
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Implement Project 
Administration Processes 

According to Requirements 
US ID 10139 

 
Learners Guide 





 

i | P a g e  
 

 

Table of Contents 

Table of Contents ................................................................................................ i 

UNIT STANDARD 10139 ........................................................................................ 1 

SECTION 1: CHANGE CONTROL ............................................................................... 3 

OUTCOMES .............................................................................................................. 3 

ASSESSMENT CRITERIA ................................................................................................ 3 

1.1 Project Scope Management ............................................................................ 3 

a. Scope Planning .................................................................................................. 3 

b. Scope Definition ................................................................................................. 4 

1.2 Project control ........................................................................................... 4 

a. Applying Standards ............................................................................................. 5 

b. Monitor performance ........................................................................................... 5 

c. Evaluating performance ....................................................................................... 6 

d. Regulating performance ....................................................................................... 7 

1.3 Scope Change Control ................................................................................... 8 

a. Scope Change Control System ................................................................................ 8 

b. Procedural Flow of a Change Request ....................................................................... 9 

SECTION 2: COMMUNICATE STATUS OF CHANGE REQUEST ............................................ 9 

OUTCOMES .............................................................................................................. 9 

ASSESSMENT CRITERIA ................................................................................................ 9 

2.1 Change Control ......................................................................................... 10 

a. Request Change ............................................................................................... 10 

b. Identify Alternative Solutions ............................................................................... 11 

c. Make a Recommendation .................................................................................... 11 

d. Decide Change Actions ....................................................................................... 11 

e. Update the Change Request Form ......................................................................... 12 

f. Change Log ..................................................................................................... 12 

g. Notify the originator of action .............................................................................. 12 

h. Implement Change ............................................................................................ 12 

2.2 Project Reporting ...................................................................................... 12 

a. Writing Project Reports ...................................................................................... 13 

SECTION 3: PROJECT LIBRARY ............................................................................. 16 

OUTCOMES ............................................................................................................ 16 

ASSESSMENT CRITERIA .............................................................................................. 16 

3.1 Control Change Request Procedures ................................................................ 16 

a. Change request log ........................................................................................... 17 

b. Change request forms ........................................................................................ 17 

c. Distribution list ................................................................................................ 17 

SECTION 4: PROJECT ORGANISATIONAL INFO .......................................................... 18 

OUTCOMES ............................................................................................................ 18 

ASSESSMENT CRITERIA .............................................................................................. 18 

4.1 Administration Procedures ........................................................................... 18 



 

ii | P a g e  
 

a. Project administration ....................................................................................... 19 

b. Filing ............................................................................................................ 19 

c. Pending Tray ................................................................................................... 23 

d. Borrowing files ................................................................................................ 23 

e. Filing Equipment and Accessories .......................................................................... 24 

f. Electronic Filing ............................................................................................... 25 

g. Managing your out tray ...................................................................................... 26 

In Conclusion ......................................................................................................... 27 



 

1 | P a g e  
 

 

UNIT STANDARD 10139 
 

Unit Standard Title  

Implement project administration processes according to requirements  

 

NQF Level 

4 

 

Credits 

5 

 

Purpose  

The qualifying learner is capable of:  

 Implementing process and standards to support project change control and configuration 
management.  

 Updating and communicating status of change requests.  

 Administering the project library/ repository to support change to affected items.  

 Maintaining project organisational information. 

 

Unit standard range 

 Project level will include working as a leader in the context of a small project / sub-
project involving few resources and having a limited impact on stakeholders and the 
environment or working as a contributing team member on a medium to large project 
when not a leader.  

 Projects will include all projects including technical, developmental and business related 
projects. Project change requests will occur under the following circumstances: Time, 
Cost, Quality, Resources, Risk and Market 

 

Specific Outcomes and Assessment Criteria 

Specific Outcome 1: Change control is explained 

 Procedure of initiating project change request is explained 

 Process and templates are available to request a change on a project 

 Log and file of project change requests are maintained 

 Status of project change requests is followed-up, using agreed procedures 

Specific Outcome 2   Update and communicate status of change requests 

 Status of project change requests are recorded and reported on using agreed procedures 

 Tracking, recording and reporting of status of change requests is completed within agreed 
time frames 
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 Communication with impacted stakeholders is undertaken within agreed procedures and 
agreed time frames 

Specific Outcome 3   Administer the project library/ repository to support change to affected 
items 

 Project library established and administered to agreed procedures and standards 

 Change of approved documents or items is undertaken after authorisation and approval 

 Changed documents or items redistributed 

 Relevant individuals are communicated to with regard to proposed and actual changes 

Specific Outcome 4   Maintain project organisational information 

 Project organisation (structure) information records are maintained 

 Communication plans, distribution lists and project member directories are recorded, 
maintained and utilised 

 Project skills registers are maintained in accordance with instructions 

 Project staff leave and training records are maintained 

 

Unit Standard Essential Embedded Knowledge 

A demonstrated understanding of: The need for change control systems procedures and 
techniques; Project change control needs and requirements; Project management principles. 
(Cost, Time, Quality); Computer office systems and archiving methods of the quality assurance 
system used in own environment 

 

Critical Cross-field Outcomes (CCFO) 

 Identify and solve problems, related to project change control implementation and 
administration  

 Work effectively with others in the implementation of project change control processes 

 Collect and process information pertaining to requests for project change and 
administering the project library 

 Communicate effectively with higher authority and other relevant parties regarding 
change control administration processes 

 Use science and technology for configuration purposes and to process project change 
control 

 Demonstrate the world as a set of related systems when processing, implementing, 
configuring and administering the project change control requests 
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SECTION 1: CHANGE CONTROL 
 

OUTCOMES 

Change control is explained 

 

ASSESSMENT CRITERIA 
 Procedure of initiating project change request is explained 

 Process and templates are available to request a change on a project 

 Log and file of project change requests are maintained 

 Status of project change requests is followed-up, using agreed procedures 

 

 

Project Management Terminology 

Two more words used often in project management: 

 Scope - Scope is defined in terms of three dimensions—product, project and impact. 
Product scope is the full set of features and functions to be provided as a result of the 
project. Project scope is the work that has to be done to deliver the product. Impact 
scope is the depth and breadth of involvement by, and effect on, the performing and 
client organizations. 

