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Key Project Management Processes and Tools


	Process or Tool
	When
	Where

	IRB Text

IRB Text Directory
	Prior to any activities involving human subjects,  if the PI requests assistance creating text to describe SRO procedures for data collection activities 
	

	Project Charter
Approved by SRO Administrative Group 
Signed by Senior Project Advisor (SPA)

Project Charter Template
	Prior to Project Initiation Meeting
	Linked to Project Management Plan

	Project Management Plan

Project Management Plan Template
Includes:


Project-Specific Considerations


Description of Tailored Management Processes

Provides links to:


Project Charter (Project Charter Template)

Project Scope Statement (Project Scope Statement Template)

Project Schedule (Project Schedule)
Project Review Meeting Materials (Project Management Review Summary Template)

Project Cost Report


Cost Management Plan


Quality Management Plan

Resource Management Plan (Resource Management Plan Template)Risk Management Plan (Risk Management Plan Template)
Communication Plan (Communication Management Plan Template)
Procurement Management Plan (Procurement Management Plan Template)

	Written by project team at beginning of project, during project initiation and planning phases
Updated as needed

Brought to each Project Management Review Meeting
	Available on SRO network Project directory

Included in Project Master File

	Kickoff Meeting
Kickoff Meeting Agenda Template
	Before team members start working on project
	Agenda linked to project management plan

	Project Reviews

Project Management Review Summary Template
	At the initiation and closing of the project, and periodically in between
	

	Changes to the Plan
Project Management Plan or Work Scope Change Request Template
	Anytime during project implementation
	

	Project Closeout

Project Deliverables Signoff Template
Outline of Final Report.doc
Master file checklist
	At project closeout
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