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1.0 Purpose and Scope 

The purpose of this Standard Operating Procedure (SOP) is to define the schedule 
management process for the Los Angeles Community College District (LACCD, or 
District) Bond Program for projects receiving Bond Program funds. The process applies 
to the Bond Program Management Office (PMO) Program Controls, PMO Design and 
Construction, and for College Project Directors (CPDs) and their College Project Teams 
(CPTs) working with various delivery methods. The PMO has scheduling responsibilities 
for the broad lifespan of projects; specific schedule responsibilities for earliest stages of 
projects (EIR, programming, etc.) will depend on the delivery method for the project. 
The procedure describes responsibilities and associated procedures and mandatory 
guidance for working with other stakeholders such as contractors and professional 
service providers. Refer to the workflows attached to this document for step-by-step 
process workflows for procedures. 

2.0 Acronyms, Terms and Definitions 

Acronyms are spelled out with their first use in this document.  For additional assistance 
with acronyms, refer to the Supplemental Procedure for Bond Program Titles, Terms 
and Acronyms posted on the SOP landing page (pmo.build-laccd.org). 

Baseline Master Schedule—the schedule developed for project lifecycle planning at 
each campus.  It shows detailed breakdown and logical sequence of activities for 
various phases such as environmental impact reports (EIR), planning, programming, 
design, Division of State Architect (DSA) review and approval, procurement, 
construction, furniture, fixtures and equipment (FF&E), and closeout. After the Baseline 
Master Schedule is established, it is referred to as the Master Schedule, which is 
updated during project execution. 

Beneficial Occupancy—owner occupancy or use of any part of the work prior to 
Substantial Completion or Final Completion.  Beneficial Occupancy is subject to 
conditions set forth in the General Conditions.  

Master Schedule—the project planning, management and coordination schedule for 
each college. At the start and early stages of a project, the accepted baseline Master 
Schedule serves as the basis for all activities and milestones for individual college 
projects necessary to accomplish the agreed-upon scope, as stipulated in the Project 
Master Plan or in formal, relative Program scope documentation. As the project matures 
the Master Schedule is updated to track actual project performance against the 
established cost estimate and budget. See Key Performance Indicators (KPIs). 
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Construction Schedule— the detailed, critical path schedule prepared by Contractor 
showing Contractor’s plan for construction of the work within the contract time and in 
accordance with the contract documents and PMO oversight 

Corrective Action Plan—Corrective action plans are improvements to an organization's 
processes designed to eliminate causes of non-conformities or other undesirable 
situations.  Corrective action focuses on the systematic investigation of the root causes 
of identified problems or identified risks in an attempt to prevent their recurrence (for 
corrective action) or to prevent occurrence (for preventive action).  Corrective action 
plans are not recovery plans to gain time but potentially result in a new or adjusted 
schedule to complete. 

Critical Path—the sequence of activities that are tied together with network logic that 
have the longest overall duration from time now until project completion. 

Key Performance Indicators (KPI)—performance evaluation process.  Schedule KPIs 
are updated monthly in coordination with construction contractor and Master Schedule 
updates. 

Level of Effort (LOE)—effort of a general or supportive nature that does not produce 
definite end products. Examples include supervision, program administration and 
contract administration. 

Occupancy—owner or tenant occupation or use of facility   
Project Delivery Team—College Project Director, College Project Team, Regional 
Program Liaison, Regional Design Liaison, Director of Project Delivery, Program 
Controls Manager, PMO Scheduler 

Project Management Information System (PMIS) —Web-based Infrastructure Lifecycle 
Management (ILM) solution that allows organizations to optimize the Plan-Build-Operate 
project lifecycle for complex capital projects, construction and real estate programs, and 
extensive facility portfolios. 

Recovery Plan— projects substantial completion either by original contract completion 
date or another date earlier than the projected completion date in the most recent 
schedule; corrects Contractor-caused delays   

Substantial Completion—a stage of a construction or building project or a designated 
portion of the project that is sufficiently complete, in accordance with the construction 
contract documents, so that the owner may use or occupy the building project or 
designated portion thereof for the intended purpose.  

Work Breakdown Structure (WBS) —The product-oriented hierarchical breakdown or 
division work tasks that organizes, displays, and defines the products to be developed 
and/or produced and relates the elements of the work to be accomplished to each other 
and the end products.  
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3.0 Responsibilities 

3.1 Program Management Office 
 
The PMO will establish and implement policy as applicable to Bond Program Schedule 
Management. 

