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Project Tracking and Oversight Guide
1.0 Project Initiation Activities

When the customer agrees to fund software or hardware, a Job Order Number (JON) is assigned to track expenditures related to the development of the software release.  For those programs or projects in sustainment with no changes to hardware or software within the current Fiscal Year, a services schedule may be developed.  A JON is required for all schedules, regardless of type. 
1.1 Project Tracking
Labor accounting is required for all resources involved in all software development and acquisition projects.
1.1.1 Contractor Resources

Labor accounting should be required for all contract labor.  This will facilitate time and attendance collection used to monitor contractor performance and attendance as described in the Quality Assurance Performance Plan.  A time accounting and reporting requirement must be stated in the Statement of Work (SOW) if attendance is to be recorded in a Government time-keeping system.  The requirement should state the need for all contractors working directly on the release to be listed by name in the labor accounting system.  The contractor must provide the government representative with a release schedule broken down to a BES Process Directory (BPD) approved level-three Work Breakdown Structure (WBS).  The government representative (Project Manager) then builds a combined (government and contractor) release schedule resource loaded to include government oversight.

Only contractors working directly on the release schedule task need to enter their time into the labor accounting system.  Overhead activities of contractors are beyond the scope of project performance measurements.
1.2 Baseline Schedule

1.2.1 Planning Packages

A planning package is a means of estimating the amount of effort needed for an entire phase or artifact rather than making detailed predictions months in advance.  Planning packages need not ever be opened by the project manager; instead they are placeholders for high-level WBS elements and are decomposed thirty days before their baseline start dates.  At this time, the Project Manager should have a realistic idea of the team’s performance trends and be able to make more accurate predictions.  This is an ideal time for a re-baseline if the Project Manager foresees possible cost or schedule overrun.
1.2.2 Work Packages
A work package is a decomposed planning package (phase or artifact) of a manageable size.  Generally, a manageable size is considered to be a two week effort.  For larger projects, the two week effort can be extended.

It is not wise to plan individual work packages more than a few months in advance due to the many unknowns.  The use of Planning Packages makes building and maintaining a release schedule less painful.

1.2.3 Build a Baseline

1.2.3.1 Once the requirements are firmly in place and completed, the Project Manager builds a baseline schedule.  The schedule must be based on the organization’s Work Breakdown Structure (WBS).  The project WBS represents all planning packages and work packages that have been identified to include software, hardware and project artifacts.  After the Tailoring Worksheet (TWS) is approved, the Project Manager builds cost estimates for each item on the TWS.  The Project Manager may refer to previous releases for historical schedule data.
1.2.3.2 Once cost estimation is complete the Project Manager builds the project schedule.
1.2.3.3 An updated Intergroup Coordination Checklist supporting the baseline schedule dates must be provided to the program manager prior to baselining the schedule; this will ensure that all support organizations agree to the allocated time frames for their assigned tasks.  The schedule now becomes an Active Schedule.
1.3 Cost, Schedule and Performance (CSP) Measurements
At different stages of the software development life cycle, there are milestones where the analysis of CSP measurements and the contemplation of re-baseline are desirable.  Milestones are optimal places for CSP analysis.  For example, if requirement analysis and design took considerably more time or money than originally predicted (20% overrun is a problem indicator), chances are the rest of the project will follow suit.  The amount of overrun for early lifecycle products or activities must be made up or CSP measurements will never come back into line.  If the manager sees a performance trend cannot be corrected, a re-baseline is necessary.  An updated Intergroup Coordination Checklist must accompany requests to re-baseline.

1.4 Refine or Re-baseline

1.4.1 Know When to Say WHEN!

Technical problems, materiel shortfalls, requirement changes, or work force issues often affect the original plan.  It is important to know how far off course a project’s performance can be before a revision to the plan is necessary to meet stakeholders’ expectations.  When project performance strays too far beyond baseline predictions, CSP measurements become difficult to interpret and the cause for cost and schedule variances can be misinterpreted.  Refer to the Schedule Re-baseline or Refinement Procedure.
1.4.2 Cancellation of Schedules
Whenever a schedule (Initial or Baseline) for an ACAT program is required to be cancelled, the program manager must obtain approval from the Organization Commander via the program’s 2-ltr Directorate.  Once approval is obtained, the approval (via e-mail) must be provided to the Program Manager for final cancellation action.  For all Non-ACAT programs, the approval authority resides with the applicable Commander.
2.0 Additional Cost and Schedule Status Reporting for Major Defense Acquisition Programs (MDAPs)
2.1 Defense Acquisition Executive Summary (DAES) Report

Out-of-Cycle DAES reports serve as inputs to the Nunn-McCurdy Assessment and Certification mentioned in DoDI 5000.02, Enclosure 4, Table 2-1.  Refer to Defense Acquisition Guidebook (DAG), 10.12 Defense Acquisition Executive Summary (DAES).
2.2 Selected Acquisition Report (SAR)

Refer to DoDI 5000.02, Enclosure 4, Table 2-1 and DAG, 10.10.1.4. Selected Acquisition Report (SAR).
2.3 Unit Cost Report (UCR)
Refer to DoDI 5000.02, Enclosure 4, Table 2-1 and DAG, 10.10.1.5. Unit Cost Reports (UCR).
3.0 Additional Cost and Schedule Status Reporting for Major Automated Information System (MAIS) Programs

3.1 MAIS Annual Report to Congress
Refer to DoDI 5000.02, Enclosure 4, Table 2-1 and 2008 Preparation Instructions for MAIS Annual Report.

3.2 MAIS Quarterly Report
Refer to DoDI 5000.02, Enclosure 4, Table 2-1 and Guidance on Quarterly Reporting under 10 U.S.C. Chapter 144A, Major Automated Information System Programs memo dated 22 April 2008.
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