VIARKHAM

Report to: General Committee Date Report Authored: November 6, 2013

SUBJECT: Project Management Coordination and Reporting
PREPARED BY: Phoebe Fu, ext. 3010

RECOMMENDATION:

1) That the report entitled “Project Management Coordination and Reporting™ be
received;

2) That the project Dashboard report for Asset Management and Information
Technology Services (ITS) be received in attachment A;

That Staff be authorized and directed to do all things necessary to give effect to this
resolution.

PURPOSE:

The purpose of this report is to summarize the work of Project Management Team and
introduce the new dashboard report for Council piloted by Asset Management and
Information Technology Services departments.

BACKGROUND:

A Project Management Team consisting of staff from Asset Management, Engineering,
Operations, Environmental Services, Urban Design, Purchasing and ITS was created to
share project management practices and lessons learned. The current chair is the Director
of Asset Management. The team agreed upon a high-level project management
methodology consistent with Project Management Institute’s Project Management Body
of Knowledge (PMBOK). PMBOK is a set of standard terminology and guidelines for
the practice of project management.

MHPM, a consulting firm was hired to provide advisory services to help establish
standard project management and reporting best practices.

OPTIONS/ DISCUSSION:

Below is a summary of the Project Management practices recommended by MHPM and
agreed upon by the Project Management Team:

A. Governance Practices:

e Establish Project Management Team: Corporate team of representatives from
all departments that undertake significant amount of project management
responsibilities in order to develop standardized practices and to create a learning
and sharing culture within the project management area of the City.



Report to: General Committee Date Report Authored: November 6, 2013

Page 2

Purpose:
* Adopt standard project management practices
* Establish continuous improvement processes
® Sharing of lessons learned/best practices

Roles for Project Management:
e Directors: Accountable for all department projects
e Commissioners and Executive Leadership Team (ELT):
o Oversight of project completion status, through a standard reporting
format
o Establish and maintain portfolios of projects and their status
o Establish Executive Steering Committee: For key projects by
commission of significant scope and impact.
* Council: Receive semi-annual status reports on capital projects

B. Executive Steering Committee (ESC)

The project-specific Executive Steering Committee (ESC) provides an escalated level
of oversight on projects where the City has significant exposure either financially or
otherwise. The ESC generally consists of CAO, Commissioner(s), and project staff.

ESC may be established when the project meets the following criteria:
e Community and Fire Services and Development Services — Construction
projects with budgets greater than $10M
 Corporate Services — System and Hardware projects with budgets greater than
$1M

The ESC may also be established for challenging, risky, sensitive and multi-
department projects as needed. Examples of projects that have used an Executive
Steering Committee are Cornell Community Centre and Library, Infrastructure
Projects, Sports Park and Southeast Community Centre and Library.

C. Project Reporting Framework

The Project Management Team established a consistent reporting framework for
capital projects:

Project Charter — standardized template

Project Status report — standardized Eclipse report

Dashboard report — Custom Eclipse report

Use of Eclipse software for project monitoring and reporting.

The Project Charter defines the parameters for a project and creates clear expectations
for the project Sponsor and the project team. Template of the Project Charter is
shown in Attachment B. This template was created for the Infrastructure Projects by
Community and Fire Services.



Report to: General Committee Date Report Authored: November 6, 2013

Page 3

activities/look ahead. Template of the Project Status Report is shown in Attachment
C.

Through the use of Eclipse software, a standardized custom dashboard report is
recommended for use across the City for capital projects. The dashboard report
provides an overview for Commissioners, ELT and Council that contains financial
and schedule information. Budget and schedule indexes are introduced to indicate the
“health” of the project at a glance (See Attachment D).

During the early stages of a project where a relatively small proportion of the budget
committed, there is more flexibility to address issues/risks that arise. Once a
construction contract is executed, and majority of the project budget is committed, it
will become more difficult to make adjustments to correct the trend, hence the higher
concern index as the project proceeds.

Analogous to the Budget Concern Index, the Schedule Concern Index is based on the
number of days the project is expected to be late. The index varies by the percentage
of project completed, with a higher concern for the same delay if a greater percentage
of construction has been completed.

