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Policy

The Project Binder Policy is designed to standardize project planning, tracking and documentation throughout Enterprise.
Purpose

The Project Binder Policy establishes corporate directive on the format and documentation required for all qualified projects.
Scope

Applications Development and Technology projects with an initial scope exceeding 20 man-hours must comply with the Project Binder requirements as outlined in this document.  Exceptions to the policy must be authorized by Director level or higher management.
Responsibility

The Project Sponsor is ultimately responsible for ensuring that the Project Binder format is adhered to in all documentation related to project completion. He may delegate responsibility to his Project Manager.
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Procedure


Overview
In an effort to standardize all internal projects, our organization  has created the Enterprise Standard Project Binder, an intranet based html binder designed as a quick start kit to minimize overhead while standardizing process planning and documentation.  The Enterprise Standard Project Binder can be found on the intranet and is regularly updated to reflect any changes.
Enterprise Project Standard

The Enterprise project standard organizes all projects as follows:
Macro Planning -- Project Phases  provide a tool for understanding the key processes involved in managing complex projects.  Each phase is broken into a series of steps, documents, and deliverables to guide the Project Manager through the project life cycle.
Phase 1:  Requirements Evaluation and Proposal Phase

Phase 2:  Analysis and Detailed Planning Phase

Phase 3:  Detailed Design Phase

Phase 4:  Construction Phase

Phase 5:  Testing Phase

Phase 6:  Implementation Phase

Phase 7:  Customer Support Phase

Phase 8:  Completion Phase
Micro Planning -- Project Binders organize documents associated with the planning and documentation of the project.  The binder provides templates for core documents and should be used as a resource for project development.  Specifically, The Project Planning and Documentation Guide included in the Enterprise Standard Project Binder provides the details necessary to complete each phase of the project life cycle and outlines important documents needed. 
As projects vary in scope, the Project Planning and Documentation Guide may include items unnecessary for smaller endeavors.  Before omitting a step, document, or deliverable in the Planning and Documentation Guide, however, please consult the Project Customization Matrix included in the Enterprise Standard Project Binder.






Records generated
The Project Planning and Documentation Guide included in the Enterprise Standard Project Binder enumerate documents necessary for project development.  All documents should be kept in the Project Binder.
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