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1.0 OBJECTIVE

The purpose of this procedure is to describe the process of managing IT projects to ensure that
benefits obtained from these projects are maximized.

2.0 SCOPL

The procedure covers the processes for the management of IT projects.

3.0 ACCOUNTABILITY

Quality Assurance & Customer Care (GACC), Information Technology Division.

4.0 ABBREVIATION (If any)

4.1 BPI . Business Process Improvement

42 CR : Change Request

43 DITO :  Deputy Director

44  FAT : Final Acceptance Test

45 FPM . Functional Project Manager

46 FSR : Feasibility Study Report

47 ITD : Information Technology Division

4.8 QACC : Quality Assurance & Customer Care
49 JPICT : Jawatankuasa Pemandu ICT

4.10 JTISA : Jawatankuasa Teknikal ICT Sektor Awam
411 PIR . Project Implementation Review Report
4.12 PMP . Project Management Plan

413 PMRR : Project Management Review Report
4.14 RFQ . Request for Quotation

4.15 SDS . System Design Specification

4.16 SRS . Software Requirements Specification
4.17 TPM . Technical Project Manager

4.18 UAT . User Acceptance Test

4.19 UTICTEC . University Technical ICT Coramittee
420 WBS : Work Breakdown Structure
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5.0 REFERENCE

5.1 Project Management Body of Knowledge (PMBOK), Project Management Institute
5.2 COBIT 2019

6.0 RECORD RETENTION PERIOD

Quality Records Location Retention  Responsibility
Period

1. | IT Request Forms Online Folder 3 Years QACC
2. | Feasibility Study Reports {FSR) Online Folder 3 Years QACC
3. | Minutes of FSR Meetings Online Folder 3 Years QACC
4. | Endorsement Letter Quline Folder 3 Years QACC
5. | Appointment letters for project managers Online Folder 3 Years QACC

and team members
6. | Project Management Review Report .

(PMRR) Online Folder 3 Years QACC
7. | Project Charter Online Folder 3 Years FPM&TPM
8. | Project Management Plan (PMP) Online Folder 3 Years FPM&TPM
9, | SRS and SDS3 Online Folder 3 Years FPM&TPM
10. . OnTrack

Project Status Reports System 3 Years QACC
11.| Project Change Requests Online Folder 3 Years QACC
12.| Operation Manuals, User Manuals, Ouline Folder | 3 Years FPM&TPM

System Documentation, etc.
13.] Project Closing Report Online Folder 3 Years QACC
14. ?}gg{e)ct Implementation Review Report Ounline Folder 3 Years QACC
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7.0 PROCESS FLOW
IT PROSECT MANAGEMENT {INFRASTRUCTURE)
1. PROJECT INITIATION
DOCUMENTS AND
RESPONSIBILITY RECORDS TO BE REFERRED
™ 1T Request Form classified the
START requlest as [T Project
Proress Ownar/ Submission of Feasibility Study Report
Stakeholder FSR & Lampiran 9A Lanpiran 9A
QA Raturn back to //
Pracess awner &nw«\gmpfete FSR Check!!st > FSR Chacklist
to be completed — e

- T

yes

iTD Senlor
Management l FSR Meetlng | Feaslbility Study Report
SR, Meetlng Al
QACC Recammend by FSR Meeting? FSR Meeting Almanac
yes
Process Cwner/

Stakeholder w
Submission of
Process Owner/ Amended FSR
Stakehoider/ QACC

Y

/
QACC/ UTICTEC " UTICTEC Technical UTICTEC Almanac
. approval?

yes
h 4
Assign offlclal project {0, Project File . P
aAce {PMER, Project DocumentatiunA m:;‘:;t’i; P::‘::‘;cl:ﬁi:?
Checklist) and appoint PM and project Appelntraent Letters
members
l A4
Profect Value: Profect Value:
< HME00 K 2 RMS00K JPICT/ JTISA Documentation checkllst
T
Imanac
TPM/QACC /Apprnval by IPICT IrcT A
. o na
yes
Praject Value: Project Vaiue:
= RMS00K to < 5M z SM
JTISA Almanac

{nforrn requestor

é)‘
F 3
PP
E:
E:
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IT PROJECT MANAGEMENT [INFRASTRUCTURE)

2. PROJECT PLANNING DOCUMENTS AND
RECORDS TO BE REFERRED

RESPONSIBILITY
Finalization of Technical and User
TPM ) ™
Requirement Specification
Declare training and assets included
TPM sand aut REQ within the Project.
Technical evaluation result
EPM Canduct technical evaluation to select vendor Quatation
Prepare project proposal for procurament Proposal to appraving
— approval and submit to approving authorities authority
no
FPM Project proposal
Approved?
yas
h 4
of award
Finance Division Award Project Leteer war
TPM, FPM, Contract agreement
Profect Spoasor, Contragt Agreament 8

QACC

!