 Baseline - A point of reference. The plan used as the comparison point for project control 
reporting. There are three baselines in a project—schedule baseline, cost baseline and 
product (scope) baseline. The combination of these is referred to as the performance 
measurement baseline 

 

1.1 Project Scope Management 
Project scope management includes all the processes that are needed to ensure that all the 
work that has to be done to complete the project successfully is stated clearly.  These 
processes include: 

 Initiation 

 Scope planning 

 Scope definition 

 Create Work Breakdown Structure (WBS) 

 Scope verification 

 

a. Scope Planning 

Scope planning is defined as “the process of developing a written scope statement as the basis 
for future project decisions including, in particular, the criteria used to determine if the project 
or phase has been completed successfully” (PMBOK, 1996:51).   

 

The scope planning forms the basis for future decisions and establishes the criteria for the 
completion of the project activity or phase.  The scope statement is often revised to 
accommodate changes in the project scope.  Whenever a change has to be made, you and the 
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project manager will refer to the scope definition and, if the change is implemented, the scope 
definition will be changed in order to accommodate the changes in the scope of the project. 

 

Scope planning: 

 Defines the boundary of the project as agreed by the stakeholders 

 Outlines the project objectives and major deliverables as agreed by the client and 
contractor 

 Determines whether the project is implemented according to the required condition and 
Informs the change control process 

 

b. Scope Definition 
Scope definition is the activity that creates “a detailed project scope statement as the basis for 
future decisions” (PMBOK, 2004:108).  

 

The following issues will be included in the project scope statement: 

 Cover page – include the project team/unit/division, project name, relevant contact 
details, date, recipient of project scope 

 Name of the project 

 Project description – description of the project, how it will be implemented and describe 
special features or issues that need to be considered. Include a list or description of: 

 The main tasks to be performed to achieve the project goal; 

 Aspects that are included in the project scope; 

 Aspects that are excluded from the project scope 

 Project success factors  

 Interrelationship with strategic objectives and programmes – indicate how the project 
addresses the organisation’s strategic objective(s) and programme(s) 

 Project management – explain who will manage the project (including 
division/unit/team, etc.) 

 Implementers – who is expected to implement the project i.e. internal or external 
provider? 

 Location – where is the project going to be based?   

 Timeframes – what are the expected timeframes of the project? 

 Importance of the project – rationale justifying the importance of project and who will 
benefit 

 Finances – is there a budget allocated for the project and what is the budget ceiling? 

 

1.2 Project control 
There are three stages in controlling a project, namely: 

 Applying standards, 

 Monitoring performance, and 

 Regulating progress. 
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a. Applying Standards 
Project management will set the criteria or standards against which a 
project's progress can be measured. This tells us whether a project is 
progressing satisfactorily or identifies emerging problems. Reference 
to specific standards will be listed in the Project Breakdown 
Structure and these standards must be closely adhered to during the 
actual implementation of the project.   

 

If these standards are not followed, the project could be a failure.  

 

The standards are usually set in the planning phase by the project manager.  You will 
have to make sure that you understand the standards and then, of course, you will have to 
monitor the roll out of the project to ensure that the standards are maintained. 

 

A project's overall progress is usually monitored by graphical indicators.  The following charts 
have already been discussed in a previous section: 

 Gantt chart  

 PERT Chart  

 Preparation Control Chart 

 Events Control Chart, and 

 Budget Control Chart. 

 

 

b. Monitor performance 
Monitoring a project's performance ensures that the 
project goal and objectives set out during the Project 
Identification phase are being achieved during its 
implementation. Monitoring measures the progress of 
a project as it is implemented and provides an early 
warning to project management about potential or 
developing problems. Monitoring therefore confirms 
the satisfactory progress of a project. 

 

You will use the charts developed in a previous 
module / section to monitor and measure the 

activities of the project as they happen. 

 

As with the other stages of the Project Implementation phase, monitoring should be as simple as 
possible in order to avoid unrealistic or inadequate measures which may slow or halt the project 
altogether.  

 

Proper monitoring prepares project management for corrective action to respond to unplanned 
events timeously and, by setting efficient performance standards, to respond effectively. 

 

Monitoring methods allow the project manager to follow the progress of important tasks as they 
evolve during the implementation phase without having to stop a project before its completion 
in order to evaluate the progress of the project.  

 

Popular monitoring methods include: 
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 Observation of what is happening as the project 
activities get underway on a random basis. This 
involves asking questions to other project team 
members about a project's activities and keeping 
up-to-date with the project's progress through 
meetings and updating your charts. 

 Regular review of a project's progress on a periodic 
basis, for example twice a week. This involves 
comparing what was planned with what is taking place 
up to a point in time. Reviews should include a 
definition of the problems encountered and the 
methods applied to resolve them.  Once again, you will 
use your charts. 

