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1. PROFOSED TYPE OF PROJECT CONTROL PROCEDURE - USE O PROJECT CONTROL
FORM (PCR FORN) - N

o AN

a. Project Originsting in st/rc - KA ™

{1) 8t/PC prepares PR Worm in 4 coptes and forwards copies 2 to &
o division-responsible. Retains copy 1 for master control.
(2) Division assigns branch responsibility. Retains copy 2 for
division control; forwards copies 3 and 4 to branch responsible.
(3) Branch estimates completion date and men-hours required. Retains
copy 3 for branch control. Forwards copy 4 ta analyst respansible.
(4) Analyst retains copy 4 during the life of the project for refer-
ence and research man-hour recording.

b. Project Originating in Division

(1} Division prepares PCR Porm in 4 copies. Forwards copy 1 to
St7PC Tor mster control purposes; forvards coples 3 and & to
branch respomsibla.

éz) St /PC receives copy 1 from divisiaon for master control.

3) a8 ag . :

c. Project Originating in Branch

{1) Branch prepares PCR Porm in U copies; forwards copies 1 and 2
to division responsible. Retains copy 3 for branch control;
forwards copy & to analyst responsible.

(2) Division checks and forwards copy 1 to St/PC and retains copy 2
for division control.

{(3) St[Pc retains copy 1 for mmster control.

{4) Bame as a.{k). :

d. More than one analyst assigned to a project

{1} Branch copies 3 and 4 of PCR Porm in required amounts QE: o

supply & work copy for esch analyst ¢o be assigned a
portion of a project. Copies No. 4 forwarded to responsible

analysts.

(Hote: 1In these cases the branch would report the percentage
completion of the overall project. Amalysts would report in-
dividual progress on their recpective portions of the project
to the brench where summary progress would be accounted for
and reported.} '

v S - —
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PROJECT CONTROL PROCEDURE

- PROJECT CONTROL STAFF DIVISION BRANCH ANALYST

A-PROJECT ORIGINATING IN ST/PC

PCR Form | [T » | PCR Form » | PCR Form » | PCR Form
T 1 2 , 2 3 3 4 4
4]
3] 4|
4
Master Division Branch Analyst
Control Control Control Work
Copy
B-PROJECT ORIGINATING IN DIVISION
PCR Form -t PCR Form o PCR Form - PCR Form
- 1 1 ] 3 ] 4
2 I 4
3
Master Division Branch Analyst
- - Control Control Control Work
' Copy

C-PROJECT ORIGINATING IN BRANCH

A

Y

PCR Form PCR Form - PCR Form PCR Form
] 1 - 1 ’ . 1 2 ] 4
3
- — 4
l Y Y l

Master Division Branch Analyst
Control Control Control Work
A Copy

D-MORE THAN ONE ANALYST ASSIGNED TO PROJECT

— PCR Form - PCR Form
3 4
4 Y
Analyst
Work Copy
— PCR Form - PCR Form
. 3 4
_ | I V
Analyst
: Work Copy
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FLOW CHART
PROJECT CONTROL PROCEDURE

(ALTERNATE)

PROJECT CONTROL STAFF

DIVISION

BRANCH

ANALYST

C-PROJECT ORIGINATING IN BRAN
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PCR Form
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Master
Control

PCR Form

PCR Form
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Division
Control
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PCR Form
4
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ORR o eléase o
RECORD
Remarks
‘ Control No
CONTROL%EECORD .
N - * o Date Received Date Processed Priority

Consumer, Origin, Etc.

ASSIGNMENT DATA

Division

PROJECT STATUS Branch
Date Reported Progress Revised ECD Acc. MH. Exp.
STARTED Analysts

ok 10%

e
30%
50%
70%
80% Estimated Completion Date Estimated Manhours Required
90x "

Actual Completion Date Actual Manhours Expended
COMPLETED
N NS — ____-______L_____L S —
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2. PROJECT PROGRESS REPORTING PROCEDURE - USE OF PROJECT PROGRESS REPORT
FOGH_(PPR FORM) .
W

&. Analyst prepexres PPR Form in one copy and forwards to branch
ccntrol.

{1) Entars Project Control Number

{2) Revises Bstimated Campletion Date if required. Remarks may
be entered in appropriate spece at bottom of form.

{3) Notes the accunulated man-hours expended on the project to
date. (Taken from man-hour racord of the Project Control
Record of the project.)

