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1.0 OBJECTIVE

The purpose of this procedure is to describe the process of managing IT projects to ensure that
benefits obtained from these projects are maximized.

2.0 SCOPE

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

3.0 ACCOUNTABILITY

Quality Assurance & Customer Care (QACC), Information Technology Division.

4.0 ABBREVIATION (If any)

4.1 BPI : Business Process Improvement

42 CR : Change Request

43  DITO . Deputy Director

44  FAT : Final Acceptance Test

45 FPM : Functional Project Manager

46 FSR : Feasibility Study Report

47 ITD :  Information Technology Division

48 QACC ¢ Quality Assurance & Customer Care
49  JPICT . Jawatankuasa Pemandu ICT

4,10 JTISA + Jawatankuasa Teknikal ICT Sektor Awam
4,11 PIR . Project Implementation Review Report
412 PMP : Project Management Plan

4.13  PMRR . Project Management Review Report
414 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 14



Garden of Knowledge and Virtue

Title

Lyl spallelizsallulllacabull

THTERNATIONAL ISTAMIC mmmmmm

LSS

5.0 REFERENCE

5.1
52
5.3
54
5.5
5.6
5.7

Ref. No.
Version No: : 04
Revision No :02
Effective Date

: MANAGEMENT OF IT PROJECT
: ITUM/ITD/07

: 07/08/2026

Project Management Body of Knowledge (PMBOK), Project Management Institute

I[TUM ICT Policy

ICT Regulations

Information Management Policy
[TUM ICT Security Policy

IT Infrastructure Library (ITIL)

Control Objectives for Information and Related Technologies (COBIT)

6.0 RECORD RETENTION PERIOD

(PIR)

Quality Records Location Retention  Responsibility
Period
1. | IT Request Forms Online Folder 3 Years QACC
2. | Feasibility Study Reports (FSR) Online Folder 3 Years QACC
3. | Minutes of FSR Meetings Online Folder 3 Years QACC
4. | Endorsement Letter Online Folder 3 Years QACC
5. | Appointment letters for project managers Otiline Folder 3 Voars QACC
and team members
6. | Project Management Review Report ;
(PMRR) Online Folder 3 Years QACC
7. | Project Charter Online Folder 3 Years FPM&TPM
8. | Project Management Plan (PMP) Online Folder 3 Years FPM&TPM
9. | SRS and SDS Online Folder 3 Years FPM&TPM
10. Project Status Reports OnTrack 3 Years QACC
System
11.| Project Change Requests Online Folder 3 Years QACC
13.| Operation Mannals, st Maguals, Online Folder | 3 Years FPM&TPM
System Documentation, etc.
13.| Project Closing Report Online Folder 3 Years QACC
14.| Project Implementation Review Report Oriliae Folder % Veuts QACC
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7.0 PROCESS FLOW

IT PROJECT MANAGEMENT (INFRASTRUCTURE)

Title
Ref. No.

Effective Date

1. PROJECT INITIATION

RESPONSIBILITY

START

IT Request Form classified the
request as IT Project

Submission of
FSR & Lampiran 9A

Complete FSR Checklist

yes

FSR Meeting

Process Owner/
Stakeholder
Return back to
CC
o Process owner |4
to be completed
ITD Senior
Management
QACC

Process Owner/

Recommend by FSR Meeting?

no

Stakeholder

yes

Submissian of

Process Owner/ Amended FSR

Stakeholder/ QACC
&
<4
Y
QACC/ UTICTEC UTICTEC Technical
approval?
yes
Y
Assign official project |D, Project File
QACC (PMRR, Project Documentation
Checklist) and appoint PM and project
members
| ‘
Project Value: Project Value:
<RM500 K 2 RM500K
TPM/QACC Approval by JPICT
no
Project Value: Project Value:
= RMSO00K to < 5M z5M
Approval by JTISA
QACC
<
Lt
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DOCUMENTS AND
RECORDS TO BE REFERRED

Feasibility Study Report
Lampiran 9A

FSR Checklist

Feasibility Study Report

FSR Meeting Almanac

UTICTEC Almanac

Project File/ PMRR/ Project
Documentation Checklist /
Appointment Letters

JPICT/ ITISA Documentation checklist

JPICT Almanac

ITISA Almanac
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RESPONSIBILITY

TPM

TPM

FPM

FPM

FPM

Finance Division

TPM, FPM,
Project Sponsor,
QACC

TPM, FPM

TPM/
DITO/
Stakeholder

TPM/ FPM
DITO/
Stakeholder

TPM
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Title

Ref. No.
Version No: : 04
Revision No :02
Effective Date

g

IT PROJECT MANAGEMENT (INFRASTRUCTURE)
2. PROJECT PLANNING

Finalization of Technical and User
Requirement Specification

v

Send out RFQ,

v

Conduct technical evaluation to select vendar

)’

Prepare project proposal for procurement
approval and submit to approving authorities

no

Project proposal
Approved?

yes
h 4

Award Project

v

Contract Agreement

T

Develop Project Charter

Yes

¥

Kick Off Meeting

—

Develop PMP
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DOCUMENTS AND
RECORDS TO BE REFERRED

Declare training and assets included
within the Project.

