	Duties of the Project Manager



Listed below are the duties of a project manager during project implementation

Initiate/Plan Phases

· PM creates Project Folder under District Projects folder and assigns access to project team.  All project documents are stored in Folder

· PM modifies all project document headings to be used on the project and stores them in the project folder for use by project team

· All meetings require a Meeting Report to be completed and filed in project folder.  The best way to use the Meeting Report is to fill in the meeting information, fill in the agenda, and send the Meeting Report to the meeting attendees.  During or after the meeting, fill in the minutes with any assignments noted; distribute the final document to the team and post in the project folder.

· PM ensures that the Business Requirements Survey is properly completed

· PM participates in project pricing decision and creates Cost Plan (can be part of Project Management Plan or separate)

· PM completes Risk Assessment and Risk Mitigation Plan (can be part of Project Management Plan or separate).  All high-risk items are moved to the Issues Matrix to be managed during weekly status meeting.

· PM manages the creation and posting of all project documents. 

· PM updates header of the Change Control form and distributes blank form to Client (can be part of Project Management Plan or separate)

· PM creates Communications Plan (can be part of Project Management Plan or separate)

· PM creates and manages Project Contact List (can be part of Project Management Plan or separate)

· PM creates and manages Quality Plan (can be part of Project Management Plan or separate)

· PM creates and manages Issues Matrix for use during project execution.  All issues are escalated by the project manager and managed to resolution

· If training is a necessary for project acceptance, PM creates and manages the Training Plan

· PM manages the creation, completion, and posting of the final design in project folder.  PM ensures the distribution of the design to all project team members.

· If EA does not have the information noted above, the PM creates and distributes the Project Management Plan.

· PM works with project team to prepare and update Project Schedule

· PM creates and distributes the Project Contact List

· PM creates Risk Assessment and moves risk issues into Issues Matrix

· PM reviews use of Project Repository and expectations with project team

· PM reviews project roles and responsibilities with project team

Execute and Control Phases

· PM provides Project Task list to team weekly.  It is a good idea to distribute task lists during planning meeting at start of workweek.  A good tool to use is to print of the Who Does What When report from MS Project and print for each team member.

· PM chairs weekly Status Meeting

· PM fills out Meeting Report for all meetings and distributes to team as agenda prior to meeting along with current Issues Matrix and Project Schedule

· PM updates Meeting Report with minutes during meeting and distributes to team information 

· During the Status Meeting, the PM updates Issues Matrix; escalating as needed and tracking all issues to completion

· PM updates Project Schedule during Status Meeting

· PM distributes all updated documents to Netigy and Client project team

· PM collects Weekly Status Report from team members

· PM manages Issue and Incident Escalation Process.  All issues are assigned to a person and managed to resolution

· PM manages and tracks Project Schedule and budget

· PM directs creation of Implementation and Contingency Plans 

· PM ensures Project Team stores all documents in Project Folder

· PM ensures Project Team has a copy of all project documents

· PM tracks project expenses against Cost Plan

· (Optional) PM creates Project e-Document from Project Documents and distributes to Project Team

· PM updates Client and Netigy Management on all project documents and details

· PM reviews team’s work for quality

· PM insures scope of work matches scope of agreement with client

· PM manages Change Control.  Any change requested by the Client will be reviewed by the PM for impact and cost and be managed through the Change Control process.  NO scope or schedule changes will be made without the express permission of the PM and then only after a Change Control form has been filed and either a separate project has been formed to implement the change or an additional PO has been written to implement the change within the timeframe of the project.  This is a crucial part of Project and Cost control.  

Closeout Phase

· PM creates Closeout Form

· PM ensures all project documents are in Project Folder prior to closeout

· PM ensures Engagement Summary is complete and filed

· PM chairs the Closeout and Review meeting

· PM plans for and manages the project celebration

· PM ensures all billing is handled

· PM ensures reviews are completed for all team members
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