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Project Delivery Basic Training: Introduction


 Focused through Transportation Area Offices
 Open to all OpCo & project offices
 Area Managers’ standard monthly training days & Training 


Coordinators with:
– Noontime Cafés – 1 hour
– Basic training – 4 hours


 PM Certification – PMADC re-evaluating
 This course includes 2 Jeopardy quizzes
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Project Delivery Basic Training: Introduction


 Introduction


 Section 1 – Safety


 Section 2 – Leading & Managing Project Delivery


 Section 3 – Project Start-Up/Contracts


 Section 4 – Project Management Plan


 Section 5 – Project Work Plan


 Section 6 – Track/Forecast/Oracle Reports


 Section 7 – Project Reviews 


 Section 8 – Final Exam
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Agenda







Project Delivery Basic Training: Introduction


 To provide a four hour summary of the PB Way of delivering projects 
following the policies and procedures of the PB Americas Business 
Management System (BMS)
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Course Objective
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 Identify the “PB Way” of delivering projects 


 Provide an overview of the Delivery Team responsibilities


 Explain:


– The Business Management System (BMS) contains project  delivery 
policies and procedures


– What the Project Management Resource Center (PMRC) is


– PM leads the project delivery team


– The majority of PB projects are small


– PM reporting & support matrices


– PB PM themes


– Profile of a top performing PM
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Introduction Objectives
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Finding the BMS on the HUB
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Finding the BMS on the HUB
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 http://pmrc.onepb.net


 Contents:


– Oracle/PBIS Data (Certification, Licenses, Education, Resume, etc.)


– Relocation Preference (No / Yes – Where?)


 Preference, not Commitment


– Actions:


 Verify Personal Data


 Identify your Relocation Preference


8


Project Management Resource Center (PMRC)



http://pmrc.onepb.net/�
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 Integral to all Stages of Project Delivery


 PD 203 Project Risk Management


 Risk Management Information System (RMIS)


– http://endenrmis
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Risk Management
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 Intended audience


– Junior PMs


– PMs new to PB


 Initial presentations audiences – all PB PMs


– Why?  To get feedback to help improve it!


10


Who & Why?
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PB = Project Management


PM Leads Project Delivery
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 What we aspire to be!


 Supports and holds team members accountable


 Accountable for his/her professional development


 Invoices always submitted expeditiously


 Leads the team in project delivery


– On or ahead of schedule


– On or under budget


– On or over the margin target


– With high quality product


– With a satisfied client
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Profile of a Top Performing PM
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PB Project Delivery Training


Project Delivery 4 hr 
Basic Training Course


PM Cafés
Project set-up/PB tools
Negotiations
Risk & quality
Project scope
Project schedule
Project budget
Team building
Legal


Self-Study PBU
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•86%2009


•89%2010
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PB Americas Project Starts < $1M
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2,143 Projects


26%


38%


24%


9%


3%
$6.2B Revenue


1%


5%


15%


36%


43%
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PB Americas Active Projects Profile


5.3%


64%


March 2010 - Transportation/Construction Services, Power & Federal


< $100K $100K - $1M $1M - $5M $5M - $20M > $20M
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PM Reporting Matrix
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PIC


PM


Area Manager
(Mo. Project Review)


Technical Supervisor
(TEC/Area)


Client
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PM Support Matrix
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PM Technical Lead / 
Area Manager


Sub-contract TEC / Technical 
Support


Project Delivery 
Team


Project Administrator, 
Project Controls, etc.
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Project Management Balance
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Billability







Project Delivery Basic Training: Introduction


PM Themes


 PM takes charge of project 
delivery


 Read the contract


 Don’t start work without a 
contract / modification 


 Safety is part of all phases 
of project delivery


 Know the limit of your 
delegated authority


 Use / follow Business 
Management System


 If it isn’t in Oracle/PBIS, it 
doesn’t exist


 Balancing objectives
– Quality


– Margin 


– Client Satisfaction


 Process invoices 
expeditiously


 Keep cost at completion 
updated


 If rework is required – do it 
and report it
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 Business Management System (BMS)


– PD 200 Project Delivery


– BM 100 App. D Delegation of Authority Matrix


– SA 200 Occupational Safety & Health


– PD 203 Project Risk Management


 PB University


– Skillsoft proj_05_a01_bs_enus Managing Projects within 
Organizations


 All PM Cafés
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Reference Documents and Additional Training
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Agenda
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Project Delivery Basic Training: Section 1 – Safety


 Explain that Safety is part of all phases of project delivery
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Objective
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 Zero fatalities


