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1.0 PURPOSE:

The purpose of this document is to establish the procedure for developing, revising, approving and monthly review of
the NTTA corridor and CIP project scope which includes high-level description of the project, budget and schedule.

2.0 RESPONSIBILITIES:

2.1 Assistant Executive Director of Project Delivery (AED) — The AED shall be responsible for approving
corridor / CIP project scopes.

2.2 Director of Project Delivery — The Director of Project Delivery shall be responsible for reviewing and
recommending approval of a corridor or CIP project scope and any revisions.

2.3 Program Manager (PM) — The PM shall be responsible for reviewing and recommending approval of a
corridor or CIP project scope and any revisions.

2.4 Deputy Program Manager (DPM) — The DPM shall be responsible for reviewing and recommending
approval of a corridor or CIP project scope and any revisions. The DPM shall generate and submit corridor
or project scopes if a CM / Project Manager has not been identified.

2.5 Corridor Manager (CM)/Project Manager — The CM or Project Manager shall be responsible for
documenting and / or revising the corridor or CIP project scope.

2.6 Program Controls Staff — The Program Controls Manager and the Program Controls staff shall be
responsible for providing support to the CM in documenting/revising the corridor or CIP project scope. The
Program Controls Manager and staff shall be responsible for creating and/or revising the MPS after the
AED approval of the scope.

3.0 SCOPE/APPLICABILITY:

This procedure shall apply to all NTTA corridors and CIP projects. All NTTA Corridors and CIP Projects shall have a
corridor or project scope documented, revised, and approved in accordance with the procedures established herein.

40 REFERENCES:
e PC-03 Exception Reporting

5.0 DEFINITIONS & ACRONYMS



file://nttafs1/groups/PMO/QMS%20Manual/Current%20Released/Source/all%20document/PC-03.pdf
file://nttafs1/groups/PMO/QMS%20Manual/Current%20Released/Source/All%20references%20-%20final%20versions/Acronyms%20and%20Definitions.pdf
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6.0 PROCEDURES:

6.1

6.2

6.3

6.4

6.5

6.6
6.7

6.8

The CM/Project Manager shall document the corridor / project scope by working with the Program Controls
Manager and staff to complete the form PC-01-F1. The scope is used as reference and guidance in the
development of the corridor and CIP project design and management. The scope shall be documented and
submitted once it has been decided that NTTA wants to proceed with planning or design of a corridor or
CIP project. It shall be updated as additional information becomes available.

6.1.1  The corridor/project scope contains the following elements:

¢ Scope of corridor/project including any work paid for or performed by other entities, (include
attachments such as maps, drawings, etc that show project limits).

e Overall costs broken down by phase, and

e High-level schedule including milestone delivery dates, including public meeting and/or public
hearing, dates, etc.

6.1.2 If changes to the budget, schedule or scope are determined necessary and are approved by the
DPM via the Exception Report process, the CM/Project Manager shall revise the scope
accordingly. The CM / Project Manager shall submit the revised scope and it shall be routed for
approval as indicated in 6.3.

The CM/Project Manager shall submit the draft scope to the Program Controls Manager for review and

proposed revisions.

When the Program Controls Manager accepts the scope as complete the Program Controls Manager shall

submit the scope to the PMO review team, consisting of the DPM and PM.

The DPM and PM shall, in sequential order, review and recommend the scope for approval. If necessary,

the DPM or PM may reject the scope and request additional information or clarification. If additional

information is requested, the CM or Project Manager shall obtain and resubmit.

With the approval of both the DPM and PM the scope shall be returned to the Program Controls Manager.

The Program Controls Manager will create the Client review team, consisting of the DPD and AED.

The Scope shall be submitted to the NTTA review team consisting of the DPD and the AED. They shall

review the scope in sequential order. If necessary, the DPD or AED may reject the scope and request

additional information or clarification. If additional information is requested, the CM or Project Manager shall
obtain and resubmit. If the scope is rejected without comment it shall be considered closed.

Final resolution, approval or rejection, shall then be provided to the Program Controls Manager for

incorporation into the MPS and filing in the appropriate location.

6.8.1  Review of the scope shall be conducted in the monthly Budget, Schedule, Forecast (BSF) meetings
with the PM, DPM and CM. Any subsequent revisions that are determined necessary in a BSF
meeting shall be handled in accordance with the procedures herein and PC-03 Exception Reporting
procedure.

7.0 REGULATORY REQUIREMENTS:

N/A
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8.0 RELATED BOARD POLICY:
N/A

9.0 COMPONENT DOCUMENTS:
e PC-01-F1 Project Scope

10.0 REVISION HISTORY:

Revision Revised by: Date Issued DRN | Reason for Revision
0 Lisa Thomas 06/05/2008 Original Issue
1 Lisa Thomas 09/10/2008 Significant Re-write
2 Lisa Thomas 08/23/2010 10228 | Reduction in components



file://nttafs1/groups/PMO/QMS%20Manual/Current%20Released/Source/All%20forms%20-%20final%20versions/PC-01-F1.xls
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