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Abstract:  
This document explains the procedure to be followed in the Management Review of 
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1.0 PROJECT MANAGEMENT REVIEW PROCESS 

1.1 Purpose 

This document explains the procedure to be followed in project management review, to 

review the Project progress as on the particular date.   The Project management review 

material shall be used to present the project progress details and discuss issues and the 

major actions to be taken to achieve the project goals. 

. 

1.2 Scope 

All projects in Oaksys 

1.3 Target Audience 

All members of Oaksys 

. 

1.4 Glossary 

Admin- Administration 

CA- Corrective action 

FURPS – Functionality, Usability, Reliability, Performance & Supportability  

HBD-Head Business Development 

HO&D- Head Operation and Delivery 

HR- Human Resource 

ISO- International Organization for Standardization 

MOM – Minutes of Meeting 

MR- Management Representative. 

Oaksys- Oak Systems Pvt Ltd 

Org - Organization  

PA- Preventive action 

PL- Project leader 

PMR- Project Management Review 

QMR- Quality Management System Review 

QMS- Quality Management System 

            SCM – Software configuration management 

SQA - Software Quality Assurance 

TM- Team Member 

 

1.5 References 

• Peer Review Process - OAK-PR-PR 

• Project Management Process – OAK-PM-PR 
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2.0 ENTRY CRITERIA 

• Project Management review scheduled 

• PMR Material prepared 

 



Oak Systems Pvt. Ltd Project Management Review Process 

Version: 1.10 25-Aug-12 Doc. ID: OAK-PMR-PR 

 

Oaksys Confidential                                                                                                                                                                                Page 7 of 14 

                    

3.0 RESPONSIBILITY 

Role Responsibilities 

Project Leader • Schedule Management Review 

• Prepare and Review PMR material  

• Send the material to reviewers in advance 

• Make presentation during reviews 

• Highlight issues and concerns which require management’s 

attention and help 

• Understand and Record Action items 

• Plan for rework, Follow up and Close 

Team members • Note down the minutes of the meeting  

• Work on action items as per plan 

Reviewers  • Initiate the corrective action to be taken arising from PMR, 

including change in the plan, in order to achieve the 

objectives.  

HO&D • Drive the PMR 
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Initiate PMR and Prepare PMR material 

Submit PMR material  to Reviewers 

  Record MOM and action items 

Plan for rework on action items and close 

Present the PMR material and Discuss 

4.0 PROCESS FLOW DIAGRAM 
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5.0 PROCESS DESCRIPTION 

5.1 Initiate PMR  

The Project leader shall schedule the PMR as planned in the Project Plan. PL shall consolidate 

the project data since the last PMR for the project.  PL shall prepare the material for presentation 

and review. The material contains the project status, progress, major risks, issues and concerns to 

be discussed with the reviewers.  PL shall submit the PMR material to reviewers in advance. 

5.2 Review Team 

The review team consists of HO&D and any other senior management member identified by the 

HO&D, PLs and TMs 

5.3 Suggested Scope of PMR material 

The PMR material template provided in the appendix provides the guidelines for the PMR 

material contents. However any format can be used to prepare the PMR material like Word, 

Power point etc. However the material shall contain the following information with respect to 

project. 

1. Project details and scope, status of the project   

2. Baseline Project Plan version used for preparation of PMR material  

3. Requirement Management 

• Identify the status of all planned requirements against actual for the phase 

allocated. 

• Identify changes to requirement 

4. Project Resources 

• Planned v/s actual resources (hardware, software, human resources) 

• Status of critical resources, if any (what, when, how many, who will provide) 

5. Project Estimation 

• Planned Vs Actual (Size, Effort) 

• Include reasons for slippage 

6. Project Schedule 

• Identify Planned Vs Actual 

• Reasons for schedule slippage 

7. Defect Management 

• Find the defects status  

• Resolve the defects, which are not resolved at earlier stages 

8. Project Dependencies 

• List project dependencies from customer, other projects helpdesk etc. 

• Find status of the dependencies 

9. Project Risks 

• Top risks in the project  

• Reviewing the risk ranking and re-organizing the risks into matured, irrelevant on 

a progressive basis 
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• Any risks that were mitigated during last period 

 

10. Re-Planning and Tracking 

• Re-planning done with reasons and status 

• Status of project with respect to plan 

11. Training 

• Identify training plan for the project (planned Vs actual) 

12. Issues  

• Address the issues raised in the reviews 

• Other project issues referring to issue tracker of project under consideration  

13. Metric Collection 

• Check the metrics are collected properly 

• Present comparison of  organisation' s quality  objective and actual projects 

achieved goals along with analysis of deviation 

 

14. Software Configuration Management 

• Builds and releases of baselines if happened 

• Change requests if any 

• Status reports 

• SCM activities (planned Vs actual) 

15. Software Quality Assurance 

• Project quality goals and their status 

• Find proper tools, techniques, methods and standards are used in the project 

• Defects found, closed, open (with possible root cause analysis) 

• SQA activities in the project and their reports 

• Audit reports along with action taken 

16. Customer Communication 

• Status of customer communication 

 

5.4 Conduct Review Meeting  

The Project Leader co-ordinates the arrangement of the PMR. He presents the review material 

and discusses the project status and major issues and concerns and opportunities with the review 

members. 

5.5 Minutes of Review 

The summary items of the discussion and the Action points are recorded as the minutes of the 

review using the Minutes of the Meeting (MOM) template. 

5.6 Plan for rework and close 

The project leader analyses the action items and plans to address the action items. The same plan 

will be submitted to HO&D. The rework on Action items will be followed up by PL with TMs 

and closed. 
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6.0 DELIVERABLE AND QUALITY RECORD 

• PMR Material  - OAK-PMR-FR-PMRM 

• MOM - OAK-PMR-FR-MOM 
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7.0 VERIFICATION 

• Verification of MOM and Action items by HO&D      

. 
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8.0 EXIT CRITERIA 

 

• Closure of the Action items of the PMR 

• Submission of PMR material along with action items to Org SQA 
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9.0 APPENDIX 

9.1 Project Management review (PMR) Material - OAK-PMR-FR-
PMRM 

9.2 MOM - OAK-PMR-FR-MOM 

 

 

 

 

 

 