{k) Checks appropriate Project Progress box denoting the project

v status completion phase being reported.
$) Signs his name, division, branch, and reporting date.
6) Indicate proper routing. ,

(T) Cross reference this report informaiion on Control Record

portion of FCR Form for the project - analyst copy.

~b. Branch control raceives FPFR Porm from analyst; enters the informa-
tion reported on their control copy of the FCR Porm; forwards, by
routing, the PPR FPorm to division ~omtrol.

¢. Division control receives the PFR 7orm from branch control; enters
the infarmation reported an their ~ontrol copy of the PCR Form;
forvards., by routing, the FFPR Form to mester control location in
the Project Control Staff.

“a. St/PC, mester control, receives th: PFR Form from division control;
onters the infumetion reported on the mester control. copy of the
PCR Farm; retains PPR FPorm for f£1la or destroys.

%Note: When more than one analyst is assignad to a project, FPR's ':7
should be submitted by each analys: to the brench control[vhere the

irue sumrary project status would be determined and reported via a
summary FPFR Form to division contrul and to 8t/PC. ]|

"&Seehrcll.wing Procedure Flov Char:, corresponding stePs l, 2, 3,
and 4,
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FLOW CHART
PROJECT PROGRESS REPORTING PROCEDURE
[PROJECT CONTROL STAFF DIVISION BRANCH ANALYST
PPR Form - PPR Form -t PPR Fclarm PPR Form
1 1
4 3 2
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ROUTING
ORR To Releasad! Date
PROJECT PROGRESS
REPORT
Project Controi No. Revised ECD Acc. Hours

Project Progress

[ ] staRtep [ ]7ox
[ ]sox COMPLETED
Reported by Division . ‘ Branch Date
Remarks c
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Time Charge Renorting Procedure - Use of Time Charge Report Form (TCR Form)

General Usage

To te used by organizational elements or individuale for reporting
the expenditure of time by special specific category.

To be used to renort inter-or intra-divisionaﬂ%%)suppcrt time
expended which is chargeatle to a epecific nroject, ogram, consumer
in order that total "time cost® may te mzintained.

To te used by analysts, non-profas:=ional personnel, supervisory
versonnel, etec. ars needed,

May te usad internally to account “or time catepories for local
manapement analysis, etc,

Procedure

% (a) Analyst prepares TR Form in one copy; enters complete pertinent
inTormations inlicates proper routing and forwards to branch
control.

# {(b) Franch control receives TCR Form from analyst; accomplishes
nroper disposition of the information reported and, if required
for the information raeported, indicates proper routing and
forwards the TCR Torm to division control.

# (c) Nivision control receives the TCR i‘orm from branch controlg
accomplishes proper disvosition of the information renorted
and, if required for the informaticn reported, indicates proper
routing and forwards to St/PC, Masier control,

» fd) St/PC, master control, raceives the TCR form from division
control; accomplishes prooer disporition of the information
ranorted; retains the TCR Form for file or destroys.

1% “ee following Procedure Flow Chart. corresponding steps 1,2,3 and L.

428
L
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TIME CHARGE REPORTING PROCEDURE

FLOW CHART

PROJECT CONTROL STAFF| DIVISION

BRANCH

ANALYST

TCR Form

TCR Form

A

A

TCR Form

TCR Form
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ROUTING

Released| Date

ORR 1o
TIME CHARGE
REPORT

Charge to Control. No. etc. No. of Hours

[ ] PROJECT

[ ] PROGRAM
[ ] CONSUMER

[ ] OTHER

Type of Time Expended
[ ] RESEARCH

[ ] INTELLIGENCE MAlNTENi&CE
] ADMINISTRATION ..

[ JTRAINING . i |

[ ] CONSULTATION AND CONFERENCE

o

Reported by w Division Branch Date

P
Remarks - .=

g
&
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rogress Reporiing Ly Percentuge Completion Mmoo

% 18 recommended that the progress of any given project be
weported to the Project Control Staff ir terms of percentage
completed. It is recognized, however, that projects vary Ir size,
psture, manner of accomplishment; etec. Therefore, it is nscessary
“bet divisions and/or branches prepare check 1irts of tasks and
wespengibilities peculiar to their respeative organizations in
zccordance with & uniform percentage corpletion range common to
all rrojects reported on,

4 sample check list indicating a hioothetical case follows
&s an example of how this phase in the troposed Project Control
syatem could be developad., Eeeh divisicn should establish their
own check list of tesks and responsibilisies and set up their
particular criteris by which the standaxrd percentapge completion
range for their projects may be revorted in accorderce with a
standard procedure foir all divisiomns,.

fhese checit 1istz should ba maintsized on record for the
projects in process and would sarve as c:nirol guides in interpret-
ing the percentage progress reported.

