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1.0 OBJECTIVE

The purpose of this procedure is to describe the process of managing IT projects to

ensure that the benefits obtained from these projects are maximized.
2.0 SCOPE

The procedure covers the processes for the management of IT projects.

3.0 ACCOUNTABILITY

Governance and Customer Care {GCC), Information Technology Division.

4.0 ABBREVIATION (If any)
4.1 BP1 :  Business Process Improvement
42 PCR :  Project Change Request
43 DITO :  Deputy Information Technology Officer
44 FAT : Final Acceptance Test
45 FPM : Functional Project Manager
46 FSR . Feasibility Study Report
47 ITD . Information Technology Division
48 ITG . IT Governance
49 JPICT : Jawatankuasa Pemandu ICT
4.10 JTISA ¢ Jawatankuasa Teknikal ICT Sektor Awam
411 PIR :  Project Implementation Review Report
412 PMP :  Project Management Plan
4.13 PMRR . Project Management Review Report
4.14 RFQ . Request for Quotation
4.15 SDS : System Design Specification
4.16 SRS . Software Requirements Specification
4.17 TPM : Technical Project Manager
4.18 UAT :  User Acceptance Test
4,19 UTICTEC : University Technical ICT Committee
420 WBS :  Work Breakdown Structure

Page 2 of 13



Lyl gl ol )i Title : MANAGEMENT OF IT PROJECT
APERNATION) THIVERSTEY MALAY Ref. No. : IUMATD/07

YERNATIONAL BLAMIC THIVERSTEY MALAYIL
M@b@‘a@&kﬁw‘j_ Version No:  :03

: Revision No  : 00
Effective Date ; 02/2023

- Garden of Krowledge and _Viriulz

5.0 REFERENCE

5.1 Project Management Body of Knowledge (PMBOK), Project Management Institute
5.2 COBIT 2019

6.0 RECORD RETENTION PERIOD

R . ‘ RETENTION CCPONS
NO QUALITY RECORDS LOCATION PERIOD RESPONSIBILITY
1 | IT Request Forms Online Folder 3 Years ITG
, Feasibility Study Reports Online Folder 3 Years TG
(FSR)
3 | Minutes of FSR Meetings Online Folder 3 Years ITG
4 | Endorsement Letter Online Folder 3 Years ITG
Appointment letters for
5 | project managers and team Online Folder 3 Years ITG
members
Project Management Review .
6 Report (PMRR) Online Folder 3 Years ITG
7 | Project Charter Online Folder 3 Years FPM & TPM
8 | Project Management Plan Online Folder 3 Years FPM & TPM
(PMP)
9 | SRS and SDS Online Folder 3 Years FPM & TPM
10 | Project Status Reports OnTrack System 3 Years ITG
11 | Project Change Requests Online Folder 3 Years ITG
1 Operation Manuals, User Online Folder 3 Years FPM & TPM

Manuals, System
Documentation, etc.

13 | Project Closing Report Online Folder 3 Years ITG

Project Implementation Online Folder TG

' | Review Report (PIR) 3 Years

Page 3 of 13



L ,JL, MJHIMLJI.@LI!

¥ 3L, 14r 347 \H/’J
L.@LL.»{ p&i"*’d

% Gardcrf.aﬂ(now!edge and Virtue -

Title : MANAGEMENT OF IT PROJECT
Ref. No. : HUM/ATD/07

Version No: :03

Revision No : 00

Effective Date : 02/2023

7.0 PROCESS FLOW

IT PROJECT MANAGEMENT (APPLICATIONS}
1. PROJECT INITIATION

IT Request Form classified

START the requast asiT Profect
Procass Owner/
Smkeholder/ DITQ/ i BA
TG *
Process Owner/
t Submisston of
Stakehakdar PSR & Larmpiran 9A |
TG Return back to
Processowner €—n Comptete FSR ChecK st
to ba completed
yes
v
ITD Seniar
Management FSR Meeting
I
/
—-—Recommenrd by F: no
ITG wum?
e
3
PmcessOwner/
Stakahoider
ProcessOwnerf Submission of
Staks holder/ TG Amendad FER
{TG/ UTICTEC -
approval? "
yes
h 4
ITG Assign offidal project 1D, Project File
{PMRAR, Project Doctmentation
Checklist} and appaint PM and project
members
¥ h
Project Value: Projact Value:
<AMS0 K 2 RMSOK
. Pre paration of JPICT |
_domumentation
TPMY TG
Approval by IPICT. o
ya!
¥ ¥
Project Vatue! Project Valus:
= BM50K to < 1M 21
,ﬁ %—-mﬂ
TG
2 4 yes
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DOCUMENTS AND RECORDS
TO BE REFERRED

