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Schedule Re-baseline or Refinement  
Stage:
All


Description:  

Once a Microsoft Project Release Schedule with its associated costs, including the total cost of the release, has been constructed, it can be changed.  This procedure describes the process for re-baselining or refining an approved Release Schedule.  The procedure also describes the difference between re-baselining and refining and the steps and roles associated with each.

Entry Criteria:
The following shall be completed before beginning this procedure:
· Approved Release Schedule
· Existing Inter-group Coordination Checklist, only for re-baseline
Procedure Steps:  (These steps are not necessarily performed sequentially.)
1. Project Manager:  Determine refinement or re-baseline.

The Project Manager is responsible for determining if the change to the Release Schedule is a refinement or a re-baseline.  The Release Schedule consists of Work Breakdown Structure (WBS) elements that have been grouped into manageable work packages or reasonable planning packages along with milestones and planned delivery dates.  A manageable work package is a group of WBS elements that has measurable completion criteria and can be completed in two weeks.  A reasonable planning package is a group of several WBS elements that has not been broken down to the work package level.  

      a. Refinement occurs when the Project Manager makes changes to the planning packages and work packages and the following conditions hold:

           (1) The total cost of the changed packages is the same as the total cost of the original packages.

           (2) The delivery date of any products to and from other organizations (external and SSG) does not change.  Two examples of a refinement are:  

               (a) A planning package of 10 weeks duration is converted into 5 consecutive work packages of 2 weeks duration and the total effort of the work packages is the same as the original planning package.  

               (b) A planning package for the coding and unit testing CI #1 is interchanged with the planning package for the coding and unit testing of CI #3 and the delivery dates or associated costs do not change.  

      b. Re-baseline occurs when the conditions associated with refinement do not hold.  The need to re-baseline or refine the schedule can occur at any time in any phase and when it occurs, the schedule and its associated costs must be revised.  Placing a project “on hold” is considered a re-baseline and the re-baseline approval procedures must be followed. 
Any work package or planning package that has been opened for work by setting an “Actual Start Date” in the Release Schedule cannot be changed under any circumstances.
2.  Project Manager:  Ensure understanding and approval.

The Project Manager is ultimately responsible for the Release Schedule and may authorize a refinement.  The Project Manager must ensure the Senior Manager understands and approves a re-baseline.  If a project is designated as high visibility by SSG/ED or SSG/EV, the Project Manager must request their approval to re-baseline.  If system functionality changes, the Project Manager must request approval of the Configuration Control Board or the Change Control Authority.
 3.  Project Manager:  Coordinate with affected organizations.
The Project Manager will coordinate with affected organizations before finalization of the re-baseline.  For example, if a change in the Release Schedule affects the start of QT&E I in the Testing Phase, the Project Manager will coordinate with SSG Quality Assurance Test and Evaluation.  If the change affects the execution of a demonstration that the customer was going to attend, the Project Manager will coordinate the change with the customer.
4.  Project Manager:  Notify SSG Metrics and Scheduling of re-baseline.  

The Project Manager will notify SSG Metrics and Scheduling via e-mail when a new baseline is approved. 
5.  SSG Metrics and Scheduling:  Notify senior management of re-baseline and update schedule.

SSG Metrics and Scheduling will provide re-baseline notification to the Senior Manager, SSG/ED/EV and all other stakeholders.  SSG/ED and SSG/EV must be advised of all re-baselines within one working day of the re-baseline change.  This action may be accomplished via e-mail if copies of those e-mails are retained as a part of the project folder.  The e-mail subject will be titled “Re-baseline” and the e-mail message must identify the project and contain a summary of the major re-baseline changes such as: old budget and new budget, old release date and new release date, etc.     
6.  Project Manager:  Allow time for modifications to be reflected in the labor accounting system.

The Project Manager must allow time for the Release Schedule modifications to be reflected in the labor accounting system.  The Project Manager officially changes a Release Schedule when the approved changes have been submitted to SSG Metrics and Scheduling.  The changes will appear in the labor accounting system after SSG Metrics and Scheduling archives the original performance measurement baseline and imports the new Release Schedule.  These activities should take no more than 2 working days.  
Exit Criteria:
The following work products are a result of completing this procedure: 

· Updated Release Schedule

· Revised Inter-group Coordination Checklist (may be by e-mail)    
· Re-baseline approval (may be e-mail)

· Updated labor accounting system 
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