 Zero disabling injuries


 Zero injuries to members of the public


 Zero long term harm to health


 Accident Frequency Rate <0.1, while aiming 
for zero
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Zero Harm
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 Safety Training


 Emergency Preparedness and Response


 Incident Investigation and Reporting


 Project Safety Plan (PSP) & Hazard Identification


 Vehicle Safety and Incident Reporting


 Safety Equipment 


 Site Specific Safety Training – 10 hour OSHA
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Project Safety During the Project Life Cycle
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 Equipment inspection and documentation
 Disposal of equipment that is not serviceable
 Turnover of equipment where required
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Project Safety During the Project Life Cycle
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 Health & Safety of all PB employees on the project


 Support all safety initiatives


 Develop a Project Safety Plan (PSP per SA 204) for projects with work out 
of the office


– Identify hazards, assess risks, implement appropriate controls


– Safety equipment procured and provided to all PB project staff that 
need it.


6


PM Safety Responsibilities
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 Verify safety orientations and training are conducted


 Compliance with project and/or client safety requirements (be familiar 
with contractor requirements).


 Proper safety training for the hazards associated with the work 
performed by the contractor(s).


 Incident reporting & investigation (SA 203)


 Agreements with other parties comply with federal, state and local 
health & safety requirements.
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PM Safety Responsibilities
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 Office Safety


– In Case of an Emergency


– Awareness of Slip, Trip & Fall Hazards


– Caution When Lifting


 Vehicle Safety – Pool Vehicles


 Field Investigations


 Field Office Visits


– Job Related Hazards – Project Safety Plan


– Check-in with the Safety Officer
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Safety When Not Assigned to a Project Field Office
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 Employee Incident Reporting


– ASAP to immediate manager & HR – all work related personal injury 
incidents


– 1st Report – Hub / iSMS – within 24 hours of occurrence
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Integrated Safety Management System (iSMS)
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What Will Always Stop a Project?
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MAKE 
SAFETY 


PERSONAL


Schedule Slippage


Cost Overrun


Rework for Quality
No


AccidentYes


Think Safety 
– Zero Harm!
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 Business Management System (BMS)


– SA 200 Occupational Safety and Health


– SA 201 Safety Training


– SA 202 Emergency Preparedness and Response


– SA 203 Incident Investigation and Reporting


– SA 204 Project Safety Plan & Hazard Identification


– SA 209 Vehicle Safety and Incident Reporting


– SA 302 Office Safety Guidelines
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Reference Documents and Additional Training
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Agenda
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Project Delivery Basic Training: Section 2 – Project Delivery


 Explain the PB Way – Delivery Focus


 Recognize that you are responsible for your own 
development


 Explain the importance of Leadership and Management to 
Project Delivery Success


 Describe some keys (ACT) to success for the Project Delivery 
Team – not just the PM!! 
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Objectives


We’ll give you
enough to get 
you started - -


developing as a 
leader, manager 
and 
team player - - -


take the time, 
effort, and 
dedication - - -


Be A 
Professional –


DO IT!
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 Project – A deliverable defined by a scope, schedule and budget  


 Team – A collection of people who produce results by combining their 
unique abilities to achieve one goal – project delivery


 Leader – One who produces desired results by motivating people to 
place the mission above their own interests    


 Manager– One who focuses on controlling actions through analysis of 
data to produce specified results 


 Follower – A team player who fulfills his or her role … and then some … 
to help make the team successful
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Important Definitions
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 Project Manager – a person of any skill who is designated or seeks  
leadership and management of a project delivery team to successfully 
deliver a project


 Duties - Specified tasks by position


 Responsibilities – Specified and unspecified tasks - things you know you 
should do even if not stated 


 Authority - Decisions you are permitted and expected to make without 
specific permission


 Accountability - Knowing and accepting the consequences of your 
actions and the project delivery team’s actions


Important Definitions
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Project Delivery Basic Training: Section 2 – Project Delivery


For the Client: 


 Quality Results


 Full scope


 On schedule


 On budget


 Environmentally sound


 Safely done


For PB: 


 Margin and Reputation


 Anticipate and mitigate 
changes


 Balance scope, schedule, 
budget


 Best Financial Practice


 Environmental Stewards


 Zero Harm 
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Deliverable: The “PB Way”


Successful Project Delivery is:


AND
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An enlarged scope held to 
the same schedule requires 
an enlarged budget!!


