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	Activity
	Description

	Review schedule 
	For a medium project, this is probably still a weekly process. For larger projects the frequency might be every two weeks. Do not update the schedule any less frequently than every two weeks. A frequency of monthly is too long. There is too much work taking place, and if there are problems, too much time may pass before they are surfaced. 

	Capture and update actual hours
	If the project is capturing actual effort hours and costs, update the schedule with this information. The project manager gathers status information from each team member and updates the schedule to reflect activities that were completed during the previous time period. The actual effort hours and status can come from team members through the Status Reports or status meetings. You can also automate the process by using a scheduling tool so that team members can update the schedule directly with their effort hours and completion status.

	Adjust Tasks
	Determine if there are any other activities that should be completed, but are not. This information can be gathered by running the appropriate report from the project management tool. If there are activities that are late, work with the individual(s) that are assigned to see what is going on. There could be problems that need to be resolved or you may find that the length of time needed to complete the activity was underestimated. The project manager and team members need to determine how much additional effort and duration will be needed to complete the work and the project manager should update the schedule accordingly.

	Baseline and rebaseline
	After the schedule has been updated to show the current reality, take a baseline.  Later as the project is underway (i.e. after milestone points) let the tool reschedule the work to see if the project will be completed within the original effort, cost and duration. You may find that even though some activities may be completer later than planned, other activities may be completing early. 

	Reports
	Run additional reports from the project management tool to help determine how the project is progressing. For instance, look at resource allocation to make sure that the team is not over-allocated or under-allocated. The project may show that it is still completing on schedule, for instance, because some of the team member are being scheduled for 80 hours per week. If you saved a baseline version of the schedule, you can also run reports to compare the current schedule against the baseline to see the variances. 

	Review Budget
	Review how your project is performing against your budget on an ongoing basis. Because of how financial reporting is done, you may need to manage the budget on a monthly basis, even if you update the schedule on a weekly or bi-weekly basis. If you are keeping all of your expenditures in your project management tool, the budget review may be as simple as running a report to compare actual expenditures against budgeted expenditures. More than likely, however, you are keeping up with your budget on a separate spreadsheet or using your financial reporting systems. If you are fortunate, your financial systems and project tracking applications will be integrated so that all of the financial information is in one place. 

	
	Fill in the procedure for your project …..
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