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[bookmark: _nlt24ftkf34b]1. Purpose:
To ensure consistent, effective, and efficient management of projects within the MSP, while aligning with industry best practices and client expectations.

[bookmark: _ska2dh4jkhvl]2. Scope:
This SOP applies to all projects undertaken by the MSP, regardless of size, scope, or duration.

[bookmark: _f8xl9y8hksc2]3. Procedure:
[bookmark: _9twoganhevxs]3.1. Project Initiation:
· Needs Identification: Recognize the client's needs and potential opportunities.
· Feasibility Study: Conduct an analysis to determine project viability.
· Stakeholder Identification: List all internal and external parties involved in the project.
· Initiation Document: Prepare a brief detailing the project's objectives, stakeholders, estimated costs, and potential benefits.
[bookmark: _834kzytzzffh]3.2. Project Planning:
· Scope Definition: Clearly define what the project will achieve and what it will not cover.
· Resource Allocation: Assign necessary human, financial, and technical resources.
· Time Estimation: Draft a project timeline with milestones and deadlines.
· Risk Management: Identify potential risks and prepare mitigation strategies.
[bookmark: _11enzfeh4gfc]3.3. Project Execution:
· Task Allocation: Assign tasks to team members based on expertise.
· Monitoring: Continuously track project progress against the plan.
· Communication: Maintain regular communication with stakeholders through status reports and meetings.
· Quality Assurance: Ensure deliverables meet the predetermined standards and client requirements.
[bookmark: _fb86cupqjrz0]3.4. Project Monitoring and Control:
· Performance Tracking: Compare actual progress with the plan and make necessary adjustments.
· Change Management: Document any changes to the scope, resources, or timeline and communicate them to all stakeholders.
· Risk Monitoring: Revisit potential risks and adjust mitigation strategies as necessary.
[bookmark: _j2uz23x26pj7]3.5. Project Closure:
· Completion Analysis: Compare project outcomes with initial objectives.
· Stakeholder Approval: Obtain formal sign-off from the client and other stakeholders.
· Lessons Learned: Document insights gained during the project for future reference.
· Project Archiving: Store all project documents in a designated repository for future reference.
[bookmark: _1zddye29zbyr]4. Documentation:
Ensure all project documents, including initiation documents, plans, status reports, change logs, and closure reports, are stored in the MSP's Document Management System (DMS).

[bookmark: _88i0dot63ip7]5. Continuous Improvement:
Regularly review and refine the Project Management Methodology based on feedback from stakeholders and lessons learned from past projects.

[bookmark: _640n2y7et9i9]6. Training & Competence:
Ensure all project managers and team members have undergone necessary training in this methodology. Continuous training should be provided as updates are made.
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