3.1.1 The Program Director and Deputy Director are responsible for: 
• Overseeing development and implementation of, reviewing, and approving a 

logic-driven sequenced Master Schedule for the District Bond Program, which is 
a full composite of the work to be accomplished, combined together from each of 
the nine colleges, satellite colleges and District projects; the Master Schedule will 
include timelines for all events, such as EIR, master plans for each college, 
planning, design milestones, DSA design approval, bid and award, construction, 
occupancy and closeout of each project 

• Overseeing use of Master Schedule and accepted revisions to track overall Bond 
Program progress and trends  

• Supporting the evaluation of various alternatives and forecast schedule and cost 
scenarios  

• Submitting a Bond Program Strategic Execution Plan (SEP) Monthly Progress 
Summary to the District on a monthly basis―the highest level of schedule report 
to monitor the overall Bond Program, the report includes a bar chart summary for 
each approved project segregated by college and indicates variances at the 
project level for delayed completion dates  

3.1.2 The Program Controls Manager is responsible for: 
• Developing, implementing and managing the Bond Program’s Schedule 

Management process, including developing and maintaining the overall Master 
Schedule  

• Overseeing schedule and cost data collection from the CPDs and preparing 
monthly reports for the District, by college and project. The reports contain 
schedule, cost and resource analysis indices necessary for objective 
measurement of accomplished work and expenditures to date (see Attachment 1, 
Monthly Update―Dashboard and Cost Load Schedule―for schedule update 
process) 

• Overseeing periodic assessments of Bond Program college project schedules 

• Establishing scheduling standards pertaining to approved software and the 
configuration of that software; standards tie the cost to the schedule and provide 
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for rollup to the Bond Program level (Bond Program-approved software is Oracle 
Primavera P6 or other schedule management software as approved by the 
owner from time to time) 

• Setting up and facilitating the monthly cost and schedule review meeting with the 
college project teams (CPTs), project delivery teams and project controls staff   

3.1.3 The PMO Regional Scheduler is responsible for: 
• Using the  critical path milestones from the accepted contractor baseline 

schedule to develop the PMO’s draft construction schedule (also called 
construction KPI schedule because it is used at PMO’s discretion to assess 
KPIs)  utilizing Proliance scheduling module (or other approved software), with 
inputs from the CPT 

• With CPT, assessing that the draft construction (KPI) schedule is a realistic 
representation of the critical path milestones for the construction project and 
submitting it to the PMO Director of Project Delivery to obtain formal approval 

• Updating the construction schedule and KPIs with progress inputs from the CPT, 
based on the construction contractor’s monthly schedule updates. (The CPD is 
responsible for timely submissions of reliable and realistic construction contractor 
schedule updates per General Conditions.)  

• Using approved scheduling software to generate current monthly milestone 
variance to baseline reports for construction schedule and KPI reporting 
purposes  

• Implementing a standard for Primavera P6 or other scheduling software files 
approved by owner from time to time 

• Developing the Master Schedule and maintaining a monthly update and program 
summary tasks with the respective physical percent complete 

• Creating and updating (at least monthly) a Level 1 schedule for each project 
which contains summary-level activities that summarize the different phases for 
the project  

• Identifying, with input from the CPD/CPT, all tasks, milestones and deliverables 
required to accomplish the project scope 

• With CPT, developing durations assigned to activities and reflecting these 
durations in contractor schedules 

• Loading cost and schedule data into the approved software to each level of the 
structure, enabling roll-up or summary reporting at each level of the work 
breakdown structure (WBS), as shown in Attachment 2, Work Breakdown 
Structure 
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• Developing “what-if studies” to analyze various project delivery options and 

impact to the cash flow and Bond Program constraints as required 

• Balancing project bid schedules with local market availability of contractors to 
obtain an adequate response and appropriate level of resources to accomplish 
the work 

• Analyzing design, procurement, construction and occupancy/closeout activities to 
confirm that the entire scope of work has been clearly defined and coordinated 
with other Bond Program projects, ongoing District maintenance projects, and 
other District activities  

• Identifying potential delays and risks to on-schedule project delivery   

• Maximizing the use of Proposition A/AA and Measure J Series bond proceeds 
and alternate funding sources by verifying that work is completed within specific, 
required budgetary periods 

• Extracting critical path and milestone data on the progress of all work by all 
parties; providing timely Bond Program-level summary information on the 
schedule for each project, and indicating the status of the Bond Program against 
the Master Schedule to measure performance  

• Monitoring and mitigating the impacts of changes to determine schedule and 
cash flow impacts of both proposed and actual changes, using the scheduling 
system (“what if” schedules) to indicate possible solutions for scheduling 
recovery 

• Reviewing Contractor schedules for comparison and reconciliation with the 
Master Schedule 

• Attending project meetings and verifying that scheduling is a standing agenda 
item 

 

3.2 College Project Director  
CPDs are responsible for fully understanding and validating the work content prior to 
developing a valid schedule. The initial step in gaining this understanding is to conduct 
a thorough review of the project scope definition. CPDs will gather relevant data and 
documentation (e.g. requests for proposals, budget master plans, Bond Program 
language documentation, college master plans for the project, and relevant authorizing 
documents such as  approved change documents) and incorporate this information into 
schedule development. 