Scope –Schedule – Budget Relationship 


Schedule


Original Project Changed Project


Schedule


Scope, schedule and budget 
are dependent – if one 
changes, the others change


Quality 
Environment 


Safety
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PM


The Project Delivery Team: Which Do You Think Will Succeed?
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Project 
Delivery


Client


Public


PIC


PA


Area 
Mgr


Subs


TEC


PM


Client


ContractorPA


TEC


Area Mgr PIC


Public


OR
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 Like to focusing on delivering results …


 Like challenges .. .dealing with complex organizations … 


 Like the challenge of balancing billability and profitability …


 Like challenging team members to perform…


 Like engaging the client … especially with bad news (cost of scope 
change) …


 Like making professional contributions for the good of PB …   


Do You ….. ?
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 How key is the PM to Team Success?         


 Group Exercise 1:


– List the outstanding leadership and management characteristics of 
the best PM you have observed or worked with. 


– Based on those characteristics – what difference did the PM make to 
successful delivery of the project?
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Then … YOU Want to Be the PM


5 min
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Leaders


 Do the right thing


 Develop people


 What to do


 Synthesize


 Driven by goals


 Lead with heart


 Committed


 Inspired


Managers


 Do things right
– Develop programs


– How to do it


– Analyze


 Are driven by constraints
– Lead with head


– Compliance


– Involve
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Leadership vs. Management


Management “exists for the sake of the 
institution’s results.”


Peter Drucker, 1996


True leadership exists only if people follow 
where they have the freedom not to.”


Collins, 2005
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 Take charge of your development:
 Prepare yourself as a leader and manager NOW! 


– Always live our values and ethics – set the example


– Know yourself – seek feedback


 How do you influence teammates? clients? public?


– Master managing the project future


– Master written and oral communication skills


– Master producing teamwork and followership


– Ask for help - seek feedback and guidance – seek a mentor
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Becoming the PM
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You As the Leader


 Strengths and weaknesses
– Trial and error
– Observation
– Education
– Training
– Feedback


 Who do you want to be?
– Keep a leadership journal
– Build on strengths


 Know the appropriate standards of 
performance (BMS)


– Enforce standards of individual and team 
performance


– Compete against standards, not other’s 
performance


– The best of a bunch of losers is still a 
loser


 Know how to adapt your leadership style 
to fit any situation


– See Kenneth Blanchard Situational 
Leadership


 Know how to manage expectations
– Your boss
– Your client
– Your team members
– Your team members’ bosses
– The public


 Be decisive
– Use judgment and analysis
– OMR : Outcome-Method-Resources
– Remember “the right answer to the 


wrong problem is difficult to fix.” 
(Drucker)
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Know yourself - Understand how to effectively interact 
with and influence others to foster success … 
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You As the Manager


 Scope
– Know your task thoroughly
– Read the contract
– Get clarification on anything you do not 


understand
– Clarify expectations of the client


 Schedule
– Utilize estimates based on sound 


experience and judgment
– Track estimates to complete
– Develop contingencies to identify issues 


early
– Take actions to avoid or mitigate impacts


 Budget
– Know the PB financial system
– Utilize reports to anticipate issues
– Develop contingencies
– Avoid or mitigate impacts


 Risk
– Know risks to scope, schedule, budget 


and quality
– Manage risks by exception
– Avoid or mitigate impacts
– Safety always


 Zero Harm Standard


 Quality
– Establish independent quality 


assurance/quality control procedures
– Check, check, check
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Anticipate the project future - Establish systems that 
enable proactive decision making 
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 Most common undergraduate degrees that Fortune 500 CEOs hold:
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The Opportunity is Yours


“First rate 
engineers tend to 
take pride in not 
knowing anything 
about people –
human beings are 
much too 
disorderly for the 
good engineering 
mind.”  


Peter Drucker


He may want to 
rethink his 
conclusion ….


Degree % of CEOs % of Population


Engineering 18 6


Business Admin 15 20


Liberal Arts 15 35


(USA Today, July, 2001)
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 A simple paradigm with three questions to ask yourself to guide your 
project management:
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“ACT”


• What is about to happen on the 
project?Anticipate


• Who needs to know what in 
order to keep the project on 
course?


Communicate


• Is everyone contributing to the 
team and delivery of the project? 
Do they feel valued on the team?


Teamwork
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 Message = Visual + Vocal + Verbal
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Communication


“You never get a second 
chance to make a good 
first impression.”


Mark Twain


Much is written about 
communicating; proper use 
of email is our biggest 
issue.  Check into meeting 
management tool.


THINK TWICE ABOUT 
EMAIL!!