Asset Management and ITS Departments piloted the Dashboard Report to evaluate
the implementation requirements for other departments. Refer to Attachment D for a

current Dashboard Report for these two departments.

D. Dashboard Reporting Implementation

Semi-annual Dashboard reporting to Council is recommended for all the projects
greater than $350,000. The implementation plan for reporting is as follows:

e Asset Management and ITS — 2013 (complete)

e Engineering Department — Q3 2014

e Environmental Services — Q4 2014

e Urban Design Department — Q1 2015

FINANCIAL CONSIDERATIONS AND TEMPLATE: (external link)
Not applicable.

HUMAN RESOURCES CONSIDERATIONS
Not applicable.

ALIGNMENT WITH STRATEGIC PRIORITIES:
The report aligns with the City’s strategic focus of Municipal Services.

BUSINESS UNITS CONSULTED AND AFFECTED:
Business Units consulted are: Asset Management, Engineering, Planning and Urban
Design, Operations, Purchasing, Information Technology, and Office of the CAO.
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RECOMMENDED
By: ¢ -f\Q«ch»z——-
Phoebe Fu
Director, Asset Management y
ACTING DIRECTOR arrd Fire Services
ATTACHMENTS:

Attachment A: Asset Management and ITS Dashboard Reports
Attachment B: Project Charter Template

Attachment C: Project Status Report - Sample

Attachment D: Budget and Schedule Concern Index
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Report Title: Project Management Coordination and Reporting
Attachment B: Project Charter Template

PROJECT CHARTER

[Insert Project Name here]

Template last revised: 2012-12-03
Section 1 Baseline Data

PROJECT SPONSOR: PROJECT MANAGER:

[insert name and title] [Insert name and title]
PROJECT SCOPE (PURPOSE):

PROJECT DELIVERABLES (EXPECTED BENEFITS):

PROJECT SUCCESS IS OBSERVABLE IN THE FOLLOWING WAYS:

Section 2 Project Timeline / Milestones

~ ACTIVITY | DESCRIPTION

Section 3 Financial Resources

CoMMeNTS . 7 BT
[Account #, PO # if applicable]
[Account #, PO # if applicable]
[Account #, PO # if applicable]

Section 4 Roles and Responsibilities

-1-

COMPONENT BUDGETED COST (%)
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ROLE

OLE  PERSON ASSIGNED
Project Sponsor

[insert name]

RESPONSIBILITIES

*  Champions this project within the organization by
connecting with key leadership staff and Council

®* Provides strategic direction and support to
Project Manager or project teams to ensure
project success

*  Addresses escalated issues

Project Manager [insert name] * Manages the overall project and addresses issues,
barriers, and opportunities that could influence
project success

®* Provides 2-way communication between Project
Sponsor and project teams

[Project Lead, if applicable] | [insert name] *  Works with the Project Manager and Project
Consultant to coordinate project management
and coordinate with Staff Team on the execution
of the work plan

*  Although each Lead has a specific area of focus,
they aim to work as a seamless and collaborative
team and will use a “one-stop” approach to

inquiries
[Project Consultant, if [insert name] .
applicable] :
Project Team . .

Section 5 Project Resources

Section 6 Risks / Contingencies

The following risks were identified at the outset of the project. The Project Management Team will manage and document
emerging issues separately.

'RISKAREA ' LEVEL . - RISK PLAN

(HIMIL)
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Section 7 Communication Plan / Activities

_ AcTIVITY / DESCRIPTION

Submitted by: Approved by:
Project Manager Project Sponsor

Date Submitted: Date Approved:
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Report Title: Project Management Coordination and Reporting
Attachment D: Budget and Schedule Concern Index

Budget Concern Index Rating Criteria

Concern Index

Budget Variance <5% 5-15% 25-75% >75%
Committed | Committed | Committed | Committed
Below Budget | |
<0

0.1-2% Over Budget

2-4% Over Budget

4-6% Over Budget

>6% Over Budget

Schedule Concern Index Rating Criteria

Concern Index
Schedule Variance B
At Tender <25% 25-89% >90%

<0 days

0 days

1-30 days

31-60 days

>60 days

>90 days