Technical evaluation 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

;| DOCUMENTS AND
RESPONSIRILITY | RECORDS TO BE REFERRED

Change Req
YES
TPM . Project Change Request
FPM Amend the CR Request for Project Change ! Rt
ITD Senior | |
Management NO Approva 40
YES
™M implement Change i PMP, Project Charter, SRS,5DS
i — | Test Script
TPM Conduct UAT/FAT/Penetration Test/ N | UAT Entrance/ Exit
Performance Test i N
i Checklist

Y

UAT/FAT
Successful?

YES

TPM Conduct Training
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IT PROJECT MANAGEMENT (INFRASTRUCTURE)
3. PROJECT EXECUTION (CHANGES INCLUDING PAYMENT)

! ;| DOCUMENTS AND
RESPONSIBILITY | | RECORDS TO BE REFERRED
TPM Project Change Request
FPM NO YES i Form
ITD Senior i
Management - Approval for Changes |
NO
YES
TPM Implement Change PMP, Project Charter, SRS,5DS
; —_— ST | Test Script
M onduct UAT/FAT/Penetration Test/ | UAT Entrance/ Exit
Performance Test H B
i Checklist
i UAT/FAT
Successful? :
YES i
TPM Conduct Training
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TPM
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TPM

Effective Date : 07/08/2026

IT PROJECT MANAGEMENT (INFRASTRUCTURE)
4. PROJECT MONITORING & CONTROLLING

DOCUMENTS AND
! RECORDS TO BE REFERRED

OnTrack Submission I OnTrack

v

Report on any changes and updates to

the project PMP with regards to scope,
schedule, issues and risks

l

i
i
|
i
1
i
i
i
i
Adhere to the Project Documentation ! Project Documentation
)
1
i
]
i
|
1
1
1
]

Checklist and PMRR Checklist and PMRR
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RESPONSIBILITY |

PM

TPM

TPM

TPM

TPM

PM

PM

Effective Date : 07/08/2026

IT PROJECT MANAGEMENT (INFRASTRUCTURE)
5. PROJECT CLOSING

Knowledge Transfer to Operations and Support
Staff

v

Obtain Project Closing Form recommendation

e Pfoject Closing For
Recommended?

yes
Y

Prepare project closing report and call for project
——3» closing meeting to hand-over to pracess owners
and relevant stakeholders

¥

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

. !

Prepare Project Handover Report to Support
Staff (if necessary)

akeholder approved
closing?

YES

v

Handover to process owner. Project Closing Report
signed

!

Submission of EA blueprint into EA Repository

Updating of Canfiguration Item

A 4

Maintenance and Warranty

Resend the PIR (dateline 2
weeks from new date [N
Issued)

implementation Revie
pleted by TPM & ER

yes

ITG received the
completed PIR

mplementation
ted by TPM &
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DOCUMENTS AND
RECORDS TO BE REFERRED

Operations manual
Project Handover Report

Project Closing Form

Project Closing Report

OnTrack/ Project File

Project Handover Report

Project Closing Report

PIR

PIR
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RESPONSIBILITY

Process Owner/
Stakeholder/ DITO/
QACC

Process Owner/
Stakeholder

IT PROJECT MANAGEMENT (APPLICATIONS)
1. PROJECT INITIATION

IT Request Form classified
the request as IT Project

START

S

v

Submission of

FSR & Lampiran 9A
QACC Return back to
Process owner [<—n Complete FSR Checklist
to be completed
yes
h 4
ITD Senior .
Management ‘ FSR Meeting l
QACC
Process Owner/
Stakeholder
yes
Submissi f
Process Owner/ J;rjn:r‘lsiggsﬁ
Stakeholder/ QACC
QACC/ UTICTEC CTEC Technical
approval?
yes
A 4
QACC Assign official project ID, Project File
(PMRR, Project Documnentation
Checklist) and appoint PM and project
members
I Project Value: Project Value:
| <RMSOK 2 RMSOK
Preparation of JPICT |
documentation
TPM/ QACC
Approval by JPICT
ye
Praje::t Value: Project Value: |
| 2 RMSOK to < 1M 2 1M i
Qacc ‘ Inform requestor /J
b — + - —
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BPI documentation

