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PREFACE

The New York State Project Managemenl Guidebook was
developed to document a common methodology for managing
projects in New York State government organizations and to
provide guidance and advice to Project Managers throughout
the life of a project.

In January of 2001, James Natoli, Director of State Operations,
announced the creation of a statewide Project Management
Office (PMO) within the Office for Technology. The PMO mis-
sion: to increase project management competence and foster
sustained success for projects carried out by New York State.
The top priority of the newly created PMO was, and is, the
development of a common project management methodology
for use by Project Managers across the state.

A common methodology encourages individual Project Mana-
gers across the state to approach each project endeavor with
the same discipline and tools. Since the methodology is com-
mon to all business areas and across all agencies, state Project
Managers moving to new opportunities within and among state
agencies will have virtually no learning curve for project man-
agement. Roles and expectations are clearly defined for Project
Team members, Project Sponsors, and Customers, regardless
of the type of project (IT projects, software development proj-
ects, engineering projects, business process improvement proj-
ects, etc.). All project participants receive the same informa-
tion regarding deliverables and activities throughout the proj-
ect. This streamlines project execution, since participants will
not need continual direction and education regarding the proj-
ect process.

The New York State Project Management Methodology also pro-
vides a standard for agency staff to use when contracting with
private vendors. The state can now provide the methodology for
its contractors, rather than requiring New York State staff to
adjust to the different performance standards of each firm with
whom they contract. Again, utilizing one common framework
within which all New York State projects can be carried out
improves the state’s ability to complete the projects successfully.
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. .ui 8 IGUIdEbOOK
ninmn T

Section I, Project Lifecycle, provides a description of the
project lifecycle. It is intended to guide a Project Manager
through the complete life of a project, from the first formal doc-
umentation of the project’s concept to its formal termination,
detailing the phases of the project lifecycle, the specific
processes to be performed within each phase, and defining the
tasks that comprise each process. Specific templates are pro-
vided to supplement the tasks and processes, including meet-
ing agendas, deliverable templates, checklists, and forms. Tips
and techniques for successfully performing the tasks/processes
are offered, as are answers to “frequently asked questions”. At
the end of each phase, common pitfalls faced by Project
Managers are described, along with solutions that could be
used to successfully deal with those challenges. The hope is
that a Project Manager will find useful direction for what to do,
when to do it, and how to do it, no matter what stage of the life-
cycle his/her project may be in.

Section II, Project Management Topics, provides in-depth
advice and direction on selected topics of importance to New
York State Project Managers. It is anticipated that this section
of the Guidebook will grow as the state’s Project Managers
contribute advice on additional topics of common interest. This
section is a repository for shared lessons learned from the
experience and expertise of the state’s Project Managers.

Section III, System Development Lifecycle (SDLC), provides
a description of the standard phases and major processes of a
generic system development lifecycle. It is intended to guide a
Project Manager through the effort of developing a computer
system, describing specific system development processes and
aligning them with the project management lifecycle. Structured
similarly to Secion I, this section also provides specific tem-
plates to illustrate format of deliverables and supplement the
processes described, including meeting agendas, checklists, and
forms. Tips and techniques for successfully performing the SDLC
processes are offered throughout the text, supplemented by com-
mon pitfalls and answers to “frequently asked questions”. While
not trying to anticipate every task that may be required by vari-
ous technology platforms and development techniques, the hope
is that a Project Manager will find useful information for how to
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direct the project team, what to expect from them at every devel-
opment checkpoint, and how to interact with other parties inter-
ested in the system being developed.

It is expected that other Line of Business Lifecycles will be
added to future editions of the Guidebook.

Appendices provides a glossary of the project management
and system development terms used throughout the text, a
repository of all templates used throughout the Guidebook
(without the annotations, instructions, and field descriptions),
and a list of resources used in the compilation of this docu-
ment, which may be of use to Project Managers as they seek to
further their education and skills in project management.

LT[ ] LTI
||||||||||Mn (T T

The New York State Project Managemenit Guidebook is
intended to be both a “what to do” and a “how to do it” guide
for New York State Project Managers. While at first it may
appear intimidating, remember that in many cases the
Guidebook is merely formalizing, in process documentation,
what is already a fairly standard and generally accepted tech-
nique. The value of documenting and standardizing these
processes is that it frees the Project Manager from having to
define a process to fit a particular situation and/or event occur-
ring during his/her particular project. Instead, standards are
already there for the Project Manager to use to manage each
process while continuing to focus on key project activities.

Most processes and deliverables are required for all projects,
although in smaller projects they may require less formality and
a lower level of effort. The End-of-Phase Checklists can be used
to ensure that every process defined has been considered, nec-
essary tasks addressed, and required deliverables produced. If
recommended tasks or deliverables are skipped, make sure to
identify and record why the particular task/deliverable has not
been completed and how the objectives of that task/deliverable
will otherwise be met.
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The compass icon {} indicates a tip from an experienced
Project Manager, while the life preserver icon marks
advice intended to save the project from pitfalls.

The templates included in the text contain instructions and
comments facilitating their use. The same templates can be
found in the Appendices, without annotation. These can be pho-
tocopied or downloaded from the OFT website htip:/www.,
oft.state.ny.us/ for use and customization for your project. For
quick reference, a Table of Templates has been provided in the
Introductions to both Section I and in Section III that lists each
template, its purpose, and page number references to quickly
locate the template either within the text of the Guidebook or
in the Appendices.

Finally, use this Guidebook as a tool to help you manage the
project. Don’t let the process or the project manage you!
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[5] Provide a detailed reason for requested change:

Please complete this form and return it to:

(United States Postal Service Regular Mail Address)
NYS Office for Technology

Project Management Office

State Capitol ESP, PO Box 2062

Albany, NY 12220-0062

(Parcel Post/Overnight and Interagency Mail Address)
NYS Office for Technology

Project Management Office

Empire State Plaza

Swan SL., Core 4, 1st Floor

Albany, NY 12223

Fax: (518)-486-1122

FOR PROJECT TEAM USE ONLY
(Record of Decision and Response Form to Submitter)

ACCEPTED: INITIAL: DATE:

NOT ACCEPTED:
___ Out of project scope
____Level inappropriate for this document
___ Conflicts with material in Guidebook
__ Not generally accepted
_____ Other (Reason:

NEED MORE INFORMATION:

CONTACT SUBMITTER:
Date: INITIAL: NOTES:
Date: INITIAL: NOTES:

ADDITIONAL INFORMATION RECEIVED:
RECOMMENDED DISPOSITION:

COMMENT CLOSE DATE: INITIAL:







