CHAPTER THIRTEEN

Additional PM Responsibilities


13.1.
Required Reports and Forms.  The following is a list of required reports and forms to be completed by the PM during the life of a project.  Also a reference is given where additional information concerning use of these reports and forms is  located.  
a.  FACT SHEETS



Refer to Project Manager’s Handbook, Chapter 13.2.



b.  VA CONSTRUCTION PROJECT MANAGEMENT INFORMATION REPORT




Refer to Project Manager’s Handbook, Chapter 6.10.
d.  DESIGN PERIOD COST CONTROL



Refer to Project Manager’s Handbook, Chapter 1.6.


e.  REPORTABLES



Refer to Project Manager’s Handbook, Chapter 5.16 & 10.15.
f.  VALUE ENGINEERING




Refer to Project Manager’s Handbook, Chapter 5.14 & 10.16.
g.  CLAIMS LOG




Refer to Project Manager’s Handbook, Chapter 12.6.
h.  TECHNICAL  REVIEWS




Refer to Project Manager’s Handbook, Chapter 4.5.
i.  PROJECT WORKLOAD




Refer to Project Manager’s Handbook, Chapter 13.4.
j.  FUTURE FUNDING NEEDS




Refer to Project Manager’s Handbook, Chapter 13.5.
k.  CLIENT SATISFACTION SURVEY DURING DESIGN
Refer to 
Project Manager’s Handbook, Chapter 4.6.
l.  CLIENT SATISFACTION SURVEY DURING CONSTRUCTION



Refer to Project Manager’s Handbook, Chapter 9.9.

m.  AE EVALUATIONS




Refer to Project Manager’s Handbook, Chapter 12.10.


n.  CONTRACTOR EVALUATIONS



Refer to Project Manager’s Handbook, Chapter 12. 11.

o.  POST OCCUPANCY EVALUATIONS




Refer to Project Manager’s Handbook, Chapter 9.25
13.2.
Internet Fact Sheets.  Upon delegation of a project for planning, the Project Manager shall initiate a fact sheet specific to the project.  The fact sheet shall be maintained and updated by the 10th day of each month.  The fact sheets provide a medium for medical center personnel and those outside the VA to obtain current information via the Internet concerning a particular major construction project
The initial version of the fact sheet should be saved in Project Management’s electronic filing system in a file named with the project location and any distinguishable nomenclature if more than one project exists at that site.  The footer of the fact sheet should indicate the date updated.  For existing fact sheets, open the existing file and modify with current data.  Save the new version by overwriting the old.  Make sure that the footer has been annotated with the current “as of “ date.  Next, open page 2 of the fact sheet and modify it with current data.  Also save this by overwriting the old version.  Once complete, notify Project Management Service (183B)  via e-mail that information has been updated for that month.  Project Management  will then review the information and store the final document  for retrieval by Program Resource Service who then transfers the information to the Internet for viewing.

13.3.
Hot Issues.  These are issues delegated to (183B) by (18) as requiring current status update on a monthly basis.  They are used to keep (18) apprised of current information concerning topics that they indicate are of importance.  These topics are provided by (18) to (181), (182), and (183).  If a hot issue is to be tracked, the Team Leader, or Director, Project Management Service (183B) will notify the respective PM.  Not every project will have a hot issue to account for, only those designated by (18).  These issues shall be updated by the 10th of every month from conception until no longer needed by (18).  

The issues are located at Q\183B\PROJECT MANAGERS’\HOT ISSUES\<file name>.   To create an initial file formatting for the issue, the PM should reference one of the existing issues in the folder.  The initial version of the issue should be created and filed with the issue name and date updated.  Subsequent monthly updates should be created by opening the previous update, modify as required, and saving as a new file with the issue name and a new date.



13.4. Project Workload.  This spreadsheet is used by (183B) to maintain current staff workload and forecast possible assignments of future projects based on current workloads.  The PM is given the opportunity to review this file and provide the Project Director with update information relevant to current workload status or projected assignments.  No modifications are to be made to the form by the PM without prior approval of the Project Director.

13.5.
Future Funding Needs.  This report is used to identify future funding for Asbestos, Hazardous Waste, Claims Consultants, and APF needs.  The report enables Service Deliver Office (183) to identify sources or request additional funding if necessary.  The report should be reviewed semiannually and updated if necessary.

The PM should open the current years funding needs spreadsheet and update the information in the file with current data and save.  A new file should be created each year.
13.6. 
Reportables - Monitoring possible Reportables is another reason that the project schedule (see Chapter 6.3.) must be maintained by the PM and data from it accurately reported monthly to CMIS (see Chapter 6.9).   CMIS staff  review the MIS Schedules for projects that have not had the contracts (scheduled for the current FY) awarded.  The Project Director is notified by CMIS of the possibility of the project being reportable if the scheduled award slips out of the FY.  The PM is responsible for entering data in the Reportable Spreadsheet (in the electronic filing system) and updating the appropriate project with the current status and reason that the project is, or is not likely to be reportable.  The PM is responsible for not corrupting (changing) other projects’ data and for saving the file as the originally named file (i.e. do not “save as” a different document name).  During the FY the information supplied by the PM will be used by the Service Delivery Office(183) in discussions with Program Resource Office (182) and others. After the end of the FY the information entered on the spreadsheet is used to report the obligation status of project funds (set forth in the Appropriation Language of the budget request) to Congress.   At that time the Project Director may ask the PM to review the explanation and make formatting changes to it for constancy with the total report to congress. 

This spreadsheet should be monitored and updated quarterly. 
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