 Scheduled evaluations confirm whether the standards or planning quality determined 
beforehand in the Project Breakdown Structure are being applied after each task is 
completed. This method compares the actual quality of project output or performance 
against the planned output or performance. Scheduled evaluations therefore involve 
interviews with other project team members or beneficiaries of the project.  After the 
scheduled evaluation, you will update your charts. 

 

Effective monitoring usually involves a mixture of these approaches in practice and is 
complemented by the charts described in a previous section. Any method used to check a 
projects' progress can be described as a monitoring procedure. 

 

Keeping up-to-date with a project’s progress depends on useful and precise information that is 
relevant to the project.  In part, good or useful information depends on performance 
evaluation. 

 

c. Evaluating performance 
Evaluation complements monitoring by reassessing the Project Breakdown structure as a project 
progresses. Where necessary, a project's objectives can be modified if an evaluation indicates 
that the existing objectives are inadequate or inappropriate.  

 

This does not mean that a project will have to be stopped but rather that alternatives will have 
to be considered so that the original or intended goal is ultimately achieved. For example, if 
during the early process of building a house monitoring procedures -followed by an evaluation - 
indicate that the original design material is unavailable then alternative design materials will 
need to be considered and chosen. 

 

Unfortunately, monitoring and evaluation are often seen as administrative tasks that simply 
become an information gathering Formative Assessment. If this data is not understood, becomes 
too complicated or is irrelevant then an evaluation can be a waste of time. Poor evaluations can 
lead to ill preparation which can further result in a project's failure.  

 

To avoid this possibility project management should be prepared and consider measures for 
regulating a project's progress.  This is why regulating procedures and change procedures are 
built into the project during the planning stages. 
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d. Regulating performance 
At the outset it is useful to remember that no project is always perfectly on time, within the 
exact budget or complies precisely with set standards. However, a well planned and 
implemented project depends on a number of regulatory conditions or measures in case of 
unexpected conditions. As discussed in an earlier section, these measures should ensure that 
the project has the best possible opportunity to succeed.  

 

Subsequently, when regulating a project a number of conditions should be kept in mind, 
namely: 

 That the monitoring and evaluating techniques or approaches that are going to be applied 
be as simple as possible and that everyone involved in the project is committed to the 
techniques to monitor and evaluate.  

 That important or relevant types of data required are clearly identified beforehand and 
closely correlated with the task objectives defined in the Project Identification stage, 
and 

 That the collection and evaluation of such information is not excessive in terms of 
financial costs and time. 

 

In the course of regulating a project's progress however, issues specific to the planning elements 
of the Project Implementation phase may need to be considered, namely quality, time or cost 
issues 

 

Examples of how to regulate each of these conditions follows. 

 Regulating a quality issue 

In the event that quality or standards drop during the Project Implementation phase, for 
example by shortages in a particular type of material, project management will have to 
consider whether to: 

 Continue with the project, 

 Adopt the available alternative materials, and 
if so, 

 Consider how this change could affect the 
project's final outcome. 

 

 Regulating a time issue 

If a project falls behind schedule project 
management will have to consider whether to: 

 Provide additional incentives, such as higher 
wages for shorter task times completed, or 

 Increase the overall budget so that more labour or skills can be hired for the remainder of 
the project. 

 Regulate a cost issue 

In the case where actual expenses become greater than planned expenses project management 
will have to consider whether to: 

 Refine the objectives set out (for example building fewer houses than originally planned), 

 Include other sources of income (such as increasing the price of houses built for sale 
afterwards), or 

 Obtain more funding (loans and investments). 
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1.3 Scope Change Control 
Scope change control is defined as (PMBOK, 1996:57): 

 influencing the factors which create scope changes to ensure that changes are beneficial 

 determining that a scope change has occurred 

 managing the actual changes when and if they occur 

 

This step ensures that the project is refined or adjusted if changes occur.  A configuration 
management system should be developed that outlines the following areas: 

 a change control system that outlines the steps by which the official project documents 
can be changed 

 lists the people who have the authority to make changes to the scope of work 

 a framework to monitor, evaluate and update the scope baseline to accommodate scope 
changes 

 automatic approval for emergency situations 

 keeping records of all the approved changes  

 

a. Scope Change Control System 
There is a natural discovery process in all projects due to factors such as omissions, mistakes, 
creativity, misunderstandings, and external influences.  It is virtually impossible to plan for 
everything that can happen or go wrong.   

This discovery process normally creates pressure to expand scope.  The purpose of a scope 
management process is to constructively manage that pressure.  This is why all projects must 
have a scope change control system, so that the scope can be expanded and the baseline be 
changed. 

 

Scope expansion is acceptable as long as: 

 all the users agree that the new requirements are justified 

 the impact to the project is analysed and understood 

 the resulting changes to the project (i.e., cost, timing, quality, and human resources) are 
approved and properly implemented. 

 

The main tools the project manager uses to manage scope are the project charter and the 
change request register.   

 The project charter specifies the original agreement between the project team and the 
project sponsor (usually the client).   

 Change requests are created to document any subsequent change to this baseline 
scope, and are tracked using the change request register. 

 

Throughout the project, proposed changes are documented and screened by the project 
manager.  He determines which suggested changes might be necessary, and these are 
investigated to determine the impact on the project of accepting or rejecting them.   

 

When the investigation is complete, the change is either approved and the project plan is 
adjusted to reflect this decision, or the change is rejected.   