Feasibility Study Report
Lampiran 9A

FSR Checklist

Feasibility Study Report

FSR Meeting Almanac

UTICTEC Almanac

Project File/ PMRR/ Project
Documentation Checklist /
Appointment Letters
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RESPONSIBILITY

Technical PM

Functional PM

Evaluation
Committee

Functional PM

Functional PM

Finance Division

Project Owner,
Project Sponsaor,
oLA

Technical PM,
Functional PM,
Project Owner

Technical PM/
DD/ Stakeholder

Technical PM

IT PROJECT MANAGEMENT (APPLICATIONS)
2. PROJECT PLANNING

Qutsource Project?

YES

¥

Finalization of Technical and User
Requirement Specification

v

| Endorsement of Technical Specification }

v

| Send out RFQ ]

{

Conduct technical evaluation to select vendor

|

Prepare project proposal for procurement

approval and submit to approving authorities

Project proposa
Approved?

NO

YES

‘ Award Project |

A

‘ Contract Agreement |

|

Develop Project Charter

Project Charte!
Approved?

YES

NO

Kick Off Meeting

Y

Develop PMP
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DOCUMENTS AND
RECORDS TO BE REFERRED

Technical evaluation result
Quotation

Proposal to approving authority

Letter of award

Contract agreement

Project Charter

PMP
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IT PROJECT MANAGEMENT (APPLICATIONS)
3. PROJECT EXECUTION

RESPONSIBILITY | ! DOCUMENTS AND
{ RECORDS TO BE REFERRED

i i URS/ Product Backlog/
4 D i
o ; [ evelop URS iiroduct Backiog I  wishlist
Develop SRS /SDD / Sprint Planning & SRS/ SDD/ Sprint Planning/
: EA diagram Prioritization & EA diagram
{ #
; :{ Develop Prototype / Sprint Backlog Prototype/ Sprint Backlog
' i Sprint Review/ Coding/
i nge!opme.m,’ coding I Database Review
' Sprint is-done |
i Sprint Review l H
H Unit Testing/ User Acceptance
H i Test (Entrance/Exit Checklist)
™™ i
: NO H
™™ ! §
FPM i
i | Minimal Viable Product [ i\ User/ Technical Manual
} | Move to praduction enviroment ‘ E Move to Production Form
TPM 1 Change Request? :

ves i
i b1 |
i i
i YES i

Approved of EOT NO i Project Change Request
i i Form

i yes
Y

| Implement Change I :

¥ 3

i | Update PMP I —

TPM

TPM i —bi Final Acceptance Test/ Vulnerability Test |Q4—

FAT;
Vulnerability Test

Test Script
i UAT Entrance/ Exit Checklist

H Conduct Training

TPM H
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IT PROJECT MANAGEMENT (APPLICATIONS)
4. PROJECT MONITORING & CONTROLLING

| DOCUMENTS AND
RESPONSIBILITY RECORDS TO BE REFERRED
i
TPM OnTrack Submission ' OnTrack
|
v
Report on any changes and updates to :
TPM the project PMP with regards to scope, !
schedule, issues and risks !
TPM Adhere to the Project Documentation | Project Documentation
Checklist and PMRR Checklist and PMRR
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IT PROJECT MANAGEMENT (APPLICATION)
5. PROJECT CLOSING

RESPONSIBILITY | ! DOCUMENTS AND
RECORDS TO BE REFERRED

Knowledge Transfer to Operations and Suppart
Staff

i B

Obtain Project Closing Form recommendation

na Project Closing Far
Recommended?

yes
A 4

Operations manual
Project Handover Report

PM

M Project Closing Form

Prepare project closing report and call for project
—¥»| closing meeting to hand-over to pracess owners
and relevant stakeholders

v

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

|

Prepare Project Handover Report to Support
Staff (if necessary)

akeholder approved
closing?

YES

v

Handover to process owner. Project Closing Report
signed

|

Submission of EA blueprint into EA Repository

TPM
Project Closing Report

TPM

OnTrack/ Project File

TPM

PM Praoject Handover Report

PM Project Closing Report

Updating of Configuration Item

v

Maintenance and Warranty

Resend the PIR (dateline 2
weeks from new date =N
issued)

mplementation Revie PIR

pleted by TPM & EPA

yes

¥

QACC received the
completed PIR
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