•55%Facial 
Expressions 


•33%Tone


•12%What you 
say
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 Mission


– Succeed as a team


 People


– Invest in people


 Know your people and their needs


 Establish clear expectations and provide challenges


 Recognize your people


 Hold people accountable


 Expect success


 Resources


– Leverage all resources


 Relationships


– Build trust
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Producing Effective Teamwork







Project Delivery Basic Training: Section 2 – Project Delivery


 How key is the PM to Team Success?


 Group Exercise 2:


– Develop a checklist of leadership and management actions that you 
anticipate you will have to take as the PM to get a project delivery 
team started on the right track toward delivering the PB Way. 
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Getting the Team Started


5 min
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 Deliver success


– For the Client 


– For PB 


 Develop yourself to lead and manage the Project Delivery Team – even if 
you never become a PM – all must understand to produce effective 
teamwork


 Always “ACT” 


– Anticipate the project’s future – guide it to success


– Communicate – Communicate – Communicate


– Teamwork – Put everyone on the team – focus on delivery 
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Summary
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 Blanchard, Kenneth and Spencer Johnson (1984).  The One Minute Manager, Berkley Publishing, NY, NY.


 Bossidy, Larry and Ram Charan (2002). Execution: The Discipline of Getting Things Done, Crown 
Business, NY, NY.  


 Collins, Jim (2001) Good to Great. HarperCollins, NY, NY.


 Covey, Stephen R. (1990). The Seven Habits of Highly Effective People, Fireside, NY, NY.


 Culp, Gordon and Anne Smith (2005). The Lead Dog has the Best View – Leading Your Project Team to 
Success, ASCE Press, Reston, VA.


 Culp, Gordon and Anne Smith (2005). “Leadership Effectiveness and Behavior,” Leadership and 
Management in Engineering, ASCE Press, Reston, VA.
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 Maxwell, John C. (1998). The 21 Irrefutable Laws of Leadership, Thomas Nelson, Inc., Nashville, TN. 


 Nelson, Bob (1997). 1001 Ways to Energize Employees, Workman Publishing Co., Inc., NY, NY.


 Roberts, Wess (1987). Leadership Secrets of Attila the Hun, Warner Books, Inc., NY, NY.


 Williams, F. Mary and Carolyn J. Everson (2008). Becoming Leaders – A Practical Handbook For Women 
in Engineering, Science, and Technology, ASCE Press, Reston, VA.
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Key References For Further Study
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Agenda
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Explain the “Start right, stay right” principle


 Explain the PM initial focus on client and big 
picture – need to secure the details as well


 Institutionalize best practices and standard 
operating procedures using BMS


Objectives


We celebrate 
winning a job. 
Let’s make sure 
we are proud to 
celebrate 
finishing a 
project.
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


Four Contract Commandments


Do not start work without a contract


Do not sign a contract without review and approval


Regularly read and understand the contract


Complete an Agreement Reservation Form  to establish a project 
number (BMS PD201-01) and an Agreement Set-Up/Funding Form to 
establish funding or modify set-up (BMS PD204-05)
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


Agreement Reservation Form
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


PB Agreement Set-Up/Funding Form
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Lump Sum/Fixed Price


– Low risk to owner – Contractor holds cost responsibility – Scope 
must be well defined


 Cost Plus Fixed Fee


– Owner cost not fixed – Contractor cost responsibility minimized –
Variations exist


 Fixed Rate


– Agreed to criteria for assigning categories – Benefits contractor to 
use lower end people within category


 Time and Materials


– Used when difficult to estimate cost/duration – No incentive for cost 
control or labor efficiency


Contract Types
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 Standard of Care


 Indemnification


 Liens


 Assignments


 Disputes


 Notice


 Waiver


Contract Terms
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If you are unclear on meaning, 
find someone who can assist!
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 Best Value Assessment (BVA)


– Required for selection of most work performed in Brooks Act work 
per Part 36, FAR


– PB Americas BVA User’s Guide http://ennycpor08/spq/Defalt.aspx


– PB Americas Subconsultant Prequalification (SPQ) Portal Initial 
Registration User’s Guide https://spq.pbworld.com/spq/Login.aspx


Subconsultant Selection
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 When you have subconsultant agreements


– Address scope, schedule, budget, quality control and assurance


– Do not begin subconsultant services until PB contracts group has 
confirmed subconsultant insurance coverage meets requirements. 


