Setting up the Project Library Structures
Most projects keep an electronic directory structure to store project information.  Many keep, in addition, a physical copy - hardcopy binder or filing system.  It is recommended that both the hardcopy and physical copy use the same structure.  

This reference gives instructions and illustrations for setting up an electronic directory structure, then followed by instructions for hardcopy or physical.  It also includes the recommend naming conventions for documents stored in the standard structure.

Standard Project Library

Level 1 of the Library

The project library is organized based on the same structure as the standard project plan and schedule.  Level 1 is the minimum level standard for any project.  This means all projects should have and use these folders.  Additional folders can be added within these folders.  See Level 2 and 3.

Initiating 
Contains documents that started the project, i.e. product description and charter.

Planning 
Contains all project plan documents, i.e. plan, schedule communication plan.

Executing
Contains all the documents having to do with the requirements, defining, constructing, testing, and implementing of the product.

Controlling
Contains all the project management work products except the plans, i.e. Quality Mgmt materials, Communication Materials, Change Mgmt material, Status.

Closing
Contains the projects final lessons learned and project close out materials.

Archive
Contains materials no longer needed or replaced by a new version.
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Templates
Contains templates, logs, forms to be used on the project.

Level 2 of the Library
Level 2 expands each of the level 1 folders, giving further direction as to where to store or find particular materials.  

Again this structure is based on the structure of the plan, schedule, and life cycle model.  For example, in “3_Executing folders’, they should be set up to capture all the materials for the “Requirements” activity, as well as, the “Analysis” activity and so on.

The folders at Level 2 should be adjusted by removing folders not needed for the size and type of project.  Small projects may need only the first level – as on the proceeding page.  Medium sized projects may use some of the level 2 folders below, and larger projects may need a third layer – next page.
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Level 3 of the Library
Level 3 expands some of the level 2 folders again giving further direction as to where to store or find particular materials.  

Most do not expand further than level 2.  Two expanded folders are shown below, “Communications Management”, and “Procurements & Contracts”.
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Setting up the Electronic Project Library Structure
The directory structure can currently be set up by downloading the compressed file 'Project Libraries.exe' and running the executable file.  When the file is launched you will receive the following prompt:
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Select 'OK' to continue the process or 'Cancel' to end this process.  Selecting 'OK' opens a dialog box that displays the default installation location and directory.  Here you can specify a different location and directory where the project library files are to be installed.  This can be done by selecting the ellipse button (…). 

The name of the directory/folder should be an acronym relating to the title of the project i.e. NEDDS.  Please see following tips for multiple projects to build and/or maintain one system.  Once you have selected where you want to install the project library folders, select the 'Extract' button.  This will copy the set of standard project folders illustrated in the previous pages into your directory structure for your project.   Select 'OK' to complete the process.

Tips for setting up a project directory structure for very large projects or maintenance projects.

Large projects may want to set up a project directory structure for the system they are developing in either of the following ways:


Option 1:

<Project Name>


1_Initiating


2_Planning


3_Executing



Phase 1




1_Initiating

2_Planning


3_Executing


4_Controlling


5_Closing

Phase 2




1_Initiating

2_Planning


3_Executing


4_Controlling


5_Closing


4_Controlling


5_Closing


Archive

Templates

Option 1 recognizes that for a project with multiple phases, there is an 'Initiating', 'Planning', 'Executing', 'Controlling', and 'Closing' for the project as a whole.  For example at the top level:

	Initiating folder:
	Contains documents that started the project.

	Planning folder:
	Contains planning documentation for the project as a whole.

	Executing folder:
	Contains all the documents having to do with the requirements, defining, constructing, testing, and implementing of the product as a whole as well as directories for each of the individual project phases.

	Controlling folder:
	Contains all the project management work products except the plans, i.e. Quality Mgmt materials, Communication Materials, Change Mgmt material, Status that relate to the project as a whole.

	Closing folder:
	Contains the projects final lessons learned and project close out materials.

	Archive:
	Contains materials no longer needed or replaced by a newer version.

	Templates:
	Contains templates, logs, forms to be used on the project.


In this option all phases of the project are located in the top level 'Executing'  directory.  Each phase of the project will go through, at some level, each of the five process areas.  Documentation contained in the 'Phase' level directories will be similar to the documentation in the top level directories but will relate to a specific phase.

Option 2:

<Project Name>IS


<Project Name> Phase 1





Initiating



Planning





Executing



Controlling





Closing


<Project Name> Phase 2



Initiating





Planning



Executing



Controlling



Closing

Archive

Templates

Option 2 makes finding the information related to the phase being worked simpler for the project staff.  It also assumes that early, less risky stages, can use the high-level folders. As the phases become more risky and more information needs to be stored, more formally the later stage may require a deeper more sophisticated folder structure.

Option 3

<Project Name>


Initiating


Planning


Executing


Controlling


Closing

Option 3 keeps the number of level of folders down.  It does require that the documentation file names clearly establish the phase in which the document is associated with.  If all materials are going to be reiteratively updated, i.e. the project charter for the first phase is update to reflect the needs of the 2nd phase, rather than a replacement – this option works better.

Option 2 tends to work better for maintenance systems where each maintenance project is a separate folder.

Setting up the Hardcopy Binder/Filing Project Library Structure 
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If you are planning on setting up and keeping a hardcopy version of the project materials it is recommended that you use the same basic structure of the electronic library.  The following structure for a binder or filing drawer is recommended:

Standard level 1 - label dividers for your binders are available from the PMO administrative staff.

Standard Document Naming Structure 

The following naming convention is recommend for all project documents:  

<Acronym> <Document Name> <optional version number> < optional date>

Acronym – should be project acronym, i.e. “HIPAA”. If the document is not specifically associated with a project or the project has been moved into maintenance, the acronym should be the application acronym, i.e. “FACIS”.  If the document is not specifically associated with a project or application, then the acronym should be an organization or group acronym, i.e. “DRM”.  

Example – RISE Code Specification.doc

Document Name – The title of the document.  If the document is a deliverable, the document name should be the deliverable name, i.e. “Requirements Definition”.  If the document was produced using a template, the document name should be the template name, i.e. “Charter”.  If the document is an informal document, notes of some sort or a list, the document name should be an informal title, i.e. “List of Training Attendees”.

Example- ISE Meeting Minutes 082101.doc

Version Number – indicates a level of draft, revision, and final version.  A document that has not been created previously starts as a draft and can be tracked through various draft changes as D1, D2, D3… until it becomes a final approved version.  Final versions should be documented similar to a release, 1.0, 1.1, 1.2,.  When a final version needs revised, it should be number with the release and tracked through various revisions as 1.0 R1, 1.0 R2 , 1.0 R3, until approved as a new release of 1.1.

Examples:

CCAP Technical Alternatives D1.doc 
draft

CCAP Technical Alternatives D2.doc
draft
CCAP Technical Alternatives 1.0.doc
first release

CCAP Technical Alternatives 1.0 R1.doc

first release revision

CCAP Technical Alternatives 1.0 R2.doc

first release revision

CCAP Technical Alternatives 1.1.doc

second release 

Date – indicates a document date.  If you are going to use a date in the naming convention the order of the date must by “mmddyy”.

Example – DRMDB2 Test Plan 112701.doc
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