 

 

 

At any point in time, the current project scope is determined by the baseline scope 
defined in the project charter plus all the approved change requests that have been 

approved and documented. 
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b. Procedural Flow of a Change Request 
The procedural flow of a change request shows the path the suggested change will follow from 
initiation through resolution and closure. 

 

The change request should be resolved as soon as possible so that any negative impact on the 
project is minimised.  This attempt at resolving the issue should be performed at each step in 
the process.   

 

First, the change is identified and entered into a change request register.  The change may 
require clarification prior to investigation and resolution.  In other situations, it may be 
assigned for investigation immediately.   

 

After investigation, a recommendation is made, reviewed, and 
resolved.  As part of the resolution, the change request may be 
accepted, deferred, or rejected.  Once the final resolution is 
approved, the change request is closed. 

 

The usual sequence that a change request follows is as follows: 

 

 A change request is submitted; 

 The change request is formalised and logged 

 The project manager decides whether an investigation is required 

 The investigation takes place and a recommendation is forwarded to the project manager 

 The project manager decides whether the scope and impact of the recommendation is 
such that he has the authority to make such a decision. If he does not have the authority 
to make a decision, the matter is escalated to the next level (Project Board/Project 
Steering Committee) for a decision. 

 If a change is approved for immediate implementation, the work that is required to 
incorporate the change into the project charter and project plan must be indicated.  This 
creates a new baseline for measuring future requests.  It could, therefore, happen that 
you have to make changes to your charts 

 The change request is closed and the project change request register is updated with the 
final resolution. 

 

SECTION 2: COMMUNICATE STATUS OF CHANGE REQUEST 
 

OUTCOMES 
Update and communicate status of change requests 

 

ASSESSMENT CRITERIA 

 Status of project change requests are recorded and reported on using agreed procedures 

 Tracking, recording and reporting of status of change requests is completed within agreed 
time frames 

 Communication with impacted stakeholders is undertaken within agreed procedures and 
agreed time frames 
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2.1 Change Control 
The purpose of a change control system is to: 

 control the addition of work to the activities,  

 in a way that assesses the value of the change request, 

 presents alternative solutions,  

 assesses the impact of the alternative solutions, 

 records all change requests and resulting actions, 

 enables changes to completed products, 

 

so that the Stage Managers and Project Board can make 
controlled changes to project scope, schedule and cost. 

 

 Overview 

As a project progresses, the people involved with the project develop a better understanding of 
what the end product should be and what they need to do to produce the product.  This 
increased understanding manifests itself as changes to the stage activities, and changes to the 
products.  This will disrupt: 

 project and stage schedules 

 project and stage costs 

 project scope,  

 

Such changes cannot always be avoided, but their impact can be predicted and controlled. 

 

Change requests may come from a variety of sources but they will require Project Board 
sponsorship to be processed.  The originator (person requesting the change) will describe the 
change request and provide a justification.   

 

Alternative solutions, and their respective impacts on the project, will be identified and a 
recommendation made.   

 

The recommendation will be presented to the Project Board who will decide whether to accept 
it or make an alternative recommendation. 

 

a. Request Change 
This is a formal request from either a member of the project team, a 
client, a coordinator or Key Stakeholder to make a change to the 
project scope or functionality.  The originator must obtain 
sponsorship from a Project Board member for the proposed change 
request. 

 

The proposed change request will be submitted on a Change Request 
Form by the originator.  Before it can be accepted as a proposed 
change request the originator must complete the following 
information: 
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 Request Title, 

 Originator's Name, 

 Originator's  Phone/Email/Mailstop 

 Sponsor's name 

 Description, of the proposed change 

 Justification, for the change, with quantified benefits 

 Originator's priority – how urgent is the change request 

 

The Stage or project manager will review the change request and assign it to someone to 
investigate alternative solutions.  

 

The Stage Manager will update the Change Request Form: 

 assign a unique Change Request #, 

 update the Request Date 

 set status to "Open" 

 update "Assigned To" and "Response Date" 

 

The Stage Manager will also update the Change Request Log. 

 

b. Identify Alternative Solutions 
The manager or person who is responsible for evaluating the change request will do the 
evaluation and identify several alternative solutions. 

 

 

He/she will assess the impact of each solution on: 

 Functional Scope, including baselined products, tasks in progress and 
future tasks 

 Schedule of the stage and the project 

 Effort that will be involved in making the proposed change 

 Cost: what it will cost to make the changes and what the impact on the budget of the 
project will be 

 

c. Make a Recommendation 
Once a recommendation has been made, the change request form must be updated with the 
alternative solutions, their respective impacts and the recommendation.   

 

d. Decide Change Actions 
The change request, together with the recommendations will be presented to whoever has the 
authority to approve or decline the change request.  This will often be the Project Board.  The 
Project Board is can then accept the recommendation, chose an alternative solution, or request 
further investigation. 
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e. Update the Change Request Form 
Once a decision has been made, the change request form must be updated: 

 Update "Action", "Authorized By" and "Authorization Date". 

 set status to "Close" 

 

f. Change Log 
Now the change request log has to be updated: 

update "Status" and "Close Date". 

 

If the Project Board requests further investigation then the Change Request 
remains open. 

 

g. Notify the originator of action 
If the chosen solution will cause the stage to exceed the tolerance limits then the Project Board 
may require the Stage Manager to produce an Exception Situation Report which will replace the 
Stage Plan.  This will mean changes to your charts again.  Before you make any changes, discuss 
the new stage plan with the manager concerned. 

