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Highlight in yellow where the project fits in each area and indicate in the notes what decision has been made. 
	Profiles
	Duration
(Months)
	Boundaries
	Risk
	Technology 
	Recommended Skill Set

	V
	>12
	CBS
	Very High
	Breakthrough
	PMO PM

	IV
	6-12
	ITG & Multiple Departments
	High 
	Leading Edge
	PMO PM

	III
	3-6
	ITG & Single Department
	Medium
	New to Company
	PMO PM / Functional Area PM

	II
	<3
	ITG & Single Department
	Low
	New to Department
	Functional Area PM

	I
	0-3
	ITG
	Very Low
	Current 
	Functional Area PM



These are guidelines for Profile assessments.  Profile assessment is generally not clear cut; each project must be evaluated on its requirements.  You may choose to weight one factor more heavily over the others to make a determination.  All other things being equal, it is recommended that Risk factors be weighted more heavily than other factors.
[bookmark: _GoBack]
Notes: 
Click here to enter text.
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Line Items with an * denotes PMO Lite Track.
	Line Item No.
	Required (YES, NO, N/A)?
	Readiness Elements
	Description/Example(s)
	Completed
(YES,
NO,
N/A)?
	Documents

	1.1 *
	YES
	Steering Committee identified, named and committed to project effort
	The Steering Committee is typically comprised of senior level managers, department managers, or representative stakeholders.  

· provide leadership direction
· remove roadblocks that act as barriers to progress
· review & approve proposed changes to scope, cost, and schedule
· review progress
· hold project manager and team accountable for specified delivery
	Yes
	☒Project Charter

	1.2 *
	YES
	Scope Statement Approved
	Scope as defined in the project charter or SOW must be approved by the project sponsor OR the Steering Committee.  Email approvals from responsible parties are acceptable.

Deliverable - Project manager to provide email evidence of approval from stakeholders and appropriate SOW or Project Charter document.
	
	☒Project Charter

	1.3 *
	YES
	Requirements Defined and Documented
	Documented and prioritized specifications of what should be implemented.  Examples include: business requirements, user requirements, business rules, quality attributes, functional requirements, system (non-functional) requirements, external interfaces, or system constraints.

Deliverable - A Word or Excel document housing project requirements.
	Yes
	☒Project Charter

	1.4
	YES
	Technology Reviewed and Security Assessed & Approved
	Technologies to be used for this project are provided to the project's functional area manager(s) for review/approval.   In addition, the technology's security should be assessed and approved. 

Deliverable - Project manager to provide email evidence of approval.
	
	☒Project Charter
☐ Project Charter Supplemental – Security Architecture

	1.5
	YES
	Project Integration Points Defined & Documented
	Project team addresses any integration to existing application portfolio or services that may be impacted by the project. 

Deliverable - A Word document that identifies the applications or services that would be impacted and a high level or how it will be addressed.
	
	☒Project Charter
☐ Project Charter Supplemental – Data Integration

	1.6 *
	N/A
	Project Budget & Contractual Obligations Approved
	Has the budget and any required spend for this project been approved? Has the contract been written, negotiated and approved by all parties?

Deliverable - Project manager to provide breakdown of proposed budget and appropriate documents for contractual obligations that have been agreed upon between ITG, Vendors, Legal, and Financial Planning  (e.g.: contract signed by legal and approved by financial planning, etc.)
	
	☒Project Charter

	1.7
	Yes
	Project Team Resources Identified / Allocated
	The list of individuals required to complete this project is created and utilized to capture clear project roles and responsibilities.

Deliverable - Project manager to provide email evidence of approval from all managers within ITG and if non-ITG members involved an approval from the manager of the participating member.
	Yes
	☒Project Charter

	1.8 *
	YES
	Baseline Schedule Completed and Approved
	Project Schedule, usually a MS Project file or other timeline showing tasks, start/end dates, resources, and task dependencies.

Deliverable - Project manager to provide MS Project file to PMO.
	Yes
	☒Project Charter

	1.9
	YES
	Communication Plan Completed
	The communication plan includes who gets what level of information, how often they receive it and how is it provided; providing Monthly Health Check Status is included in this plan.  Example:  Project Status Reports are published via e-mail to all Steering Team members each Friday.

Deliverable - Project manager to provide documentation of the agreed upon communication plan.
	Yes
	☒Project Charter

	1.10
	YES
	Initial Risk Assessment Completed & Risk/Issue Management process established
	Risk Assessment includes a list of risks to project cost, scope, schedule, or product quality and a technique for managing the risk.
Risk/Issue Management Process encompasses identification, analysis, and response to project risks/issues.

Deliverable - Project manager to provide documentation which can be part of the SOW or Project Charter.
	
	☒Project Charter

	1.11
	YES
	Change Control Process Established
	Change Control Process encompasses the identification, specification, communication, and authorization for change items.  

Deliverable - Project manager to provide documentation of agreed upon change control process which can be part of the SOW or Project Charter.
	
	☒Project Charter
☐ Project Supplemental – Change Request Form
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Line Items with an * denotes PMO Lite Track.
	Line Item No.
	Required (YES, NO, N/A)?
	Readiness Elements
	Description/Example(s)
	Completed
(YES,
NO,
N/A)?
	Documents

	2.1 *
	YES
	Requirements Approved
	Requirements documentation are reviewed one last time before work begins and is approved the stakeholders.  Examples include: business requirements, user requirements, business rules, quality attributes, functional requirements, system (non-functional) requirements, external interfaces, or system constraints.