– Institute periodic subconsultant evaluations (BMS - LD202-02)


Subconsultant Agreements
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Informal


– Hand-shake approach


 Formal


– Subconsultant agreement approach


Agreements with TEC


PM and project 
delivery team 
are ultimately 
responsible for 
the welfare of 
the project.
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


Invoicing – Payment Cycle
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The Client Pays PB


PB pays
• Payroll to PB 


Employees 
• Subconsultants
• Direct Expenses


Back-up Documentation
Progress Report 


Invoice
• Contract Number: 


• Contract Name:


• Period End Date:


• Amount Previously Invoiced:


• Current Invoice Amount:


• Balance Remaining:


From the Invoice…


PB submits 
another 
invoice
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 Invoicing is the bill for professional services to the 
client


– Client requirements may dictate 
documentation, formatting and reference to 
progress reporting


– Establish agreement on format and process 
early


– Establish invoice schedule for entire project 
delivery team


Invoicing and Progress Reporting


Make invoicing 
and progress 
reporting a team 
priority.
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 Process that allows for the storage and retrieval of all documents related 
to the project


– Designed to meet the requirements of the project


– Defined filing plan with protocols for retention of all hard copy, 
email and soft copy of incoming and outgoing documents (BMS PD 
201-06 Project File Structure Template)


Document Control
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 Variable factor: type of contract


– Lump sum


– Cost Plus Margin


– Cost Plus Fixed Fee


Project Delivery Balancing Act


Project 
Delivery 


Team


Above Target


Margin Target


$0.0 Margin


MARGIN BILLABILITY & 
SUBCONSULTANTS


Above Target


Below Target


Cost Budget


REVENUE COST
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


If 5% of all active projects gain/lose $40K of margin, we either 
gain $4.3M of margin, or we erode $4.3M of margin


Margin Gain and Erosion Impacts


8% 
Loss


8% 
Margin


Cost Budget ($500K)


Revenue Budget ($540K)
Margin Erosion


Losses
Non-Billables
Out-of-scope work
Quality rework


8% Gain
Margin Gain
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Maintenance of traffic (MOT) activities


– The client has selected one of your employees to be the “safety 
officer” on your project.


– The home office risk management people read the memorandum 
notifying the employee about this and are concerned.


– Your newest field office engineer (a recent graduate) has begun a 
draft reply to the memorandum.


– You are tasked with reviewing and modifying 
the reply so that it reflects the best possible
input. You can add, subtract or modify 
anything you want.


“Wordsmithing” Exercise
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8 min
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 Remove = Red; Add = Blue


 Lines 1-4


– As requested, we have named [ ] as the MOT Inspector on the 
subject contract. As required, [ ] has successfully completed VDOT’s 
Work Zone Safety training class. The standards for the MOT 
Inspector are the Plans, Plans for the referenced contract and the 
Virginia Work Area Protection Manual (appropriate date reference) 
(collectively, “MOT Standards”). The primary duties of the MOT 
Inspector are to:


Exercise – MOT Activities
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Lines 5-8


– Assure Once each week, evaluate Contractor compliance with the 
MOT Standards during the hours that the MOT Inspector is on the 
project. Promptly advise the Contractor and the Department of non-
compliant Contractor installations.


Exercise – MOT Activities
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Lines 9-12


– Insure Verify Contractor compliance with the MOT Standards during 
nights, weekends, and after severe weather conditions if the MOT 
Inspector is on site at those times. The Department shall determine 
and approve in advance the overtime hours that may be required for 
the MOT Inspector to be on site during nights, at a frequency 
determined and approved in advance by the Department. weekends, 
and after severe weather conditions. Promptly advise the Contractor 
and the Department of observed non-compliant contractor 
installations.


Exercise – MOT Activities
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Lines 13-16


– Complete the Work Zone Safety Check List provided by the 
Department each time that the MOT Inspector approves evaluates
Contractor compliance with the MOT Standards, and forward the 
completed check lists to VDOT’s designated representative for 
incorporation into the project records.


Exercise – MOT Activities
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Think about adding


– Contractors are charged with the sole responsibility for conducting 
their operations in a manner that shall ensure safe working 
conditions at all times for all employees, subcontractors, 
consultants, the motoring public, and all others who may come in 
contact with, or be exposed to, any work performed to complete the 
Project.  Knowledge of this memorandum for MOT Inspector shall 
not relieve any Contractor or Subcontractor of the obligations 
assumed by the Contractor or Subcontractor under the provisions of 
their contracts or subcontracts, or as required by law. 