87 docume ntation

Feasthifity Study Repart
iampiran 9A

FSR Checklist

Feaslbility Study Report

FSR Meeting Almanac

UTICTEC Alrmanac

Project File/ PMRR/ Project
Documentation Checkllst /
Appolatment Letters

IPICT/ TISA Documentation

checklist

JAICE Almanac

ITISA Almanac
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IT PROJECT MANAGEMENT (APPLICATIONS)
2. PROJECT PLANNING

RESPONSIBILITY
/‘
@ﬁ -
!
s
h 4
Finalization of Technicaland User
Technical PM Require ment Specification
i Endorsement of Technical Spedifimtion |
Functionz| PM ¢
E Send aut RFQ |
Evaluation i
Cormmittee
I Conduict technical evaluation to selectvendor}
l o
Functional P
Pragare project proposal for procurement
approvaland submit to approving authosities
Functional PM
YES
Finance Division ¥
[ Award Project l
Profect Owner,
Projact Sponsor, h 4
oLA l Contract Agreement £
Technical PM, l
Functional PM, 5 "
Project Owner ,—) Bevelop Project Charter ot
Technical PMY NO /ctlm
DD Stakehalder role ares
Y _— " P
v
1 Kick Off Maeting l
b 4
Techrical PM Develap PMP
NO PMP
Approvad?
YES
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DGCUMENTS AND RECORDS
TO BE REFERRED

Dedare training and asseis included
within the Project

1ist of Registered Vendor {Partal}

Technical evaluation result
Quaotation

Pruposal to appraving authority

tetter of award

Contract agreement

Projact Charter

PMP
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IT PROJECT MANAGEMENT (APPLICATIONS)
3. PROJECT EXECUTION

RESPONSIBILITY DOCUMENTS AND
RECORDS TO BE REFERRED
a URS/ Product Backlog/
oM E Drevelop URS / Product Backlog ! Washilist
Develop SRS 7 SDD 7 Sprint Planning & § SRS/ SDD/ Sprirt Planning/
EA (%gram i Prioritization & EAdlagram
';1 Develop Prototype / Sprint Backlog Er(—] Prototype/ Sprint BacKog
— NO
¥ <=7 Sprint Ready?
{ Sarint Review/ Coding/
ul Change?/>—No)3 Developn:nt/ coding } ataase Reviaw
I Sprint is-done I
| Sptint Review 1
N Sprint Review Approv Unit Testing/ User Acceptance
Test [Entrance/Exit Checkiist)
TeM NG YES
et ¥ES
FM L]
i Wi nimal Viabte Product l User/ Technical Manual
I Move ta praduction enviroment ! Mova to Productlon Form
™M Change Request?
yes
TP Extention of ime?
YES
Appraved of EOT No Project Change Requast
TPM Farm
v
l Implement Change |
™M +
l Update PMP | PP
M —v-)l Final Acceptance Test/ Vulnerability Test %4(—

FAT
Test Saipt
) /7\ .
V”'"e;::‘m"llf‘/ UAT Entrance/ Exit ChecHlst

YES
Y

Conduct Tralnlng
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IT PROJECT MANAGEMENT (APPLICATIONS)
4. PROJECT MONITORING & CONTROLLING

RESPONSIBILITY DOCUMENTS AND RECORDS
TO HBE REFERRED

TPM OnTrack Submission OnTrack

¥
Report on any changes and updates to
TPM the project PMP with regards to scope,
schedule, issues and risks

r

TPM Adhere to the Project Documentation Project Documentation
Checklist and PMRR Chacklist and PMRR
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IT PROJECT MANAGEMENT {APPLICATION])
5. PROJECT CLOSING

RESPONSIBIUTY DOCUMENTS AND REQORDS TO
BE REFERRED

BM Krowiedge Transfer to Cperations and Support Operations manuai
Staff Project Handover Report
TPM Obtain Project Closing Farm mcommendation Project Clasing Farm

s /V)ﬁ\
Toject Glasing Fa
ITG W

Ygs
TP Prepare project dosing report and cail for praject
(< closing meeting to hand-over to process awners
and relevant stakeholders

¥

M Completa all acthvities in OnTrack and Submit the
Pmject File to {TPMO

Project Closing Repart

i OnTrack/ Project File

M Prepare Project Handover Report to Support
Staff {if necessary)

o holder appro Project Handover Report
closing?
o
YES
BM Handover to process owner. Project Closing Repart
signed
Project Closing Report
ITG Submission of EA bluaprint into EA Repository
h 4
Bi Updating of Configuration Item
h 4
Maintenance and Warranty
16

Resend the PIR (dateline 2 *\m
weeks from newdate  4=N mplementation Review... PIR
issuad) ated by TPM
TG

yes

mplemantation i ITG received the PIR
eted by W yesr—> completed PIR
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RESPONSIBILITY

Process Qwner/
Stakehalder

176G

ITD Senior
Management

IT6

Prapess Owner/
Stakeholdar

Procass Owner/
Stakeholder/ MG

ITG/ UNCTEG

HEe]

TP/ ITG

IT PROJECT MANAGEMENT (INFRASTRUCTURE)
1. PROJECT INITIATION

IT Request Ferm classified the
request as IT Project

Submission of
FSR & Lampiran 9A

Return back to
Process ownar H—n
to be completed

Complete FSR ChecHist

yeas

\ 4
FSR Meeting

Recommend by FSR Meeting?

yes

es
Y"

Submission of
Amended FSR

-
ot
Yy

UTICTEC Technical
approval?