 

Whatever the decision, all the parties and stakeholders involved have to be informed of the 
changes.  

 

This can be done in the form of a memo, e-mail or a form that was specifically developed to 
notify stakeholders of changes to the project processes. 

 

You will have to include all the details of the change, such as standards, budget constraints, 
activities to monitor progress and quality control processes. 

 

h. Implement Change 
As soon as everyone has been notified, they will have to start implementing the changes.  This 
means that you will update your charts according to the changes and then monitor and evaluate 
the new processes, activities and budgets. 

 

2.2 Project Reporting 
During the life of the project, you will be required to submit regular reports. The nature and 
timing of these reports must be agreed on by all the parties concerned right at the beginning 
of the project implementation, if not earlier.  Routine 
progress reports may include:-  

 Gantt Charts and comments on variances 

 Budgets – actual against forecast. 

 Comments on labour, quality etc. 

 Reporting on change requests 
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Top management or sponsoring agencies always expect a final report at the end of the project.  
It may be that your on-going employment is conditional on this report.  The quality of the 
report may also influence the possibility of securing a promotion or other stimulating work. 

 

It is therefore important that this report is written in such a way that it is a reflection of your 
professionalism. 

 

 

 

 

 

a. Writing Project Reports 

 Purpose 

A report is normally an internal document that results from an investigation of a situation or 
project, or which results from some survey or research.  Also, daily, weekly, monthly, or annual 
reports are prepared to give feedback on the results that have been achieved by the project 
against pre-set objectives. 

 

 Who are the intended readers? 

Readers of reports are normally people higher up in the management hierarchy or other decision 
makers in or associated with the project.  It is still, however, necessary to consider the 
following in formulating a report. 

 What is the nature and content of the report going to be?  How technical or specialised is 
the subject matter of the report relative to the knowledge and understanding of the 
reader? 

 How much time is the person likely to have available to read my report? 

 What response am I hoping for from the reader? 

 

Answers to these questions will help you to write a report which is focused, to the point, 
readable and interesting, and which results in a common understanding and appropriate 
response. 

 

 Suggested structure for a Project Evaluation Report  

 Executive summary 

 Introduction 

 Evaluation purpose 

 Evaluation method 

 Findings 

 Discussion of findings 

 Conclusions 

 Lessons for future projects 

 Appendices (questionnaire, project documents, etc.) 

It is a good idea at the beginning of the project to ask top management if they have 
any specific requirements for reporting procedures.  Certain organisations have 
very explicit requirements and it is essential that you meet these requirements. 
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 Layout of a general report 

The following is a useful general layout of a report: 

 

Title of the Report:   

 The title of the report should be in capital bold print, followed by the date on which the 
report was written.   

 You may wish to repeat the title of the report in smaller print at the very top of each 
page of the report. 

 You should also include who the report is for and from whom. 

 

Executive Summary 

 There is no fixed rule regarding where the Executive Summary should appear. Some 
people prefer to include the executive summary after the cover page, whilst others 
prefer to insert the executive summary after the contents page. 

 An executive summary summarizes the key issues that you covered in your entire report.   
In general, you would include: the purpose of your report, your problem statement, your 
objectives, key methods you used, your key findings (strengths, weaknesses, root causes, 
etc.), key recommendations, (the amount of money you are requesting if you are writing 
a funding proposal) in an executive summary.   

 Your executive summary should be approximately ONE page in length. 

 You would generally write up your executive summary after you have completed writing 
your report, because this is the easiest way of being able to select the key points that 
you have covered in your entire report. 

 

Introduction 

 The Introduction should give people an overall sense of what this report is about, by 
doing the following: 

 Purpose: state the main intention of the report. For example, to evaluate, to monitor 
progress, to investigate, to explore, etc. 

 Outline of the report: explain how the report will be structured.  For example, the 
report will: i) explain the central problem that will be addressed, ii) identify the objectives 
that will be used to measure progress iii) outline the methods used to collect the 
information iv) critically assess the extent to which the project met the objectives v) 
provide recommendations to address the causes of the problems identified. 

 

Problem Statement 

 A Problem Statement states the problem in a focused and clear way. 

 Try to construct your Problem Statement in one sentence.  The intention is that if you 
read this one sentence you will get an understanding of the problem or issue that the 
report is focusing on. 

 Write one or two paragraphs explaining why it is so important to focus on this problem. 

 

Background to the Problem / Issue / Project 

 Explain how the problem / issue / project transpired or arose.  In other words, explain 
the process that took place prior to the issue that might have brought about the need for 
the project or the existence of the problem. 

 For example, if your report is a PROJECT REPORT explain in brief events that led to the 
need for the project.  If your report is an EVALUATION REPORT explain in brief the 
project or the issue that is being evaluated and the importance of the project being 
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evaluated. If you are writing an INVESTIGATION REPORT explain how the issue arose and 
why the issue needs to be investigated, etc. 

 

Objectives 

 If your report involves assessing “success”, “effectiveness”, efficiency”, etc. you MUST 
have objectives or criteria against which to measure performance.  Therefore, PROGRESS 
/ EVALUATION / FUNDING / INVESTIGATION / PROJECT REPORTS, are some of the reports 
that should have SMART objectives or performance indicators. 

 

 SMART objectives should be: Specific; Measurable; Achievable: Realistic; Time-bound.  
So, instead of having an objective like, “the objective is to build capacity in the 
community”; the objective should rather be stated in a SMART way, like, “the objective 
is to develop brick-making skills of 30 community members before the end of November 
1999”. 

