs and Benefits

‘ 6.1. Project Costs Breakdown

Enter estimated project costs for internal & external resources, hardware and software, and other project-
related costs that will be incurred prior to production implementation.

Enter estimated project costs for internal & external resources, hardware and software, and other project-
related costs that will be incurred post - production.

Enter the Total Costs.
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6.2. Project Benefits Breakdown |

| 6.2.1. Tangible Benefits |

List the Tangible Benefits of performing this project.

For each of the tangible benefits listed, explain the Estimated Savings and the Verification Method to
confirm that estimate.

Example:

e Common Project Repository for all project information.
e Accurate and consistent project information available to all Stakeholders.

6.2.2. Benefit 1

Estimated Savings:
Verification:

6.2.3. Benefit 2

Estimated Savings:
Verification:

6.2.4. Benefit 3

Estimated Savings:
Verification:

‘ 6.3. Total Estimated Savings ‘

\ 7. Proposed Project Schedule ‘

‘ 7.1. Project Delivery Milestone Summary ‘

Enter the name of the project Phase. Identify the Activity within that Phase, and then list the Milestones
that make up that Activity. Enter the Estimated Completion Date needed to complete each Task.

Phase Activity Milestone Estimated
Completion Date

Origination
Initiation
Planning

Execution &
Control

Close-out
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7.2. Project Delivery Schedule Summary

Enter the Proposed Completion Dates for each of the phases.

Project Initiation Phase completed on -

Project Planning Phase completed on -

Project Executing / Controlling Phase completed on -
Project Closing Phase completed on -

Project completed on -

| 8. Governance Approvals

Approvals must be obtained from two of the IT Governance Offices, IT Security & Enterprise Architecture,
prior to a review by the Technology Investment Decision Board.

[ 8.1.IT Security Office |

| 8.1.1. Approval |

‘ 8.1.2. Comments |

\ 8.2. Enterprise Architecture Office ‘

| 8.2.1. Approval |

‘ 8.2.2. Comments |
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Agile and the Future of the PMO
What is Agile?

Agile is a framework for managing projects, it is most often used to manage software development
projects. However, the value of Agile methods are becoming very popular outside of the software
development organization. The core tenant of Agile is to focus on work that will deliver the most business
value to the organization or customer. This philosophy is something that most departments can benefit
from. The agile methodology includes a set of principles for governing behavior of an Agile team.

Core Agile Principles

1. Individuals and interactions over processes and tools
2. Working software over comprehensive documentation
3. Customer collaboration over contract negotiation

4. Responding to change over following a plan

These core agile principles were conceived in 1991 by a group of well known Agile practitioners who
came together to establish a common framework for the Agile methodology. The document that came out
of their meeting was the Agile Manifesto. The manifesto can be viewed at http://www.agilemanifesto.org/

Benefits of Agile

1. Response to change. In more traditional plan driven development, project value is not delivered until
the end of the project. If the project does not hit the mark, it can be difficult for the organization to react.
Agile takes an iterative approach to project management, so that business value is delivered
incrementally. This allows the team to be nimble when market conditions require the business quickly
change course.

2. Early Return on Investment. Agile focuses on delivering business value in short cycles called sprints
or iterations. Each sprint/iteration delivers incremental product that is potentially shippable and thus
allows the business to realize value immediately if they choose.

3. Stakeholder Satisfaction. The highest priority for all agile projects is to satisfy the customer. Agile
requires very close interaction between developers and customers to make ensure that the appropriate
work is getting done. The agile team operates with extreme transparency and allows stakeholders to be
involved in all parts of the agile project from beginning to end.

Recommended Reading

www.agilejournal.com

www.agilealliance.org
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Interested in Learning More?

Daptiv (www.Daptiv.com) is the On-demand leader in collaborative business software.

Daptiv is the on-demand leader in collaborative business software that enables companies of all sizes to
transform their mid-office business operations. Daptiv’s on-demand solutions streamline employees’ day-
to-day interaction and collaboration, while dramatically reducing the complexity of managing multiple
teams, projects and tasks. Daptiv also gives managers and executives unparalleled visibility into mid-
office workflow, with interactive reporting into individual and team performance as well as execution
against key business priorities. Daptiv’s flexible environment easily adapts to any department’s work
management needs, with an intuitive user interface, point-and-click system configuration and fast creation
of forms, reports and alerts. From product developers and IT teams to marketing departments and
portfolio managers, Daptiv is transforming the mid-office for more than 700 customers and 100,000
individuals at companies such as BASF, BP, Cushman and Wakefield, Dell, Fidelity, Honeywell, Merrill
Lynch, Sprint/Nextel, QUALCOMM and RealNetworks.

We sincerely hope that you enjoyed the information that you found here and will considering talking with a
Daptiv sales representative in the future.

Sign me up for a Free Demo!

If you need immediate assistance, please contact our sales department at 1-888-621-8361

Project Management Dictionary

Click to visit the Dictionary on Daptiv.com
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