=1
V'

Assign official project 1D, Project File
{PMRR, Project Documentation
Chedklist} and appoint #M and project
members

! }

Project Value: Projedt Value:
< RMS500 K 2 RMSO0K

Approval by JPICT

ng

Project Valua:
2 5M .

Project Value:

2 RM500K to < 5

Appraval by ITISA no

yer

GI;\:
A
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DOCUMENTS AND
RECORDS TO BE REFERRED

Feaslbifity Study Report
Lampiran 9A

FSR Chackiist

Feasthillty Study Repart

FSR Meeting Almanac

UTICTEC Almanac

Pmojedt Filef PMRR/ Project
Oocurmentation Che cklist /
Appointment Letters

IPICT/ ITISA Documentation checklist

JPtCT Almanac

JTI8A Almanac
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Responsibility

TPM

™M

FPM

FPM

FPM

Finance Bivision

TPM,FPM,Project
Sponsor,|ITG

TPM,FPM

TPM/DITO/Stakeholder

TPM/FPM/
DITO/Stakeholder

TPM

IT PROJECT MANAGEMENT (INFRASTRUCTURE)
2. PROJECT PLANNING

&

Finalization of Technical and User Requirement
Specification

Y
Send out RFQ

¥

Conduct Technical Evaluation to select Vendor

Y

Prepare project proposal for procurement
approval and submit it to approving authorities

v

Project proposal
approved?

Award Project

Y

Contract Agreement

v

Develop Project Charter

v

Project Charter
approved?

Kick Off Meeting
Y
> Davelop PMP
no *

PMP Approved?

yes
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Documents and Records to be
referred

Declare training and assets
included within the Project

Technical evatuation result
quotation

Proposal to approving authority

Letter of Award

Contract Agreement

Project Charter

PMP
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IT PROJECT MANAGEMENT (INFRASTRUCTURE)
3. PROJECT EXECUTION {CHANGES INCLUDING PAYMENT)

RESPONSIBILITY DOCUMENTS AND
RECORDS TO BE REFERRED
TPM Project Change Request
FPM NO YES Form
ITD Senior
Management Approval for Changes
NO
st
™M Implement Change PMP, Project Charter, SRS,5DS
b 4
. Test Script
M Conduct UAT/FAT/Penetmation Tast/ | N
Performance Test UAT Entrance/ Exit
Checkiist
b 4
N UAT/FAT
Succassful?
YES
TPM Conduct Training
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IT PROJECT MANAGEMENT {INFRASTRUCTURE)
4. PROJECT MONITORING & CONTROLLING

DOCUMENTS AND RECORDS

RESPONSIBILITY
TO BE REFERRED

M .

OnTrack Submission OnTrack

y
oy Repart on any changes and updates to
the project PMP with regards to scope,
schedule, Issues and risks
&

TPM Adhere to the Project Documentation Project Documentation

Checklist and #MRR Checkllst and PMRR
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RESPONSIBILITY

PM

TPM

ITG

TPM

TP

TPM

PM

PM

ITG

TG

TG

IT PROJECT MANAGEMENT (INFRASTRUCTURE}

5. PROJECT CLOSING

¥Know edge Transfer to Operations and Support
Staif

¥

I—b Qbtain Projact Closing Form recaommendatian

no PGjact Closing O
Recommended

yes
h 4

Prepare project dosing report and calf for projact
= closing meeting to hand-over to process owners
and relevant stakeholders

v

Complete all activities in OnTrack and Submit the
Pmject File to ITPMO

b )

Prepare Praject Handover Report to Support
staff (if necessary}

ke holder approve
closing?

YES

'

Handower to process owner, Project Closing Report
sighed

'

Submission uf EA blueprlnt into EA Repusllnry

h 4

Updating of Gonfiguration ltem

Maintenance and Warranty

waeks from new date
issued)

Resend the PIR [dateline 2

smpleted by TPM 8

ITG received the

Yes completed PIR

no P END
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DOCUMENTS AND RECORDS
TQ BE REFERRED

Operations manual
Project Handover Report

Project Closing Farm

Project Closing Report

OnTrack/ Project File

Project Handover Report

Project Closing Report

PR

PiR