Exercise – MOT Activities
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


 Be a student of your contract 


 Make project invoicing a team priority


 Confirm subconsultant/internal agreements


 Establish a document control process early


Summary
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Start right, 
stay right.
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 BMS, PD 200, PD201, PD 204, LD 202-02


 PB University


– Skillsoft Project 05a02 Project Management Overview


 PB Café


– PM Tools


– Project Set Up


Reference Documents and Additional Training
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Project Delivery Basic Training: Section 3 – Project Start-up and Contracts


Agenda
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Project Delivery Basic Training: Section 4 – Project Management Plan


 Be familiar with the PMP Templates 


– PD 201- 07A (projects > $50K)


– PD 201- 07B (projects < $50K)


 Explain that a PMP is required for ALL projects


 Recognize that a PMP is a living document


Objectives
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Project Delivery Basic Training: Section 4 – Project Management Plan


PMP Project 
Organizer


PMP
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Project Delivery Basic Training: Section 4 – Project Management Plan


 Template – PD 201-07


– Project name, number, client, budget, subs, etc.


 Appendices


– A:  Scope of Work


– B:  Organization Chart


– C:  Project Schedule


– D:  Budget


– E:  QA/QC Plan (if required)


– F:  Risk Management Plan


– G:  Project Safety Plan (required if field work)


PMP Contents
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Project Delivery Basic Training: Section 4 – Project Management Plan


 Is a PMP required for a Task Order Contract?


PMP and Task Order Contracts
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• Task orders that are significantly large, distinct and uniquely 
different from  each other can warrant separate PMPs.


• Example:  Bridge rehabilitation task vs. interchange lighting task


Yes


• Task orders that are similar in size and scope can use the overall 
contract PMP to adequately cover the requirements.


• Example:  Multiple signal design tasks


No


Who makes the decision?  The PM!







Project Delivery Basic Training: Section 4 – Project Management Plan


Project Management Plan Template
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Project Delivery Basic Training: Section 4 – Project Management Plan


Project Management Plan Template for <$50K
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Project Delivery Basic Training: Section 4 – Project Management Plan


 Business Management System (BMS)


– PD 201 Project Start-Up


– PD 201- 07A, PMP - Template


– PD 201- 07B, PMP (< $50K) - Template


Reference Documents and Additional Training
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Project Delivery Basic Training: Section 4 – Project Management Plan


Agenda
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Identify elements of a complete project work plan


 Identify elements of a revenue budget and cost budget


 Calculate margin on a project


 Determine when to update a revenue budget and cost budget


Objectives
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Project Delivery Basic Training: Section 5 – Project Work Plan


Project Work Plan


 Composed of the revenue 
budget and cost budget


– Aligned with scope and 
schedule


– Breakdown by task-- WBS
 Embedded in the project 


management plan
 Communicated through PBIS
 PM maintains documentation 


to demonstrate alignment of
– Scope
– Schedule
– Budget
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Tool to organize and integrate scope, schedule and budget into 
manageable components


 Hierarchical structure to


– Assign accountability


– Summarize, track and manage scope, schedule and budget


 Multiple levels (example)


– Level 1 – Defines the entire project


– Level 2 – Defines the components of the project


– Level 3 – Defines project tasks


Work Breakdown Structure (WBS)
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Aligned with scope and schedule


 Allocated on a “task by task” basis in accordance 
with


– Contract with client (revenue budget)


– PM cost at completion (cost budget)


 Control project billings and expenditures


 Reviewed each period


 Updated as necessary


Revenue Budget and Cost Budget
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Three components


– Revenue budget


– Cost budget


– Margin


– Initial margin goal established by project manager at agreement/ 
project set-up


PB Budget
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Revenue 
Budget


Cost 
Budget Margin







Project Delivery Basic Training: Section 5 – Project Work Plan


 Workshop Scenario:


– You have received your contract for a new project, assessed the scope and 
schedule and developed a detailed budget.  The Agreement Set-up requires 
a margin goal– that you promise to deliver. 


 How do you develop the goal?


 What are your risks in delivering this margin goal?


 Case:


– The project is $500K with bill rates.  Some staff are paid more than the 
allowable bill rates.  In addition, travel for assistance from other offices are 
not billable.


 Handouts:


– Margin Analysis Case A


– Margin Analysis Case B


– Margin Analysis Case C


Budget Analysis Workshop


7







Project Delivery Basic Training: Section 5 – Project Work Plan


 Revenue budget is equal to the authorized client 
contract amount


 Reimbursable by the client through billings


 At project completion, equal to total collected 
amount


Revenue Budget
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Cost budget is equal to the anticipated cost to complete the scope of 
services


 Actual costs incurred for the project (billable or non-billable)


 PM’s cost at completion estimate


 At project completion, equal to total costs incurred on project


Cost Budget
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Labor


 Overhead


 Subcontractor


 Expense


 Contingency


 Margin (revenue budget only)


Budget Component Categories
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Project Delivery Basic Training: Section 5 – Project Work Plan


Revenue Budget Cost Budget
Based on contract value Based on PM’s cost at completion