Deliverable -  Project manager to provide email evidence of approval from stakeholders/sponsors.
	
	☒Project Plan

	2.2
	YES
	Project Integration Points Approved
	Project team reviews the documentation on any integration to existing application portfolio or services that may be impacted by the project and how it will be addressed is finalized. 

Deliverable - A Word document that identifies the applications or services that would be impacted and what changes need to be incorporated in those entities, by when, and in what order items will be implemented for the existing systems.
	
	☒Project Plan
☐ Project Charter Supplemental – Data Integration

	2.3
	YES
	Project Team Representation & Risks Reviewed
	· Ensure project team representation is still appropriate at this time and proper cross-functional team members are involved as needed (e.g. Infrastructure design, security, etc…) 
· Project risks (e.g. timing for launch, resource availability/skillset) reviewed by PM

Deliverable - Affirmation from PM that project team membership is appropriately cross-functionally defined and there are no foreseen risks with launch timing and resource availability/skills.
	
	☒Project Plan

	2.4
	
	Security Assessment Performed
	Security Assessment for project, including scanning for application vulnerability, is performed by ITG PMO group. 

Deliverable - Security Assessment form completed.
	
	☐Project Plan
☐ Project Charter Supplemental – Security Architecture

	2.5
	NO
	Mockup Developed & Approved
	A mockup (mechanism for delivery is flexible) is proposed to the stakeholders and sponsors for approval.

Deliverable - Project manager to provide email evidence of approval of mockup from stakeholders or sponsor(s).
	
	☐Project Plan

	2.6
	NO
	Design Estimate Costs Reviewed & Approved
	Estimated cost for the design (including hardware, software, external spend) is reviewed and aligned to the budget.

Deliverables - 
If design is under or aligned with budget, project can proceed.
If design is over budget, project manager to meet with PMO, BMO and CIO to determine next steps.
	
	☐Project Plan

	2.7
	YES
	Test Plan Created & Testing Completed
	Test Plan includes the means to ensure that requirements have been met.  This includes a breakdown of the types of tests (Functional, Integration, System, User Acceptance, Performance, etc.) demonstrating functional and non-functional requirements to test traceability, capturing results, categorizing results, and delivering test results to defined decision makers. 

NOTE: Project team is responsible for the development of the test plan; this responsibility does not necessarily fall on one individual or the project manager exclusively.

Deliverable - PM to provide evidence of a test plan and documentation of test results.
	
	☒Project Plan

	2.8
	NO
	Training Plan Created & Training Completed
	Training Plan should include the analysis and identification of training needs for all stakeholders, curriculum development, training material, job aides, delivery, and means of confirming training effectiveness.  All defined training has been completed for both end users and TSG.

NOTE: Project team is responsible for the development of the training plan, identifying the trainer and training execution; this responsibility does not necessarily fall on one individual or the project manager exclusively.

Deliverable - PM to provide training plan and evidence of training sessions (can be copy of calendar invite).
	
	☐Project Plan
☐ Project Plan Supplemental – Training Plan

	2.9
	YES
	Managerial Approvals Received
	Manager(s) approval on all the pertinent elements for the project from cross-functional managers represented on the project team.

Deliverable - Project manager to provide email evidence of approval.
	
	☒Project Plan
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Line Items with an * denotes PMO Lite Track.
	Line Item No.
	Required (YES, NO, N/A)?
	Readiness Elements
	Description/Example(s)
	Completed
(YES,
NO,
N/A)?
	Documents

	3.1 *
	YES
	Solution Completed
	All work to deliver or meet requirements has been completed.

Deliverable - PM to affirm that solution is complete and ready for production implementation.
	
	☒Project Plan

	3.2
	YES
	UAT Signoff Obtained
	Testing and test results have been reviewed with defined end users and quality has been deemed accepted for movement into production.

Deliverable - PM to provide evidence of UAT approval (can be email).
	
	☒Lessons Learned

	3.3
	YES
	Post Production Support Defined
	Processes are in place to record, analyze, disposition, and escalate production issues. Backup and recovery, batch scheduling, security scans, etc. are in place.
	
	☒Lessons Learned

	3.4
	YES
	Documentation Updated & Future Financial Obligations Approved
	Functional or technical work processes affected by the project have been updated for end users and TSG.  Contract renewal and financial considerations for upcoming year should be reviewed and approved by the BMO.
	
	☒Lessons Learned

	3.5 *
	NO
	Implementation Plan Defined, Communicated & Approved
	All go live or cutover tasks inclusive of desktop support approval, end user communication and testing have been documented and approved by the TSG personnel involved and Service Management which should also involve any decommissioning plans.
	
	☒Project Plan

	3.6
	YES
	TSG Production Support Prepared
	Expected call volume, net new users, expected questions or FAQs, after hour contacts, known defects, and escalation process reviewed with TSG.  This may include a comparison of new system functionality to old system functionality, and how new system features may address old system issues.
	
	☒Project Plan

	3.7 *
	YES
	Lessons Learned Conducted
	Lessons learned meeting conducted with ITG; results documented and reviewed.  Lessons learned meeting (with project stakeholders) may also be held as needed.

Deliverable - 1) Pre go-live:  Date on which lessons learned meeting scheduled.  
                   2) Post-project go-live: PM to provide results document to ITG PMO before project can be officially closed.
	
	☒Lessons Learned
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