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Project Controller 

Description

A project controller has several responsibilities. Typical project controller functions include advice on project management tools, coordination of project activities and administrative services such as document control, and the collection of actual results. When an official body provides the project controller, he or she may also serve as a repository for lessons learned and a central source of expertise in specialist support tools. The project controller is responsible for the project-specific performance of these support functions. 

The project controller may also be called the project supporter.

Abbreviation 

ProjCtr

Responsibilities 

The Project Controller performs or supports responsibilities assigned or delegated by the Project Manager or Project Director. The following are a sample of these responsibilities.

· Communications Management

· Calculate and produce internal financial communications.

· Administer project board meetings.

· Advise on the preparation of plans.

· Assimilate data and generate project reports.

· Assist in identifying and ranking key stakeholders.

· Assist with the compilation of reports.

· Calculate and produce internal financial communications.

· Collect actual data and forecasts.

· Collect progress information.

· Compile, copy, and distribute project management products as necessary or requested.

· Create and maintain the Contact List.

· Establish document control procedures.

· Establish, operate, and maintain a central filing system for interrelated projects.

· Plan communications requirements.

· Produce management reports.

· Produce project reports.

· Provide assistance with project manager’s responsibilities when requested.

· Provide orientation information to project members.

· Provide project management methodology expertise and advice.

· Serve as liaison with individual project and team leads.

· Support managers in project administration.

· Update plans with actual results.

Verify that communication between the organization and the project are timely, effective, and appropriate.

Financial Management

· Communicate and coordinate with the organization’s internal financial systems to facilitate invoice and payment processes.

· Complete the Financial Plan and obtain the appropriate approvals.

· Determine the appropriate formal and informal Schedules to manage the engagement contract. 

· Establish a payment tracking process and resolve any payment issues or inquiries.

· Establish the Financial Baseline.

· Identify, track, and report quality metrics established for performance reports.

· Monitor the status of accounts receivable.

· Prepare and assist the office controller in the preparation of bills and invoices. 

· Prepare and submit Time and Expense Data.

· Track the progress of the Financial Plan.

Validate compliance to time and expense policies and procedures by project members. 

Integration Management

· Archive project information to specified media.

· Collect feedback concerning who should receive Performance Reports and what information these reports should contain.

· Collect information from individual team members (such as weekly or biweekly team meetings or individual meetings) on their progress, issues, and forecasts.

· Gather project information to be archived.

· Identify any outstanding commitments from or to vendors.

· Collecting information from individual team members (such as weekly or biweekly team meetings or individual meetings) on their progress, issues, and forecasts. 

· Develop, update, and maintain the project management plans and integrated project plan. 

· Identify and resolve integration issues.

· Identify and resolve integration issues. 

· Identify the tools, methods, and Workplans that require integration. 

· Maintain tools, methods, and Workplans that require integration. 

· Provide specific guidelines for teams to use in developing and maintaining their Workplans. Provide a format for the Workplan

· Review individual team members' progress reports.

· Prepare a list of project information to be archived. 

· Prepare Performance Reports.

· Support project management in developing, updating, and maintaining the project management plans and integrated project plan. Specific task responsibilities should be defined for each project. 

Verify that there are physical (hard) copies of contract deliverables and legal documents. 

Logistics Management

· Arrange for conditioning, packing, and shipping of the logistics resource.

· Carry out or commission the evaluation of products and suppliers.

· Complete the Acquisition Requisition and ensure it contains appropriate approvals.

· Continually review logistics needs and make appropriate adjustments.

· Develop a decommission plan to deinstall, remove, or return logistics resources.

· Develop plans to commission the acquisition, installation, and maintenance of logistics resources. 

· Identify individuals and groups to interview; collect the requirements.

· Identify logistics resources no longer needed for the project.

· Identify suitable products, services, and suppliers to meet requirements.

· Identify, track, and report on quality metrics established for this task. 

· Inspect or review the resources to verify the resource availability and suitability. 