Includes contracted margin Does not include margin


Calculated based on raw bill rates or 
limited to contracted position rates and 
salary caps


Calculated based on actual raw pay 
rates


Does not include nonbillable costs Includes PM’s estimated nonbillable
costs


May include client controlled 
contingency


Includes PM’s estimated contingency as 
part of estimated cost at completion –
based on contract requirements and 
project risk


O/H allowance based on contracted 
rate


O/H allowance based on contracted 
rate


Revenue vs. Cost Budget


11







Project Delivery Basic Training: Section 5 – Project Work Plan


 Roll up from each task detail


Margin Analysis for Agreement Set-up
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Margin Analysis
Summary Sheet


Project Number:
Project Title:


Date:


Category Revenue Budget
Contract Revenue


Cost Budget
PB Estimated Cost


(Revenue Budget-Cost) 
Budget=Margin


Labor  $                            - $                            - $                             -
Contract Overhead at Percent (%) $                            - $                            - $                             -


Contract FCC at Percent (%) (1)
$                            - $                            - $                             -


Margin on Labor & Overhead (as stated in contract)
$                            - $                             -


Expenses - (Vendor) $                            - $                            - $                             -
Expenses - (Internal) $                            - $                            - $                             -
Non-Reimbursable $                            - $                             -


Work Sharing (Travel) $                            - $                             -
Subcontractors $                            - $                            - $                             -


Fee on Subs if allowed $                            - $                            - $                             -
Subtotal $                            - $                            - $                             -


Contingency (2) $                            - $                             -
Total $                            - $                            - $                             -


Margin /  Total Contract 0.00%
Margin / PB Labor and Overhead 0.0%


Labor Multipler 0.000 0.000 







Project Delivery Basic Training: Section 5 – Project Work Plan


1. Which case has a cost budget that indicates the forecast non-
reimbursable travel costs on the project?


2. Which case has a cost budget that indicates salary breakage?  (Where 
the actual labor cost paid exceeds the amount PB is allowed to bill the 
client.)


3. Why is it important to include these items in the original project 
budgeting?


Workshop Task
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Initial cost budget is the PM’s cost at completion estimate for the 
contract scope


 Cost budget adjustment


– Cost budgets should be reviewed each period and updated as 
appropriate


– PM’s revised cost at completion estimate


 New PM provides an updated estimate at completion and proposed new 
margin goal


Updates
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Contract Modifications


– If funding amount is added, removed or reallocated, the revenue 
budget will need to be updated


– If the mod requires the PM to provide a revised estimate of cost at 
completion or reallocation of estimate among tasks, the cost budget 
will need to be updated


– Pre-approval is required to perform out-of-scope work in advance of 
a contract mod


 PD201-05


 Cost budget should be adjusted to reflect PM’s estimated cost at 
completion that includes the cost to complete the work


Updates
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Inception to date cost exceed cost budget


– Cost budget = actual costs to date plus the PM’s estimated cost to complete 
the project  = PM’s estimated cost at completion


– Identify if true erosion (erosion from planned project margin goal) or mod 
pending


 If true erosion


– What is causing?


– What is total erosion anticipated?


– What is being done to mitigate the impact?


 If mod is pending


– Was approval given to work in advance?


– What is the anticipated amount of mod & will it cover costs 
incurred?


– What is the status of mod execution?


– Update with PM’s revised estimated cost at completion


Updates
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Changes occur that would impact cost at completion estimate
– Overrun
– Pending modification
– Change in personnel
– Overhead adjustment
– Not accounted for in the cost budget that established the margin 


goal
 Nonbillable cost
 Escalation


– Out-of-Scope work
 Requires pre-approval by area manager
 BMS Form PD201-05


 Closeout


Budget Updates
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Project Delivery Basic Training: Section 5 – Project Work Plan


 Project work plan – budgets


– PM accountable for margin goal


– Aligned with scope and schedule


– Input in PBIS


 Revenue budget


 Cost budget


 Margin goal


Summary
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Project Delivery Basic Training: Section 5 – Project Work Plan


 BMS


– PD 200 – Project Delivery


– PD 201 – Project Start-up


– PD 202 – Project Controls


 PB University


– Estimating and Budgeting Project Costs (proj_09_a01_bs_enus)


– Controlling Costs (proj_09_a02_bs_enus)


 PB Café


– Budgeting


Reference Documents and Additional Training
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Project Delivery Basic Training: Section 5 – Project Work Plan


Agenda
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 Identify sources of project financial data from PBIS reports for project 
tracking


 Calculate PB performance indicators


Objectives
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 Data Query Tool – Project Information


 WBS Snapshot


 Level 3 (Available from Project Administrator)


PBIS Reports/Information for Project Tracking
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 http://ennycapp02.corp.pbwan.net:7778/pbisdq/


Data Query Tool
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


WBS Snapshot Report
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 Read Level 3 Report; identify areas that may require management 
attention. 