 Objectives will assist you to assess whether your project has been successfully delivered; 
whether you have made significant progress; whether the money that you have allocated 
for the project has been used appropriately, etc. 

 

Methodology 

 This heading refers to the methods used to get the data or reach the objectives. For 
example, if it is a PROJECT REPORT, what method will you use to ensure that the 
objectives are met (you could state that a small task team has been assigned to monitor 
the progress of implementation and how the money will be spent.  In an EVALUATION or 
PROGRESS REPORT you need to explain the methods that you used to collect the 
information that you need.  For example, you interviewed the key stakeholders 
(stakeholder X, Y, and Z) to gather their opinion as to the extent to which they perceived 
the objectives were met.  You could have referred to the minutes of meetings, audited 
financial statements; been a participant observer in management meetings, etc.   

 

Findings / Critical Evaluation / Deliberations 

 This section would most likely be made up of several sub-headings. 

 This section would contain most of the information in your report. 

 If you are writing an evaluation report, this section would be dedicated to the extent to 
which the objectives were met.  If you are writing a progress report, you would explain 
the progress that has been made based on the objectives, etc. 

 You might want to include tables, graphs, pie charts, etc. to illustrate your points 
graphically.  Only include information that is relevant, otherwise include it as an 
appendix. 

 

Conclusions  

 This is an optional section.  You could draw certain conclusions based on the evaluation 
of the project, or your investigation, etc. 

 Conclusions would be based on all your findings, where you could conclude that, “the 
reason for not being able to meet your objectives is because the process of 
communication between the Project Leader and the Project Team broke down.  The 
project team members held a different understanding to the project leader, which was 
not checked”, etc.  

 

Recommendations 

 Make recommendations based on the root causes of the problems. 

 Recommendations should be practical, realistic and achievable. 
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 Depending on the nature of the report, include time frames and if necessary who should 
be responsible for implementing the recommendations. 

 

Appendixes 

 Any additional and relevant information that does not belong to the main report should 
be attached as an annexure or appendix. 

 Make sure all appendices are numbered and carry a title at the top. 

 

Follow Up 

Reports are written with a purpose - which is normally to keep the interest or momentum in the 
organisation at a high level, or to bring about improvement.  So, it is essential to always follow 
up with the reader(s) after submitting a report to ensure that the purpose for which the report 
was written is achieved. 

 

SECTION 3: PROJECT LIBRARY 
 

OUTCOMES 
Administer the project library/ repository to support change to affected items 

 

ASSESSMENT CRITERIA 
 Project library established and administered to agreed procedures and standards 

 Change of approved documents or items is undertaken after authorisation and approval 

 Changed documents or items redistributed 

 Relevant individuals are communicated to with regard to proposed and actual changes 

 

 

3.1 Control Change Request Procedures 
A project can generate a lot of paperwork that has to be available to all the stakeholders at 
short notice.  This means that you will have to establish a project library where all the relevant 
documents can be filed and retrieved very quickly.  

 

This library can be maintained through a manual filing system, but a computer-based system 
will be easier to update and maintain. 

 

From the previous two section, we know that the following documents must be developed and 
filed so that they can be accessed quickly: 

 Project charter: that includes the baseline scope as it was originally agreed 

 All the approved change requests. 

 The change control procedure, including a change control request form 

 

This must always be 100% up to date.  Changes to the project must be noted and filed 
immediately.  If not, you are likely to give people involved in the project the incorrect 
information and this can have disastrous effects on the project and on your career. 
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The project charter, project breakdown schedule and the work breakdown schedules will have 
information about standards, monitoring performance and regulating progress on the project.  
This is why the project charter and all approved change requests must be up to date at all 
times. 

 

In order to ensure that your information is always up to date, you will need the following:  

 

a. Change request log 
Change request log where the progress of change requests can be tracked.  This log must be 
updated immediately.  Include the following: 

 Date the change request was received 

 Short details of the change request 

 Date when it was forwarded to the appropriate manager 

 Date when it was returned with recommendations 

 Date when the change was approved or rejected. 

 

b. Change request forms 
Standardised change request forms, so that all the necessary information is included and to 
make it easier to complete and read the change request forms.  The following information 
should be included in the change request form:  

 Request Title 

 Originator's Name 

 Originator's  Phone/Email/Mailstop 

 Sponsor's name 

 Description of the proposed change 

 Justification for the change, with quantified benefits 

 Originator's priority – how urgent is the change request 

 Space to assign a unique Change Request #, 

 Space for the stage manager or the project manager to update the request date 

 Space to set the status to "Open" 

 Space where the manager can indicate who the evaluation of the change request was 
allocated to:  "Assigned To" and "Response Date" spaces 

 Once a decision has been made, the change request form must be updated: in the 
"Action", "Authorized By" and "Authorization Date". 

 Space where the status can be set to “Closed”  

 

c. Distribution list 

Distribution list where you can list all the stakeholders who must be advised of the change.  
Make sure that your distribution list includes a date that the list was sent, the name of the 
person who should receive the notification, space where this person can sign to acknowledge 
receipt of the change as well as the date the change notification was received. 