· Inspect or review the resources to verify the resource availability and suitability.

· Interview executives, managers, and staff to collect the requirements.

· Maintain records of the acquisitions and the quality controls applied.

· Plan, execute, and control quality processes, including the use of questionnaires, surveys, or samplings. 

· Plan, execute, and control the external activities for the environment preparation.

· Plan, execute, and control the installation, maintenance, and testing of goods and services.

· Plan, execute, and control the organization’s activities for the environment preparation.

· Prepare and report the status of the goods and service and any actions being taken or anticipated against the goods, services, or supplier.

· Receive goods and generate goods receipt transactions.

· Return faulty goods with necessary notifications.

· Schedule resources and create a workplan for preparing the Logistics Plan.

· Track progress of the environmental preparation and functional evaluation of the goods or services. 

· Track the progress and performance of staff support related to the goods and services.

· Track the progress of acquisitions and deliveries.

· Track the progress of decommissioned resources.

· Update the list of logistics contacts.

· Verify that final payments are made to suppliers or internal accounts.

· Verify that small acquisitions are completed and the proper acquisition expenses are processed.

Verify that the logistics resource is returned in a fair and reasonable condition. 

Organization Management

· Confirm each Deloitte resource’s roll-off date with the resource’s home office scheduling coordinator.

· Assemble and distribute project policies and procedures.

· Assist in the definition and implementation of the project office processes as requested.

· Assist in the planning and preparation of any roll-off events.

· Assist the project manager as requested.

· Compile availability reports.Compile candidate resumes and CDPs. 

· Conduct a periodic audit/review of the project office. 

· Develop and maintain the Performance Review Schedule.

· Document the organization breakdown structure.

· Edit candidate resumes to comply with organization requirements (if necessary). 

· Execute the project office processes. 

· Issue reminders about upcoming performance review schedule dates. 

· Organize and communicate information about team-building activities.

· Research the process for integrating each resource into his or her respective organization and briefing the project manager. 

· Reserve selected staff from each member’s respective office.

· Set up candidate interviews (if needed).

· Verify the completion of roll-on packages and roll-off checklists.

Verify that training events are reflected on the project calendar.

Procurement Management

· Determine the Scope of Effort and Processes to manage the engagement contract effectively.

· Implement or participate in change control activities.

· Monitor and report to management any expected disputes with the contract.

· Prepare fact analyses on dispute issues for management.

· Prepare the Client Contract Management Plan.

· Prepare the list of Key Components and Requirements for the engagement contract. 

· Review the engagement contract.

· Verify that the Client Contracts Administration Log is complete, archived, backed up, and recoverable, if necessary.

· Verify that the Client Contracts Administration Log is up-to-date and usable.

· Adhere to the procurement policies and procedures established by the procurement authority. 

· Assist in the transition from establishing the contract to administering the contract. 

· Assist the procurement authority with developing the strategy for the procurement contract method, contract type, or other procedures related to preparing the supplier request. 

· Develop the Procurement Plan and verify that the appropriate individuals approve it. 

· Establish a payment-tracking process and resolve any payment issues or inquiries. 

· Identify suitable products, services, and suppliers to meet the established procurement requirements. 

· Identify, track, and report the quality metrics for this task.

· Identify, track, and report the risks related to the procurement. 

· Implement formal performance monitoring practices required for the contract.

· Implement or participate in change control activities. 

· Monitor and report to management any expected disputes with the contract.

· Monitor the progress of the RFP, RFQ, IFB, or RFI.

· Prepare and participate in any bidder conferences or question and answer sessions with the supplier. 

· Prepare fact analyses on dispute issues for management. 

· Prepare the evaluation criteria for the procurement products and suppliers. 

· Track the progress of the Procurement Plan. 

· Verify that the Procurement Contract Administration Library is complete, archived, backed up, and recoverable, if necessary. 

· Verify that the Procurement Contract Administration Library is up-to-date and usable. 

