Project Manager: 					     Principal Investigator: 					
UDOT Champion (customer) 				     Sponsor (funder): 						
1.  Project Context Phase
□	1.1  PM Set up project files
		1.1.1 Create project folder in Pending Projects subfolder of Project Management folder on Research Shared Drive
			1.1.1.1 Name project folder with PIC  Number and abbreviated project title
			1.1.1.2 Create subfolders for Contract Documents, Implementation, Invoices, Meeting Notes, Miscellaneous Items, Report, TAC Members, and Problem Statement
		1.1.2 Create files for hardcopy documents
□	1.2  PM Gather and analyze documentation, identify gaps in knowledge
			Research Problem Statement     Literature search     Findings of previous phases (when applicable)     UTRAC-approved budget
□	1.3  PM Identify Stakeholders (list on last page of checklist)
□	1.4  PM Hold meeting with Sponsor and Division Head(s) to confirm project context
		1.4.1 List Functional Groups (FGs) – affected and contributory (list on last page of checklist)
		1.4.2 Create Technical Advisory Committee (TAC) of 4 to 7 – assign one or more FGs to each member so all FGs are represented:
						 for FGs: 				,  			,  			
						 for FGs: 				,  			,  			
						 for FGs: 				,  			,  			
						 for FGs: 				,  			,  			
						 for FGs: 				,  			,  			
						 for FGs: 				,  			,  			
						 for FGs: 				,  			,  			
		1.4.3 Create Constraint Matrix:
	
	Most
	Moderate
	Least

	Scope
	
	
	

	Schedule
	
	
	

	Budget
	
	
	



		1.4.4 Ensure Sponsor, Division Head(s) and PM are on same page
		1.4.5  Confirm with Division Head(s) the UDOT Champion and project outcome expectations
2.  Planning Phase
Note:  At least 1 and up to 3 TAC planning meetings are held before contract execution.  The following process assumes 3 meetings – project definition, work breakdown review, and risk management plan.  It may be possible on some projects to cover all the issues in 2 or even 1 meeting, using phone conversations and email to resolve remaining issues.  Match Sponsor meetings accordingly.
□	2.1  PM Extend invitations to TAC members, confirm availability, and set up TAC planning meeting(s) 
□	2.2  PM Prior to executing contract, hold 1st TAC planning meeting to create a Project Definition Document
		2.2.1 Write a Project Objective Statement (25 words or less)
		2.2.2 Define Task Policies and Procedures for managing scope, schedule, budget, and communications (list on back of sheet)
		2.2.3 Draft Initial Implementation Plan 
		2.2.4 Validate Constraint Matrix
		2.2.5 Brainstorm the Project Deliverables and what each Is and Is Not
			2.2.5.1 Project Deliverables (list minimum deliverables on last page of checklist)
			2.2.5.2 Is/Is Not (for each deliverable)
□	2.3  PM Validate scope and approach with Sponsor
□	2.4  PI Create a Work Breakdown Structure and Preliminary Schedule for Attachment C
		2.4.1 Chart resources and team member time commitments associated with the project plan
		2.4.2 Reconcile plan with original project objectives, note any changes
□	2.5  PM Hold 2nd TAC planning meeting to review and approval Work Breakdown Structure and Planned Project Schedule
		2.5.1 Define project promotional activities (video, newsletter article, webinar, fact sheet, UDOT Annual Conference, etc.)
□	2.6  PM Obtain Sponsor support for any changes to objectives and/or scope
□	2.7  PM Hold 3rd TAC planning meeting to create Risk Management Plan
		2.7.1 Brainstorm risks to scope, schedule, resources (common risks listed below)
		2.7.2 Assess significance of listed risks
			2.7.2.1 Use impact, probability, and lack of forewarning as criteria
			2.7.2.2 Rate risks as high, medium, and low (plan to manage high risks, evaluate medium risks case-by-case)
		2.7.3 Brainstorm preventive measures, forewarning indicators, and contingencies for high and appropriate medium risks
			2.7.3.1 Add tasks to Work Breakdown Structure for any risk prevention activities
□	2.8  PM Obtain confirmation and support from Sponsor for risk management plan
□	2.9  PM Prepare contract documents
		2.9.1 Complete contract cover sheet using template 
		2.9.2 Include Attachments A and B
		2.9.3 Include Attachment C provided by PI
		2.9.4 Include Sole Source Justification memo in project folder when needed for non-state agency contracts
		2.9.5 Send contract documents to consultant’s contract administrator for signature (hard copy or PDF)
□	2.10  PM Execute Contract
		2.10.1 Obtain signature of Research Director (Systems Planning & Programming Director if $100 or higher)
		2.10.2 Submit to UDOT Contract Administrator
		2.10.3 Scan contract and file in project Contract Documents subfolder; place hard copy in project file
[bookmark: _GoBack]□	2.11  PM Complete project activation
		2.11.1 Give PI Notice to Proceed, request PI provide completed Project Researchers Demographic Profile to UDOT Civil Rights
		2.11.2 Add project information to TRB Research in Process (RiP) online database
		2.11.3 Rename project folder (1.1.1) with contract number in place of PIC number and move (with subfolders) from Pending Projects folder to Active Projects folder


3.  Execution Phase
□	3.1  PM MITAR (Monitor, Investigate, Take Action, Report)
		3.1.1 Ensure that PI is taking and distributing minutes of each TAC meeting per contract requirements
		3.1.2 Review progress reports and coordinate with UDOT Champion for payment of invoices as they are received
		3.1.3 Ensure that PI completes Interim Report(s) and evaluate the progress of the project
		3.1.4 Start early implementation activities if defined in the Implementation Plan (2.2.3) or if initial results in the Interim Report indicate
		3.1.5 Maintain updated project status information in the Master List as required
		3.1.6 Update RiP as needed for multi-year projects
□	3.2  PM Use planning process defined in Planning Phase to make necessary changes to project during execution phase
□	3.3  PM Conduct Midterm Project Review(s)
		3.3.1 Complete Project Review Checklist in consultation with Sponsor and TAC, as appropriate
		3.3.2 Review and modify Implementation Plan with Sponsor and TAC
		3.3.3 Meet with PI to discuss results of review and discuss strategies for improvement
4.  Project Closeout Phase
□	4.1  PM Conduct Final Project Review
□	4.2  PM Ensure that Final Report is acceptable in accordance with Research Report Guidelines (following the Research Publishing Process)
□	4.3  PM Ensure that other deliverables outlined in the contract documents (2.2.4.1) have been completed as described
□	4.4  PM Complete handoff of Implementation Plan to UDOT Champion
□	4.5  PM Add project final report information to TRB/ITRD Transportation Research International Documentation (TRID) online database
□	4.6  PM Update RiP project listing to “complete”
□	4.7  PM Pay final invoice
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Stakeholders (1.3)

Functional Groups – FGs (1.4.1)
Group 1 – most affected by outcome

Group 2 – most able to contribute
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				
				

Project Policies and Procedures (2.2.2)
Minimum Research Project Deliverables (2.2.4.1)
Common Research Project Risks (2.7.1)
· TAC meeting frequency
· Communication formats
· Due dates
· Invoice payments (frequency and triggers
· Mid-term evaluations
· Other:
				
				
				
				
				
· 
Final report
· Interim reports (if required)
· Videos and public engagements
· Other:
				
				
				
				
				
				
				
· 
Student leaves before project is done
· UDOT champion takes new position and no new champion can be found
· Output not implementable
· Final report quality is substandard


Project Objective


Deliverables


Is/Is Not


Work Breakdown Structure