 Case


– You are six months into your project.  You have updated your cost to 
complete and estimated your physical percent complete.  This 
information is in PBIS.  


 Handouts


– Project Financial Reporting System “Level 3”


Level 3 Report Workshop
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


Project Financial Reporting System “Level 3”
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


Project Financial Reporting System “Level 3”
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 Check to see how Task 2.0 of the project is performing at the task and 
expenditure category level this period.


Level 3 Report Workshop
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10 min







Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 Follow-up with Subs/Staff on expectations for performance–
deliverables, resources, and schedule


 Follow-up with Client to request/finalize contract modifications


 Process invoices on a timely basis


 Follow-up with Client on receivables


 Ask for help


Corrective Actions Based Upon Information
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 PBIS Information Sources/Reports to track/forecast project performance


– Data Query Tool


– WBS Snapshot


 Task level data and performance indicators


– Earned Value


– Performance Ratio


– Projected Cost


– Level 3


 Revenue and Cost budget data by category for each task on the 
project


 ITD Cost by Task and expenditure category


 Task, Project and Agreement level performance indicators


Summary
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


 BMS


– PD 200 – Project Delivery


– PD 201 – Project Start-up


– PD 202 – Project Controls


 PB University


– Estimating and Budgeting Project Costs (proj_09_a01_bs_enus)


– Controlling Costs (proj_09_a02_bs_enus)


 PB Café


– PM Tools


– Budgeting


Reference Documents and Additional Training
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Project Delivery Basic Training: Section 6 – Track/Forecast/Oracle Reports


Agenda
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Project Delivery Basic Training: Section 7 – Project Reviews


 Describe the three levels of project review


– Standard period review / PM evaluation – PD 205 – 02 PM 
Evaluation Report


– Projects with exceptional conditions


– Project Peer Review (PPR)


Objectives
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Project Delivery Basic Training: Section 7 – Project Reviews


 Performed by the Area Manager or his/her designee


 Monthly – quarterly as a minimum


 Maintain a log of action items


Standard Period Review / PM Evaluation Report
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Project Delivery Basic Training: Section 7 – Project Reviews


Standard Period Review / PM Evaluation Report
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Project Delivery Basic Training: Section 7 – Project Reviews


Projects with Exceptional Conditions
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Item to Examine Condition to Warrant Review


Budget resulting in a loss (Cost Budget > Revenue 
Budget)


Anytime


Variance between revenue model & PBIS budget Anytime


Single period margin erosion > $10K or > 10%


Fiscal year margin erosion > $50K or > 20%


Burdened unbilled cost > 28 days or > $20K


Delinquent accounts receivable > 70 days or > $50K


Accounts Receivable multiplier > 5


Performance ratio < 0.80







Project Delivery Basic Training: Section 7 – Project Reviews


 Done at the request of


– Project Manager


– Area Manager


– Regional Project Operations Manager


– Group Manager


– Director of Projects


 PIC is Team Leader or his/her designee


 PM is an active participant


 Client feedback is a key element


 Key members of the Project Delivery Team perspective


 PPR Report – PD 205-01, Rev 2


Project Peer Review (PPR)
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Project Delivery Basic Training: Section 7 – Project Reviews


Project Peer Review (PPR) Elements


 Effectiveness of start-up


 Safety, quality of operations


 Financial performance, cost 
to complete analysis


 Contract/mods/sub-contract 
status


 PM performance


 Career development 
opportunities on the project


 Project organization


 Risk management


 Implementation of project 
control systems


 Methods for controlling 
project scope


 Document control systems


 Client feedback data


 Project admin, PBIS reports 
and invoicing status/ 
procedures


 Project review actions


 Identification of project 
deliverables and status
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Project Delivery Basic Training: Section 7 – Project Reviews


 Three levels of project review


– Standard period review / PM evaluation


– Projects with exceptional conditions


– Project Peer Review (PPR)


Summary
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Project Delivery Basic Training: Section 7 – Project Reviews


 Business Management System (BMS)


– PD 205 Project Reviews


– PD 205-01 Project Peer Review Template


– PD 205-02 PM Evaluation Review / Project Status


– PD 206 Technical Reviews & Project Verification


Reference Documents and Additional Training
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Project Delivery Basic Training: Section 7 – Project Reviews


Agenda
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