Verify that timely feedback is prepared and delivered to the supplier and owning authority. 

Quality Management

· Document, and communicate the deliverable review process to the team. 

· Support the quality processes within the project

· Participate in quality issue resolution

Risk/Issues Management

· Assist the project manager in monitoring, documenting, and reporting on the risk management plan. 

· Assist with updates to any necessary issues, logs, or other documentation. 

· Assist with monitoring the status of the implemented risk mitigation plan. 

· Participate in the risk planning process to verify that the categories, priorities, and severity levels are reflected in their subsequent planning efforts.

· Support the project manager as needed. 

· Assist in developing or installing the Issues Log software.

· Assist in establishing the escalation and expediting procedures. 

· Assist in the development of the Issues Management Plan.

· Assist in the Issue Resolution Process. Assistance can include assigning issues to issue owners, approving issues for analysis, approving proposed issue resolutions for execution, assigning resources for issue resolution, expediting or escalating issues, closing issues, establishing and obtaining the organization’s written agreement for issue follow-up activities.

· Communicate the process defined in the Issues Management Plan to the project team.

· Establish the issues follow-up procedure.

· Identify the software to be used for the Issues Log, and define its required data fields.

· Maintain the Issues Log, including the transfer of data from the Issue Submission Form. 

· Prepare the Issues Status Report. 

· Produce Issues Status Reports for weekly project team meetings. 

· Recommend issues to submit to the escalation process. 

· Review the issue resolution actions for appropriateness and timeliness of execution.

· Review the issue resolution schedule and verify that it has minimal effects on the project schedule.

· Review the status of issues and evaluate their progress.

Verify that issue owners adhere to the procedures and protocols defined in the Issues Management Plan.

Scope/Change Management

· Act as focal point for project communications and change requests.

· Assist in the change control process. Assistance can include defining change request priorities, approving changes for analysis, approving proposed changes for execution, assigning resources for change request resolution, reviewing the status of changes and evaluating their progress, escalating or expediting changes for resolution.

· Communicate the process defined in the Issues Management Plan to the project team.

· Establish a method for classifying and recording change requests.

· Establish and obtain the organization’s written agreement for change request follow-up activities.

· Establish mechanisms that verify that every project member reviews and understands the Project Charter. 

· Identify and integrate other project and initiative requirements into the Work Breakdown Structure.

· Maintain the Change Request Log. 

· Maintain the file of change request forms. 

· Perform responsibilities of the project manager, as delegated by the project manager.

· Perform the necessary research for creating the Project Background. 

· Prepare and communicate the status of change requests.

· Prepare the Deliverables Review Process and Scope Management Strategy. 

· Prepare the Executive Summary. 

· Prepare the integrated Work Breakdown Structure.

· Prepare the milestone chart, budget, organization chart, and other approach materials. 

· Prepare the Project Information. 

· Provide copies of the log to the change control board in advance of the board meetings. 

· Provide direction and guidance to the project teams in the preparation of the team’s Work Breakdown Structure.

· Read the Project Charter.

· Recommend clarification changes to the Project Charter.

· Review and update the Project Charter, as needed. 

· Review the change request actions for appropriateness and timeliness of execution. 

· Review the Change Request Log. 

· Review the change request schedule and verify that it has minimal effects on the project schedule. 

· Understand the content of the Project Charter and its implications on the work to be performed.

· Update the Change Request Log with current information. 

· Update the project baseline based on approved change requests. 

· Verify that change owners adhere to the procedures and protocols defined in the Change Request Plan.

Workplan Management

· Create and refine the WBS.

· Decompose the WBS into work packages. 

· Develop the activity list for each WBS item.

· Establish the Project Baseline.

· Estimate activity duration. 

· Identify dependencies between activities in the WBS.

· Identify Resource Requirements.

· Identify WBS Milestones.

· Optimize the Workplan for constraints, resources, critical path, and activities.

· Provide input into work package identification and estimates of duration and resources.

· Sequence the activities in the WBS.
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