PROJECT MANAGEMENT 
OVERSIGHT PROGRAM

OPERATING GUIDANCE


[image: image1.emf]









PROJECT MANAGEMENT







OVERSIGHT PROGRAM








OPERATING GUIDANCE

U.S. Department 

of Transportation











#09

Federal Transit 

Administration

TPM-20



  

GUIDANCE NUMBER:  09






Revised:  March 6, 2004

SUBJECT:  

Section D: Packaging and Formatting 

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 formatting and delivery requirements for contractor deliverables, products or services.  

Section A: Background 

To the extent that other PMOOGs cite this PMOOG No. 9, the PMO contractor shall provide services, deliver products or outcomes that result in the delivery of contractor deliverables or products in conformance with this PMO Operating Guidance (PMOOG) No. 9. The COTR may also modify this guidance in specific TO or individual work orders. 

If external distribution to parties other than the grantee (such as other funding parties) is required by the FTA COTR or TOM, the contractor shall make the distribution only after FTA has forwarded the report to the grantee and the grantee has had time to review the report (normally 10 to 14 calendar days). The TOM may modify this requirement. Such PMO contractor deliverables or products shall be forwarded under an appropriate cover letter from the FTA Regional Administrator or TOM and shall summarize and discuss the issues raised in the deliverable or product that need to be addressed or focused on by the grantee.

FTA may require the PMO contractor to produce deliverables or products that are simultaneously distributed to different audiences such as:  

· Contracting Officer (CO);

· Contracting Officer’s Technical Representative (COTR);

· Task Order Manager (TOM);

· Other Federal agencies such as FEMA or FHWA

· DOT Office of the Inspector General

· Congress

· Government Accounting Office and

· Grantee. 

Section D: Delivery and Formatting Requirements: 

Unless otherwise directed in this or any PMOOG, specific TO or individual work order, all PMO contractor deliverables shall be delivered in electronic format and sent via electronic mail in the form of either (1) Microsoft Word, or (2) Excel files as appropriate including all graphics. (With the exception of deliveries of accepted contractor deliverables or products to the CO, drafts and finalized deliverables or products are used interchangeably in this guidance.)
D9-1 All delivered media will be checked for viruses and usability by the contractor prior to delivery. 

D9-2 The PMO contractor shall not make any distribution of reports whether draft or finalized, to outside agencies or organizations unless specifically directed in writing by the FTA TOM or COTR with proper management clearance. 

D9-3 Unless otherwise directed by the FTA TOM or COTR in either the PMOOGs or individual work orders, the PMO contractor shall distribute contractor deliverables and products to the grantee organization or third parties as follows:   

D9-3.1 
CO

Finalized deliverables in electronic (CD-ROM) format.

D9-3.2 COTR

Finalized deliverables, in electronic format   

D9-3.3 
TOM

All TO deliverables, in electronic format unless otherwise directed 




by the TOM or COTR

D9-3.4 
Grantee
Only those deliverables in either hard copy and/or electronic format 



directed by the TOM.

D9-3.5 
Others

Only as directed by the TOM or COTR.   

D9-4 Unless otherwise directed in this guidance, all PMO contractor deliverables or products shall be delivered in electronic format and sent via electronic mail in the form of Microsoft Word and Excel files, Office 2000 version, as appropriate including all graphics.   

D9-5 All deliverables shall be Microsoft Word deliverables or products and formatted as follows: 

D9-5.1 Times New Roman font (with italic and/or bold where needed as discussed in any PMOOG, 12 pitch unless noted otherwise. 

D9-5.2 Black font and white backgrounds only.

D9-5.3  For PMO contractor products that are delivered on a recurring basis such as CLIN 0003 monitoring reports, or CLIN 0009 Status reports, the following shall apply:

D9-5.3.1 The PMO contractor shall use Italics to highlight new findings in the report and attachments that were not included in the previous reporting period. 

D9-5.3.2 Use of Italics will be minimized and any given updates will be converted over into the main text body formats and fonts within 90 calendar days or the next reporting period whichever comes earlier. 

D9-6 There shall be no reference to the PMO Contractor firm’s name in either the header or footer of the product or deliverable. 

D9-7 No graphics, corporate or grantee shall be in the product or deliverable. 

D9-8 All PMO contractor deliverables or products shall as a minimum contain the following: 

D9-8.1 Cover Sheet 


 

D9-8.1.1 For CLIN 0003, 0007, 0009 products, the cover shall be titled FTA Project Management Oversight Program and contain the PMO contractor name, PMOOG deliverable title, name of grantee (if applicable), reporting period or delivery date, name of project, Contract No., Project No., Task order No., 

D9-8.1.2 If applicable, the work order number or reference and period covered.  

D9-8.1.3 The required formats and information are in Appendix A to this guidance.

D9-8.1.4 The cover shall be one page maximum.

D9-8.1.5 For CLIN 0001, 0002, 0004, 0005 products, The report cover should be titled FTA Project Management Oversight Program and contain the PMO contractor name, name of grantee, name of project, CLIN Reference, PMOOG Number and Subtask reference, FTA Contract No., FTA Project No., Task Order No., Work Order reference and Delivery date. 

D9-8.2 Table of Contents


 

D9-8.3 List of Acronyms  

D9-8.3.1 This page should reference all rudimentary acronyms found in the report and spell each of them out.  

D9-8.3.2 Each acronym should be fully spelled out the first time it is used in the report.  

D9-8.3.3 Only those acronyms commonly used in the report or over multiple reporting periods shall be included in the list. 

D9-8.3.4 This may not exceed one page in length.

 

D9-8.4 Executive Summary

D9-8.4.1  The PMO contractor shall deliver as part of the deliverable or product an Executive Summary that briefs the FTA executive staff in a clear, concise manner on the PMO contractor’s assessment, findings and recommendations, including any major issues that have an impact on the project's scope, schedule, budget, safety, or quality.

D9-8.4.2 This may not exceed one page in length  

D9-8.5 Provide a page break after each section of report (i.e. between Executive Summary and the body of the report).
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