CPDs responsibilities include: 
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• Overseeing the General Contractor’s construction schedules and activities, 

approving the contractor schedules, and reinforcing the criticality of timely 
schedule submittals and key project milestones 

• Overseeing schedule during EIR, planning, programming, design, DSA review 
and approval, procurement, construction, FF&E, and closeout phases of all 
projects 

• Controlling programming and design (pre-construction), obtaining college 
acceptance, and working with the regional scheduler in advance of the 
construction contract stage 

• Providing oversight for development and timely submission of the monthly 
schedule update reports based on work breakdown structure (WBS) data (with 
support from the PMO scheduler, for submission to the PMO Program Controls 
Manager) 

• Developing and maintaining college project schedules in the approved 
scheduling database in close coordination with the Regional Scheduler. The 
project schedules are cost-loaded for each phase (i.e. programming, design 
process, construction, FF&E, and occupancy/closeout). CPD responsibility 
includes provision of timely monthly project status updates to the PMO Program 
Controls Manager.   

• Submitting college cost-loaded schedules to Program Controls Manager and 
Program Director or designee for approval and incorporation into the Master 
Schedule  

• Providing oversight for monthly schedule and cost variance reports and 
contractors’ recovery schedule reports (with the electronic schedule file) for the 
monthly schedule review meeting, with support from the PMO scheduler 

• Submitting milestone change requests appropriately (processing respective 
change management requests for revision to the Master Schedule) 

• Obtaining recovery schedules for approval when the contractor’s delay impact to 
the project completion date is 15 days or more:  as appropriate the CPD will 
obtain a recovery schedule from the contractor indicating the new completion 
date with all activities and (or) accelerated critical path activities and route it for 
required approvals (see section 4.8.12). The schedule submission must be 
supplemented by time and cost impact analysis that clearly states reasons for the 
delay. The accelerated critical path schedule must be cost-loaded based on 
resources required to meet the accelerated schedule. 

• Monitoring contractor schedules, including:  

‒ Enforcing scheduling specification requirements 

‒ Conducting monthly contractor schedule reviews 

‒ Checking critical path credibility  
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‒ Reviewing planned-versus-actual progress to date 

‒ Assessing scheduling integrity and schedule traceability for college project 
schedules 

‒ Checking proper activity codes and activity relationships  

‒ Checking for negative float and open-ended activities  

‒ Monitoring minimal use of constraints and lags 

‒ Checking for out-of-sequence tasks 

• Conducting contractor schedule risk analysis 
• Identifying and monitoring risks, mitigation strategies and corrective action plans 
• Verifying resource availability and capabilities to implement schedules 

• Obtaining recovery schedule approval from: 

‒ PMO Director of Project Delivery 

‒ PMO Program Controls Manager 

‒ PMO Program Director 

‒ Chief Facilities Executive 

•    Verifying that schedules contain activities and milestones to achieve contractual 
deliverables 

• Obtaining timely (monthly) submissions of contractor schedules  
• Maintaining proper adherence to Bond Program schedule change management 

processes 
• Tracking project progress and providing monthly variance reporting and 
correction action/mitigation plan reporting incorporated into mandatory Monthly 
Variance Report to PMO, including: 

‒ Variance from prior months and baseline critical paths (Total Float) 

‒ Variance from prior months and Master Schedule baseline start and finish 
milestone dates 

‒ Variance from prior months and Master Schedule start and finish dates 

‒ Variance from prior months and Program Master Baseline physical percent 
complete  

• Assessing project schedule progress with objective and tangible metrics:  
physical percent complete (backed by substantive and verifiable data), weighted 
milestones, units completed (duration percent complete will be used only for 
support-type activities such as meetings, project management support, etc.) 
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• Maintaining all documentation regarding schedule delays, including 

communication with the contractor and variance computation methodology, in a 
central and easily accessible location 

3.3 General Contractor 
The General Contractor (Contractor) is responsible, as defined in the General 
Conditions, to conform to specific schedule development, maintenance and reporting 
requirements.  The General Conditions address preparation, format, detail, updates, the 
governing schedule, submittal schedules, schedule responsibility, conditions of 
payment,  provision of recovery schedules, and the District’s rights to retain one or more 
schedule consultants to perform or supplement the scheduling services provided by the 
Contractor.  

The Contractor is responsible for college project resource-loading and cost-loading 
according to the contract’s General Conditions and CPT direction.  The Contractor will 
compile a list of the resources required to complete the entire scope of work. 