TPM, FPM [———} Develop Projact Charter Project Charter
no
PN/ Froject Charter
DITO/ Approved?
Stakeholder

Yes
TPM/ FPM e S
DITO/ i Kick Off Meating
Stakeholder i
Y
Develop PMP
TPM avelop onp
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IT PROJECT MANAGEMENT (INFRASTRUCTURE)
3. PROJECT EXECUTION

DOCUMENTS AND
RESPONSIBILITY RECORBDS TO BE REFERRED
YES
TeM Project Change Request
FPM Amend the CR Request for Prefect Changa farm
ITD Senior |
Management NO Approva NO
YES
TPM Implement Change PMP, Praject Charter, SRS5,5D5
¥
Test Script
TPM Ganduct L;'::ffﬂi::;g;ﬂon Test/ e UAT Entrance/ Exit
Checklist
N UAT/FAT
Successful?
YES
TPM Conduct Training
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RESPONSIBILITY

TPM
FPM

ITD Seaior
Management

TPM

TPM

TPM
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IT PROJECT MANAGEMENT (INFRASTRUCTURE)
3. PROJECT EXECUTION (CHANGES INCLUDING PAYMENT)

Outsourced Profect?

YES

Approval for Changes

DOCUMENTS AND
RECORDS TO BE REFERRED

Project Change Request
fForm

ND
Yjs
{mplement Change PMP, Project Charter, SRS,SDS
’ Test Seri
est Script
Conduct l;lAT!FAT/Penetratlon Test/ ., UAT Entrance/ Exit
erformance Test N
Checkfist

UAT/FAT
Successful?

YES

Conduct Training
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{T PROJECT MANAGEMENT (INFRASTRUCTURE}
4. PROJECT MONITORING & CONTROLLING

_ DOCUMENTS AND
RESPONSIBILITY | RECORBS TO BE REFERRED
M OnTrack Submission OnTrack
Y
Report on any changes and updates to
"M the project PMP with regards to scopa,
schedule, Issues and risks
TPM Adhere to the Project Documentatian Project Documentation
Checkiist and PMRR Checklist and PMRR
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T PROJECT MANAGEMENT {INFRASTRUCTURE}
5. PROJECT CLOSING

RESPONSIBILITY | 1 DOCUMENTS AND
RECORDS TO BE REFERRED

Knowledge Transfer to Operations and Support
Staff

¥

Obtain Project Closing Form recommendation

ae Fioject Closing Forim
Recommended

ves
h 4

Prepare project closing report and call far project
3 closing meeting to hand-over to process owners
and relevant stakeholders

¥

Complete all activities in OnTrack and Submit the
Project Flile to ITPMOC

|

Prepare Projact Handover Repart ta Support
Staff (if necessary}

akeholder approviad
ciosing?

YES

Cperations manual
Project Handover Report

PM

TPM Project Closing Farm

QACC

TPM
Praject Closing Report

TPM

QnTrack/ Project Fila

TP

Project Handover Report
]

Handover to process ownar, Project Closing Report Praject Closing Regert

signed

!

Submission of EA blusprint into EA Repository

P

QACC

b

Bl Updating of Canfiguration Item

A 4

Maintenance and Warranty

Resend the PIR (dateline 2
waeks from new date L1
Issuied)

PR

mplementation Rewr
latad by TPM

yes

ITG recaived the PR

completed PIR

h J
ne » END )
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iT PROJECT MANAGEMENT (APPLICATIONS)
1. PROJECT INITIATION

RESPONSIBILITY

START

DOCUMENTS AND
RECORDS TO BE REFERRED

IT Request Form <lassified
the request as I¥ Project

Procass Ownar/
Stakeholder/ DITQ/

BPI BPI documentation

QACC

¥

Process Owner/

Submisston of Feasibillity Study Report

Stakeholder > FSR & Lampiran 9A Lampirar 94
Return back to
cC FSR Checklist
an Process ownar M—n Complete FSR Checklist el
to be completed
yes
h 4
iTD Senlor
Management FSR Meeting Feasibility Study Report
FSR Meeting Almanac
QACC
Pracess GQwner/
Stakeholder
Submission of
Pracess Ownerf amended FSR
Stakeholder/ QACC
QACC/ UTICTEC |CTEC Tachnical UTICTEC Almanac
approvali
yas
h 4 Project File/ PMRR/ Projact
QACC Assign official project |D, Profect File Documentation Chackllst /
{PMRR, Project Documentation Appointment Letters
Checklist) and appoint PM and profect
members
Prajeat Valus: Project Va,ll.l_e:;
« RM50 K& = RMISOK
 Preparation of JPICT
documentation
TPM/ QACC
Approval by JPICT
yE
Projeat Vaina: Project Value:
= RMS0K to < 1M 1M
Approval by JITISA o
ance tnform requestor
Y
Y

