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Section 1. PM Lite 2.0 Process
PM Lite 2.0 Process has five core phases and one pre-process phase. The five phases represent a typical project life-cycle. They include initiation, planning, executing, monitoring and controlling, and closure.
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Section 2. Process Best Practices

· PM Lite Templates. PM Lite 2.0 templates are based on Project Management Institutes (PMI) processes and best practices. PM Lite is an optional process. Using standardized project management methods helps organizations achieve project consistency, standardization, and project success. PM Lite does not supersede the Texas Project Delivery Framework. 

· Document Library/Knowledge Database or Library. Establishing a central repository for all project documentation such as a SharePoint site, ensures data integrity and enables access to project tools and knowledge. 

· Approvals/Sign-off. It is recommended to gain official approval from the appropriate key stakeholders for the following project documents: Business Case, Project Charter, Lessons Learned, and Project Closure.

· Lessons Learned review. As part of the Initiation phase, the Project Managers should review the Lessons Learned documents from similar projects to identify desirable lessons to repeat and undesirable lessons to avoid.

· Customer Satisfaction Survey. Customer Satisfaction Surveys should be sent to project stakeholders at the end of each project. The survey results should be included in the Lessons Learned document. 
Section 3. Template Best Practices

· Business Case*- Business Cases should be approved by division directors, aligned to business and strategic objectives, and prioritized among other business/project demands.

· Project Charter*- Project Charters should be developed cooperatively with the project core team and approved by the Project Sponsor, Business Owner, and resource owners.

· Project Management Plan- Use the Project Management Plan to set project team expectations, define project quality indicators, and define other subsidiary plans such as communication management, risk management, requirements management, schedule management, and change management.

· Project Schedule*- Prepare a tentative project schedule in initiation and adjust throughout the life of the project.  Baselining a project schedule should occur at the conclusion of planning but may occur in initiation and re-baselined at conclusion of planning dependent on organizations policies and project details.  In an effort to capture project metrics (e.g. schedule variance) and continuously improve, all project schedules/plans should be baselined.  The project schedule should be used as the single source of truth regarding project schedules, baselines, and project variances.

· Milestone Timeline- Align key milestones and deliverables to the visual representation so the information in both the Microsoft Project Plan and the Visio are aligned and telling the same story. The visual representation is a good tool to use in presentations as a communication tool.

· Requirements Document- Requirements may start out at a high level and become progressively more detailed as more information is known.  Requirements must be unambiguous (measurable and testable), traceable, complete, consistent, and acceptable to key stakeholders.  A requirements management plan should be defined to document how requirements will be captured, measured, analyzed, and managed.

· Project Register*- The Project Register should be updated regularly throughout the life of the project to ensure that all information is kept up to date. Share the Project Register with your project core team where appropriate as a means of keeping the core team apprised of key project information.

· [bookmark: _GoBack]Meeting Notes- If notes are extensive, create a high-level summary action section that is more brief. Project notes should be distributed in a timely fashion (one business day) to all project core team members, the Business Owner, the Project Sponsor, and other project participants.

· Status Report- Status Reports should be brief, regular, clear, and should demonstrate overall project health; reporting Key Performance Indicators (KPI's) such as, % Complete, Red, Yellow, Green and Schedule Variance. Project status should be communicated weekly or bimonthly to keep members informed.

· Project Change Request- Potential impact of a change on project scope, schedule and costs should be communicated to the core team. A change to the project baseline should require a Project Change Request (PCR). Each PCR should be approved by PPMO Director, Project Sponsor, and Business Owner. A PCR should first be presented/discussed within the core team and approved by the core team then approved by the Project Sponsor, and last by the PMO/PPMO or Portfolio Manager or Director.

· Lessons Learned*- Lessons Learned are more accurate if they are tracked throughout the life of the project rather than waiting until the end. Lessons Learned should be reviewed and approved by the Project Sponsor, Business Owner, and/or Division Director. All other members of the project core team should review Lessons Learned.

· Project Closure*- Project Closure approval is needed by the Project Sponsor, Business Owner, and the PPMO/PMO Director to demonstrate approval of project closure and agreement that business objectives have been met. It is important to demonstrate that the deliverables have met the business objectives in the closure document, as well as identify unmet deliverables.

*Highly Recommended
Section 4. PMI Best Practices
Project success is greatly influenced by an organizations ability to standardize, measure, control, and continuously improve project, program, and portfolio management practices. The Project Management Institute (PMI) identifies 504 project, program, and portfolio management best practices that enable an organization to execute strategy through successful project delivery. 
http://www.pmi.org/Business-Solutions/Organizational-Project-Management.aspx 
Section 5.	Feedback
If you have any questions on PM Lite 2.0 or on project management practices, please contact the PPMO at ppmo@dir.texas.gov. 
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