

Project Program and Portfolio Management in easy steps
P3 Office Checklist
Setting up a project, program and portfolio office should be carried out in the following sequence, starting with a project office, which provides a foundation for the process:
	Ref
	Activity
	Date

	1.1
	Obtain management approval and support for the establishment of a project office

	

	1.2
	Define and document the organization’s project management standards, methodologies, project life cycle and lessons learned (involving existing project managers)
	

	1.3
	Appoint one or more people (as necessary) to maintain the documentation and filing system and communicate with the project managers

	

	1.4
	Provide any training required to the project office staff in order to enable them to carry out their role

	

	1.5
	Provide any training required by the project managers in the use of the project office documentation and the role of the project office

	

	1.6
	Set up regular process reviews between the project office and project managers, to ensure the development and improvement of standards and methods
	


Program Office 
Once the project office is running smoothly, implement a program office if required:
	Ref
	Activity
	Date

	2.1
	Obtain top management approval and commitment for the establishment and support of a program office

	

	2.2
	Define the organization’s program management methods, procedures, standards and guidelines (with the involvement of any existing program and project managers) and obtain executive approval for these
	

	2.3
	Appoint one or more staff as necessary to run the program office functions (ideally including staff who already have experience of the project office)

	

	2.4
	Provide any training required for the project office staff in the new functions to enable them to carry out their roles

	

	2.5
	Provide any training required by program managers in the use of the program office documentation and functions

	

	2.6
	Set up regular process reviews between the program office and the program managers, to ensure the development and improvement of standards and methods
	





Portfolio Office 
[bookmark: _GoBack]Once the project office (and program office if required) are running smoothly, implement the portfolio office:
	Ref
	Activity
	Date

	3.1
	Obtain top management approval and commitment for the establishment and support of a portfolio office
	

	3.2
	Define the organization’s portfolio management methods, procedures, standards and guidelines with the involvement of the portfolio manager (if appointed) and program and project managers. Obtain top management approval and support for these methods and procedures
	

	3.3
	Appoint the necessary staff (ideally including staff who already have experience in the program or project office) to carry out the portfolio office functions
	

	3.4
	Provide training for the portfolio office staff in the new processes and procedures as they are developed and introduced into the organization
	

	3.5
	Provide any training required for the portfolio, program and project managers in the functions of the portfolio office and their involvement with it
	

	3.6
	Set up regular process reviews between the portfolio office, portfolio manager and the program and project managers to ensure the development and improvement of portfolio methods and processes
	







