PROJECT MANAGEMENT 
OVERSIGHT PROGRAM

OPERATING GUIDANCE


[image: image1.emf]









PROJECT MANAGEMENT







OVERSIGHT PROGRAM








OPERATING GUIDANCE

U.S. Department 

of Transportation











#08

Federal Transit 

Administration

TPM-20



  

GUIDANCE NUMBER:  08





Revised:  March 7, 2004

SUBJECT:  

Section H: Special Requirements for PMO Contractor Products and Services

APPLICATION:  
This guidance applies to all Project Management Oversight (PMO) 





Program Task Orders for contracts awarded after FY03.

APPENDICES: 
The following Appendices are incorporated into this guidance by reference:







None

PURPOSE:  

To provide Guidance to PMO contractors for the Special Requirements for contractor deliverables, products or services.  

Section A: Background 

The PMO contractor shall distribute all deliverables or products in conformance with this PMO Operating Guidance (PMOOG).  

Section G: Contract Administration Data 

The COTR may also modify this guidance in specific TO or individual work orders. 

Section H Special Requirements 

The following requirements shall apply to all subtasks:

H8-1 The PMO contractor shall also develop and maintain contacts with persons at a variety of types and levels running from general to diverse. The contractor’s contacts shall be with individuals or groups which have, or could have some impact on FTA program matters as well as key officials or representatives of organizations that could have an unusually significant impact on the programs involved in the work. 

H8-1.1 The purpose of the contacts may be:

H8-1.1.1 To obtain, clarify or give facts or information, and answer questions requiring explanation or interpretation of FTA policies and procedures. Such contact may be largely cooperative, but hostility may be encountered.

H8-1.1.2 To persuade, discuss and attempt resolution of grantee issues of a highly sensitive or controversial nature. The persons contacted may have diverse or conflicting goals and attitudes.

H8-1.1.3 Justify, defend, and negotiate matters involving problems or issues of considerable consequence for either the grantee or FTA. The persons contacted typically have diverse viewpoints, goals or objectives requiring the contractor to achieve or facilitate a common understanding of the problem and satisfactory solution to both the FTA and the grantee by persuasion, suggesting compromises or the development of suitable alternatives.  

H8-2 The PMO contractor shall establish and maintain key contacts between contractor’s assigned personnel, FTA’s Regional Director/Engineer and FTA Headquarters personnel;
H8-3 The PMO contractor shall maintain readiness for oversight responsibilities including CLIN 0003 monitoring services by:

H8-3.1 Consistent with FTA’s direction on priorities and expectations, conducting an adequate number of site visits, meetings, or grantee personnel interviews to be cost effective.


H8-3.2  Conducting sufficient pre-meetings; 

H8-3.3  Providing sufficient and appropriate PMO contractor personnel at meetings, interviews or tours.

H8-3.4 Being sufficiently prepared and knowledgeable of prepared grantee, PMO or FTA materials on major issues and sensitivities prior to meeting, interviews, or tours.  

H8-3.5 Periodically re-orienting PMO contract personnel with grantee project, issues, reports and data and applicable FTA guidance and regulatory materials.  

H8-3.6  Listening carefully, particularly to key issues/potential impacts to project progress, promoting a “partnership” relationship and minimizing grantee impacts.

H8-3.7  Producing an adequate amount of project photos during tour(s) or monitoring trips.  

H8-4 The PMO contractor shall refer all contacts from the media to the contractor seeking information or comment on FTA assisted projects to FTA’s Task Order Manager or COTR if the TOM is not available. 

H8-5  The PMO contractor shall coordinate and integrate its services or products with the FTA, its grantee(s), public agencies, other FTA and grantee contractors and the public.  Where more than one FTA contractor is overseeing aspects of the same grantee(s) project(s), FTA may delineate the contractor’s coordination, integration and reporting requirements in the specific task order or individual work order or modification thereto. This may occur at any time during the contractor’s period of performance. 

H8-6  The PMO contractor shall perform services and deliver products or outcomes such that its actions do not convey any real or apparent perception to the grantee organization or its management that it has been relieved of any component of its responsibilities and liabilities as the responsible party for carrying out the grant. The PMO contractor shall also avoid giving the grantee any informal communication on the results of its reviews or analysis until cleared by the TOM.   

H8-7 The PMO contractor shall at the direction of the COTR or TOM provide draft materials or conduct exit interviews with the grantee prior to finalizing subtask deliverables. 