yes
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RESPONSIBILITY

Technical PM

Functional PM

Evaluaticn
Committee

Functional PM

Funstional PM

finance Division

Project Owner,
Project Spensor,
OtA

Technical P,
Functienal PM,
Project Owner

Technical PM/
2D/ stakehalder

Technical PM

IT PROJECT MANAGEMENT {APPLICATIONS}
2. PROJECT PLANNING

Outsaurce Praject?

YES

Finaiization of Technical and User
Requirement Specification

¥

t Endorsement of Technical Specification |

¥

| Send aut RFQL |

v

| Cenduct technical evaluation to sefect vendor

|

Prepare project proposal for procurement
appraval and submit to approving authorities

Projest propaosa
Approved?

YES

¥

| Award Project |

Y

| Contract Agreement I

|

A 4

Oeveiop Project Charter -

YES
¥

| Kick Off Meeting I

Y

Davelop PMP
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Fechnical evaluation result
Quotation

Proposal to approving authority

Latter of award

Contract agreement

Project Chartar
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RESPONSIBILTY

TPM

TPM
FPM

TPM

TPM
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IT PROJECT MANAGEMENT (APPLICATIONS)

3. PROJECT EXECUTION
DOCUMENTS AND
u RECORDS TO BE REFERRED
T URS/ Praduct Backl:
[ Develop URS { Product Backlog i WIS;:HS’: uct Backlag/
Develop 58S / SOD / Sprint Flanring & SRS/ SDD/ Sprint Planning/
EAdiagram Prioritizatlon & EA diagram
‘;I Davelop Prototyps / Sprint Backlog ‘4—1 Prototype/ Sprint Backiog
NO
VEG———— e Sprint Ready?
- Sprint Review/ Coding/
<7 ul Change?/“‘“—NO)! Devalopment/ coding l thabase Reu{ew
A ]
] Sprintis-dons ;
{ Sprint Review i

A

—N Met Requirements?

. - Unit Testing/ User Acceptance
New @4—“ it Raview Agmd Tast {Entrance/Exit Checklist)

YES

VES
| Minimat Viable Preduct E User/ Technical Mantual
| Mava to production enviroment E Mova to Productien Formn

Change Request?

yes

w;::»

YES
J

NO
Approved of EOT Project Change Raquest
Form

yes
¥

Implement Change I

.’

I

Updata PMP | PMP

—

Final Aceeptance Test/ Yulnerability Test }(4—‘

FAT,
Vu[nemblllty Test

Tast Script
UAT Entrance/ Exit Checklist

Conduct Tralning
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IT PROJECT MANAGEMENT {APPLICATIONS)
4. PROJECT MONITORING & CONTROLLING

| DOCUMENTS AND
RESPONSIBILITY | RECORDS TO BE REFERRED

oM OnTrack Submissicn OnTrack

¥

Report on any changes and updates to
TPM the aroject PMP with regards to scope,
schedule, issues and fisks

¥

TPM Adhere to the Project Documentation Project Documentation
Chacklist and PMRR Checklist and PMRR
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QACC

TPM

™M

PM

PM
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QAcCC
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1T PROJECT MANAGEMENT {APFLICATION)
5. PROJECT CQLOSENG

Knowladge Transfer ta Operations and Support
Staff

¥

[——) Obtain Pmject Closing Form recommendatlon
noe Project Closing Fori
Recommended,

‘¢S
Prepare project dosing report and cal for project
—» closing meeting to hand-over to process owners
and relevant stakeholders

¥

Complete ali actvities in OnTrack and Submit the
Praject File to ITPMC

|

Prapare Project Handover Report to Support
St ff {if necessary}

G ke holder approved
closing?

YES

Handover to process ovmer, Praject Closing Report;
signed

|

Submission of EA Hueprint into EA Repository

Y

Updating of Configuration item

h

Maintenance and Warranty

Resend the PIR (dateline 2
weeks from newdate =N
issued)

plementation

W

yes

QACC received the
completed FIR

mplementation

ated by TPM yes—
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DOGUMENTS AND
RECORDS TO BE REFERRED

Operations manual
Project Handaver Report

Project Clasing Farm

Project Closing Report

OnTrack/ Project File

Project Handover Report

Project Clasing Report

PIR

PIR