 

The exact procedures will differ from organisation to organisation and project to project, but at 
a minimum the procedures contained in this section have to be implemented 
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SECTION 4: PROJECT ORGANISATIONAL INFO 
 

OUTCOMES 

Maintain project organisational information 

 

ASSESSMENT CRITERIA 

 Project organisation (structure) information records are maintained 

 Communication plans, distribution lists and project member directories are recorded, 
maintained and utilised 

 Project skills registers are maintained in accordance with instructions 

 Project staff leave and training records are maintained 

 

 

4.1 Administration Procedures 
As we have seen, a project is a complex initiative with many activities and involved parties.  In 
a very large project, the company may insist that the project admin meets total quality 
management practice standards, such as those specified by the International Standards 
Organisation (ISO), or the South African Bureau of Standards (SABS).  A large organisation 
which manages many large projects may have developed it’s own company ‘Special Preferred 
Practice / System’, which must be followed. 

 

Whether the project is large or small it is essential to keep track of all operations.  As such, it 
is essential that the project administration is efficiently recorded so that documents can be 
easily traced, accessed and retrieved when required. 

 

In order to do this, a document management system has to be put into place.  This may be 
computer based or may be a manual document control system.  In order to standardise 
documents it is useful to create templates that are easy to follow. 

 

Templates may include the following: 

 

Memo’s E-mail messages Document transmittal 
forms 

Programme schedules Equipment data sheets Procedures 

Contracts Budget authorizations Change orders 

Rectification instructions Petty cash vouchers Faxes 

Minutes of meetings Various types of drawings Cost reports 

Specifications Standing orders Requisitions 

Formative Assessment 1 
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Site instructions Change notice Variations orders 

Petty cash returns   

Materials control documents – Orders, receiving, issued, inventory levels, stock counts 

 

 

 

 

 

 

a. Project administration 
In the previous section we discussed administration procedures that pertain specifically to 
change requests.  There are other project documents that should also be processed and filed so 
that they can be reached easily.  These documents are equally important and should always be 
up to date.  These documents include: 

 Information about the structure and organisation of the project 

 Directories of project members that include their names, contact details, positions, etc. 

 Distribution lists:  not all members of project teams will get the same information, so you 
have to set up separate distribution lists for different levels of the project as well as 
different stages (phases) and different areas of the project such as finance, 
administration, production, etc. 

 The formal communication network of the project should also be maintained and filed 
speedily – if a project member has a query, he/she has to know who to contact regarding 
the query.  They will probably ask you or some other member of the administration staff 
and, as you have a supporting role, you have to know who to refer him/her to. 

 You will also need a project skills register that includes all the project team members 
and their various skills. 

 You need to keep record of leave and sick leave of project staff 

 A record of the training that project staff members have undergone 

 

 

 

 

 

b. Filing 

A good filing system ensures that the project’s operations run smoothly as information can be 
accessed easily and timeously. 

 

Although you may have a clerical person assisting you with filing, we have included some 
information about establishing a suitable filing system, which may be useful for you to discuss 
with them.  This will ensure that you both agree on the type and format of the filing system to 
be used. 

 

Some tips to remember when filing 

 Check all papers are completed and can be filed 

 Check attachments are firmly fixed to the correct document 

 Check that there are no extra papers attached to the document 

Formative Assessment 2 

Formative Assessment 3 
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 Sort into order 

 File away carefully in the filing cabinet in the correct place 

 File regularly, preferably each day 

 Check for any missing files and locate these (use an out card system) 

 Make sure your files are clearly marked with tags, preferably typed tags 

 Make sure that the key people in the project understand how your filing system works 

 

The requirements for an effective filing system 

 Simplicity 

 Appropriate classification 

 Accessibility 

 Suitable equipment 

 Safety (avoiding damage by water, fire, dust) 

 Security (maintaining confidentiality) 

 Compactness 

 Trained admin staff 

 Speed of retrieval 

 Economical in terms of time, cost of equipment and accessories 

 

What type of filing system should you use? 

 

Information can be filed in one of the following ways: 

 Alphabetical 

 Numerical 

 Geographical 

 Subject 

 Chronological 

 Electronic 

 

 Alphabetical 

 

 

 

Alphabetical filing is perhaps the most popular filing 
method used, but although it sounds easy, there are 
certain rules which must be followed … 

 

Examples 

Alexander, Bennett, Christian etc 

 

 

 

 

 

 

 

 

Document Subject Rule File Under … 
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Rebecca Langford 
Always use first letter of surname L 

 

Sandra Smith 

Norman Smith 

Valerie Smith 

If the same surname, use the first 
letter of the first name 

Smith, Norman 

Smith, Sandra 

Smith, Valerie 

Anne Rees-Jones If hyphenated surname, use first 
letter 

Rees-Jones 

Woods 

Woodside 

Wood 

Short names before long names Wood 

Woods 

Woodside 

Southern Cross Ltd First letter of company name S 

McPherson 

McAvoy 

M’Clintock 

File as if they all read as “mac” and 
use third letter as filling point 

McAvoy 

M’Clintock 

McPherson 

Dr Norman Gray 

The Northern Star 

A Small Shop 

Ignore words “a”, “the”, title in 
front of words 

Gray 

Northern Star 

Small Shop 

7th Avenue Shop Change numbers into words S (seventh) 

 

 Numerical 

 

When a numerical system is used, each new file is given 
the next number.  Unfortunately, with every file having a 
number and no name, trying to find a document becomes 
a difficult task.  Therefore, a numerical system will be 
accompanied by an alphabetical index. You look in the 
alphabetical index for the name and this will give you the 
number of the document. 