H8-7.1 Such reviews of contractor deliverables by the grantee shall be limited to the accuracy of the findings only. 

H8-7.2 Grantee comments or critiques will be separately reported either formally or informally to the TOM as directed.
H8-8 The PMO Contractor shall review project documents and perform interviews in sufficient detail to become familiar with the aspects of the project pertaining to the specific task order. 

H8-9 The PMO contractor’s findings and conclusions shall be supported by appropriate analysis and interpretation of this project data and information as well as review of available designs, plans, specifications and contract unit and system descriptions by professional engineers with relevant design/construction experience.

H8-9.1 FTA requires that the information in the PMO contractor deliverables be reliable and presented in an accurate, clear, complete and unbiased manner. 

H8-9.2 FTA also requires that the information be presented within a proper engineering or project management context.  

H8-9.3 The PMO contractor shall identify as appropriate the sources of relevant data or information (to the extent possible, consistent with confidentiality protections). As well as in an engineering, financial, or statistical context, the contractor shall identify any supporting data and models. 

H8-9.4 Where appropriate, supporting data for contractor deliverables shall have full and accurate documentation. 

H8-9.5 Error in data sources affecting data quality shall be identified and disclosed in the contractor deliverable. 

H8-9.6 The intent of this requirement is to allow FTA to assess for itself whether it is appropriate to question the accuracy or completeness of the data sources.
H8-9.7 The PMO contractor shall produce deliverables or perform services in an environment where data such as that furnished by either the grantee(s), third parties or other FTA contractors may be highly changeable, poorly defined, incomplete, or inaccurate.  

H8-9.8 The PMO contractor will obtain sufficient, reliable, relevant and useful project data and information to perform services, deliver products and outcomes that meet or exceed FTA’s requirements. 

H8-10 When describing FTA programs or grants, PMO contractor deliverables shall be accurate and consistent with the information FTA makes available to the public such as that contained in “This is the FTA”. ( reference: http://www.fta.dot.gov/thisisfta/toc.html  or http://www.fta.dot.gov/library/program/grantprog.html ) 

H8-11 Similarly, when providing or reporting on specific FTA projects, PMO contractor deliverables shall accurate and consistent with the information FTA makes available to the public such as that contained in the annual report on New Start projects or its supplements. (http://www.fta.dot.gov/library/policy/ns/ns2003/nsfy03toc.html )

H8-12 The PMO contractor shall review project data or grantee/third party documentation for the purposes of establishing the grantee’s technical capacity or quantifying certain aspects of the grantee’s project such as probabilistic risk assessments, cost to complete forecast, schedule completion data, expenditures to date, etc. With few exceptions, scarce Federal resources do not allow the PMO contractor to completely review all grantee/third party documents, designs, estimates, schedules, etc. 
H8-13 In those instances where the PMO contractor is required to perform services and deliver products or outcomes that are based upon the contractor’s opinion, analysis, and estimates using quantitative (mathematical, statistical, etc.) techniques, the requirements of this guidance subtask shall apply. 

H8-14 The PMO contractor shall select appropriate amounts of relevant documentation, sample and verify critical data elements in order to determine the reliability and quality of either the grantee(s) or other FTA contractors, project data. Where the contractor determines that the amount or quality of the data is insufficient to satisfy FTA’s requirements, the Contractor shall develop sufficient, additional amounts of data that satisfies FTA’s requirements. The Contractor shall then integrate that additional data with other project data into the PMO contractor’s products; outcomes or services as delivered that shall meet FTA’s requirements.

H8-15  The PMO contractor shall develop an efficient and effective design for sampling such project data, including stratification. 

H8-15.1 Stratification is the process of dividing a project data sample population into sub populations with similar characteristics explicitly defined so that each sampling unit can belong to only one stratum. (For purposes of this procedure, stratification and priority are used interchangeably.) 

H8-15.2 Stratification of the project data is independent of the contractor's choice to use statistical or non-statistical methods for sampling.

H8-15.3 Unless otherwise directed, the PMO contractor shall clearly articulate the contractor’s rationale for the number of strata and the defining criteria. Such articulation shall include sufficient detail to clearly describe the PMO contractor’s sampling process, the source of the project data/documentation and as appropriate, the sampling method, sampling parameters, sampling interval, details of tests performed.
H8-15.4 The contractor’s stratification scheme shall be driven by criteria and not by the availability of data or documentation.  
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