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Information Technology Services


ITS PMO Toolkit

Introduction:  The Boston Medical Center ITS Project Management Office has developed a standardized set of tools to assist in the management of ITS Initiatives. The toolkit is a guide to assist in the management of projects across all phases of the project lifecycle. The tools build upon each other as the project moves from Request to Go Live. The phases of a project are:
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The ITS PMO Toolkit helps standardize how a project’s scope, timeline, requirements and strategies are documented. Some tools will be used throughout a project’s lifecycle (i.e. Status Reports). Other tools are used during a specific phase (i.e. Assessment). Many tools are started in one phase, refined throughout the project and closed at the conclusion (i.e. Project Plan). Other tools are used to execute one phase (Go-Live Checklist). The Document Lifecycle highlights in what phase a template should be started, refined and completed.

Definitions: Each template in the toolkit is defined in the Document Library. The library highlights who owns the template, in which phase the template should be used and briefly describes the purpose of each template. Some documents in the Toolkit will also have special instructions noted to aid in their use. One example is the Microsoft Project Timeline. This template requires users and receivers of this document to have MS Project installed on their computer in order to edit and view the information. 
Conclusion: The ITS PMO Toolkit is available on the PMO Sharepoint site. The templates are guides to standardize project activities and the required documentation. Not all projects will require all templates. Project managers and leads should become familiar with the toolkit and incorporate these templates into their project management activities.

The templates use the < and > symbols to note whenever a project specific entry should be added. Users of the templates are asked to utilize the most up-to-date version and to save their edits to their own drives or Sharepoint site. If any questions arise when using the toolkit a member of the ITS PMO will be available to assist. Good luck in utilizing the ITS PMO Toolkit. 
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