 

Examples 

Invoices, credit notes etc 
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 Geographical 

 

 

Information is sometimes filed by area, road, village, town 
or country. Travel and estate agents are two types of 
organisations which may use this method.  A firm that has 
several branches around the country may use this system. 
The place under which files are stored and sub-sections 
within them are usually arranged in alphabetical order. 

 

Examples 

Regional reports, branch info, international documents etc 

 

 

 

 

 Subject 

 

 

Information is filed according to the particular subject.  
For example, it is useful in colleges for filing information 
under subjects such as Business Studies, Marketing etc.   

 

Examples 

Projects, purchases, debtors etc 

 

 

 

 

 Chronological 

 

This is where files are placed in date order.  This is not a 
very common system as it is not very practical. If a 
company uses a chronological system, all the letters etc 
received bearing the same date would be filed away 
together using the date as the filing point. 

 

It takes a great deal of time searching through bulky files, 
which contain daily correspondence.  It would take even 
longer if the person looking for it did not know the date 
under which it was filed. 

 

Examples 

Letters, contracts etc 
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 Electronic 

 

 

 

 

This is where information is filed by means of creating 
files on a computer.  The major advantage of an 
electronic system is that information is not stored in one 
particular order and therefore it can be sorted using any 
classification at the touch of a button. 

 

 

 

 

 

 When to file 

It is important to check that letters can be filed after they have been dealt with.  Some 
projects use a “file” stamp or “file” may be written on the document. 

 

 Filing point 

When filling a document, the filling point must be identified.  This is the letter, number, 
subject or geographical area under which the document is to be filed. 

 

E.g. File invoice no 10345 which has been sent to Mr B Craven 

 

Numerical system  10345 

Alphabetical   Craven 

 

c. Pending Tray 

A pending tray is used for work that is awaiting attention. 

 

d. Borrowing files 
If someone wishes to take a file away, the must complete an “out card”.  This is necessary in 
case someone else needs the file urgently.  A note is left in place of the file stating the file has 
been removed.  The “out card” gives details of who has borrowed the file, when it was 
borrowed and the intended date of return. 
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 Out card 

File Name Borrower Department Date Out Date 
Returned 

 

Smith 

 

 

Anne 

 

Sales 

 

5/8 

 

6/8 

 

e. Filing Equipment and Accessories 
A variety of filing equipment and accessories are available to assist you with the filing process.  
The type used will depend on the space available and type of information to be stored.  There 
are four ways in which files can be stored: 

 

 

 

 

1. Vertical 

 

 

 

 

 

Filing Cabinet 

Files behind each other 

 

 

 

 

 

2. Lateral 

 

 

Cabinet with no drawers 

Files side by side 

 

 

 

 

3. Horizontal 

 

Narrow Drawers 

Files on top of each others 

 

 

 

 

4. Circular 

 

Carousel 

Files placed in circular arrangement 
on layers of shelves which rotate 
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 Some useful filing tips… 

 A file drawer or shelf should be filled to no more than 90% of it capacity.  Tightly packed 
files slow filing and finding files down 

 Folders tabs should be visible immediately when opening the drawer 

 Folder tabs should be typed 

 Standard folders are scored to hold 25mm of material – no more than this should be 
placed in the folder 

 Always make a list of the files inside the cupboard or shelf.  This way a person can 
immediately see when a file is missing or whether the file is in the cupboard.  This list 
can be placed on the inside of the cupboard 

 Torn papers should be mended before they are filed 

 All documents should be placed with the tops to the left as you face the folder – this is 
easier as we read from left to right 

 Certain fax machines use the fax paper rolls.  Any of these types of faxes to be filed must 
be photocopied first as the writing disappears after a while 

 

f. Electronic Filing 
Computers are the easiest way to file documents, depending on whether you have organised 
your computer’s directories.  Information, received via e-mail or typed documents, can be 
filed in two ways: 

 Temporarily by using the “working space” memory of the computer 

 On disks or CD’s 

 

For the purpose of filing, we will only look at how you would file on the computer.  Most 
documents are created in a work processing programme such as Word, WordPerfect, Excel etc.  
You may also record information on a programme such as Microsoft Project.  These 
programmes have specific directories (a route map of documents) where you must file your 
documents. 

 

Remember:  To always type the folder and file names in sentence case e.g. Letters, 13 May 
2001, Computer Training. 

Remember: 

 Use sentence case to save your file e.g. “Daily Reports” 

 Save files according to subject, date, etc. 

 Create folders for the various people you type for and file the document in these folders 

 Do not create too many sub folders within your main folders – this slows down the 
searching of documents 

 Keep a manual list of where you saved important documents 

 Never put passwords on your files as nobody can enter these files or folders when you are 
absent 

 Never save your file with a file name longer than two words e.g. Management Report for 
CT Branch 2001.  Save as… 

 My Documents / Reports / Management / CT 2001 

Or 

 My Documents / Report / Management CT 2001 
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g. Managing your out tray 

The purpose of the out tray is to temporarily store documents 
which you have completed and that are ready for signature or 
distribution. 

 

Your out tray should never be loaded with documents and must be 
cleared every hour, depending on the urgency of the requests. 

 

It is important that you or your assistant deliver the completed 
document to the right person in due time. 

 

A project needs to run on time and failing to send documentation not only is ineffective, but 
may cause other members of the team to meet deadlines. 
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In Conclusion 

Efficient administration is essential to the successful running of a project.  Project 
documentation have legal implications.  Time and money may be wasted if documents cannot 
be retrieved. 

 

It is also essential that at the hand over of the project, that all documents are stored as the 
need to refer to them in future years may be necessary. 
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