A~
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CHECK LIST To Released| Date
PROGRESSfOI{’EPORTING
PERCENTAGI—?yCOMPLETION
“Type of Project Division Approved| Date
Branch Approved| Date

PROJECT PROGRESS

%

% Comp.

Description of Tasks and Responsibilities

Start

\,

10%

R

30%

A\

5Q%

70%

80%

90%

" Complete
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CHECK LIST To Releassd ' Date
for
PROGRESS REPORTING $i/76 CQBT2/107/54
by
PERCENTAGE COMPLETION
“Type of Project Division Approved| Date
Branch Ap;roved Date
L. C, Smith 4 ACT [2/5/8L
PROJECT PROGRESS “
% Comp. | Description of Tasks and Responsibilities
Start Froject received by analyst - Heviowed - S%ﬂd into worklosd
Outline established =« Zupport infopmytion detemined etec -
10% Continued preliminsry review, Q\
30% All requests for support ration processed - rojeet
repord outline establ .
5Qx A1)l material on hand for review and cvaluation,
0% Material svaluated « Initial draft started,
Final draft completed « remiy for review, svordinsiion,
80% changes 20,
Pinal paper completed subjoct to final coordination.
90%
|[Complete] Complete ccordination siiescted and yroject submdtted
to requester,
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Ya Advantages of Proposed Type of Project Control System

fa) Increased Worker Interest - Analysts under the proposed aystem
oee not required to accoumt in detail fo: the distribution of their
time. This relief from timeconsmnine d-tail time reporting will
&llom & greater portion of +ime to be ex»nended in professional ressarch
work amd should create increased worker interest.,

(b) GOreater Staff Flexibilsty - The utiilzation of the nioposed

tysban provides ringer-tin control by suervision of the workload,
backlog, distribution, ete. This comtro medin, when fully utilized,
provides the means to effect equitible s1d efficient workload distrdbue
tion and results in greater ataff flexibility throush effective supar-
visory control.

(v} YNozker Specialization - It is agreel that analysts should expend
the majority of their time in vrofession:l research activity, Likewice
lowen-paid personnel should spacialize 1n the less complicated but
time—consuming make-ready work, etc. The proposed sveten recognizes
thwse facte and is designed to require a minimwm of reporting tinme as
will as control maintenance %ime,

{3) Hanegement Viewncint - Hanagement n.eds current, complete, factual,
readily sccessible Iinformation regarding its program activity at all
orgar:.zational levela. The proposed sysi.em 18 one designed to provide
this fype information for all levels of nanagement on a continuing
bazig. The proposed system will provide the information -— management
where concerned will summarize, correlat:, eveluate, and snalyze the
infomation to sult the manesenment need Cesirec,

{#) Oimplified but Effective Control - Controls to be effective rmist:
ba exlstent at operaticnal levels, The nroposed syatem provides for a
naster control at the Froject Control Steff, division level control,
and branch levei control, if desired. Tie individuzl analyst too, has,
Lii effect, control of his work snd on his reporting hinges the &ceuIagy
and tineliness of the control system.

() Irocedure Flexibility - The proposec systsm properiy installed and
meintiined provides conbrol information vhieh is standard for all varticie
pores.  The internal uss of the svatem cen be flaexible in that locel
cortrels can be devised using the system information. Local ‘methods for
scheduling work, eto. should not effech the maintenance of the proposed
syoten. Likewlse, distribution of work, retention, or accumulation of
bocklop at division or branch level woulc not disrupt the system procedure.,.

& Dalegation of Responsibility and Aut hority -~ Responsibility ard
auvthority should be delagated to the lowest practicnl levels at which an
intellirgent decision cun be made. This requires the institution of cone

|
A
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%rols %% hold individvals accountable for results in exercising
thedir suthority. The proposed system it designed to provide these
controls by supplying the required information needed io establish
adegnate control at all supervisory lavels.
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