The Contractor will develop a resource library and calendars, identify and assign 
resources and costs  to activities, check for resources over-allocation, and make 
adjustments for availability of resources, varying skill sets, resource learning curves, 
and parametric estimation use. 

The Contractor is responsible for providing the CPD with regular, monthly submission of 
schedules and submissions at key project milestones.  Contractor schedules are subject 
to CPD approval. 

 

4.0 Procedure 

Schedule development and management occurs as an ongoing, joint effort shared by 
the Contractor, who is responsible for the original construction baseline schedule and 
subsequent updates; the CPD, who oversees the Contractor and works closely with the 
project delivery team throughout the project schedule development, management, and 
closeout; and the PMO Regional Scheduler, who is responsible for monitoring the 
contractor’s schedule and maintaining the construction (KPI) schedule and Master 
Schedule under the supervision of the Program Controls Manager. 
 
Section 4 describes the major elements of schedules and schedule development, 
performed by the key personnel, whose roles are described in detail in 3.0, 
Responsibilities.   
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Design project schedules generally follow this same process and are addressed in 
section 4.10 and in  

• Attachment 3, Design-Build Schedule Development, Review and Update 
Process 

 
• Attachment 4, Design/Construction Schedule Development, Review and Update 

Process 
• Attachment 5, Master Schedule Development, Review and Update Process 

4.1 Work Breakdown Structure (WBS) 
The Bond Program utilizes a standardized work breakdown structure (WBS) across all 
nine colleges (as previously noted, see Attachment 2, Work Breakdown Structure). The 
WBS reflects a deliverable-oriented hierarchical approach to the work needed to 
accomplish the project’s objectives in accordance with formal district-approved project 
documents. The WBS is aligned to the cost work breakdown structure.  Additions or 
modifications to the WBS must be approved by the Program Controls Manager.     

Schedule management and budget/cost management work as integrated systems along 
with finance and accounting management.  In addition, Schedule Management (PMA 
SOP 6.0, Rev.1) is to be reviewed along with Budget and Cost Management (PMA SOP 
5.0, Rev. 1) and Finance and Accounting Management (PMA SOP 7.0).  The WBS (in 
PMIS) and the schedule must align for the accurate reporting of cash flow and project 
performance.   

4.2 Master Schedule 
The Master Schedule is the basis for planning, managing and coordinating the projects 
for each college. The baseline Master Schedule provides the District Bond Program with 
a comprehensive composite of all the work to be accomplished at each of the nine 
colleges.  

The Master Schedule is a repository of schedule data provided by each CPD, based on 
actual data from the accepted Contractor baseline schedule and from schedule 
updates.  It includes timelines for all events, such as the requirement for a 
comprehensive environmental impact report and a master plan for each college; 
planning, design and design approval; and bid/award, construction and occupancy 
schedules. These projects contain WBS structures as stipulated by the Bond Program. 

The Master Schedule includes a logically sequenced, college-wide schedule for each of 
the nine colleges that clearly indicates the detailed breakdown of events for each and 
every project. The project scope is broken down to the activity level to enable schedule 
and cost performance tracking. This allows the Program Controls Manager and the CPD 
to monitor and track scheduled events, as they occur, in order to assess changes, 
delays, trends and variances to the Master Schedule. 
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The accepted Master Schedule serves as the basis for planning, scheduling, tracking, 
and measuring project performance against actual progress as well as the basis for and 
correlation with the established project cost and estimate and budget. 
The PMO Scheduler develops the baseline Master Schedule under the supervision and 
approval of the Program Controls Manager. It is updated monthly and routed by the 
CPD to the PMO Director of Project Delivery and the PMO Program Director (or Deputy 
Program Director) for review and approval on a quarterly basis.  The PMO Program 
Director routes it to the College President for review and approval, and afterward, sends 
it to the Chief Facilities Director for review and approval. 

• PMO Program Controls Manager 
• PMO Director of Project Delivery 
• PMO Program Director 
• College President 
• Chief Facilities Executive 

The Program Master Schedule is updated monthly throughout the progression of the 
bond program to reflect budget, project and contract changes accepted by the College 
President, PMO, and District, and it is used to track schedule and cost variances. Using 
subsequent updates, the Program Controls Manager compares those updates to the 
initial performance baseline and performs analytical studies such as trending, cost 
forecasting, project monitoring, performance measurement, change control, delay 
mitigation, what-if scenarios, and workaround solutions. 

4.2.1  The Master Schedule is broken down into two levels.  The Level 1 schedule 
summarizes the overall project for client and management. Level 1 schedules show 
start and finish dates for the major project phases and key milestones (such as design, 
procurement, construction, and commissioning and start-up). Significant contract 
milestones and project-specific milestones or activities are included in Level 1 
schedules as required by the project execution plan.  

Level 2 schedules contain more detailed activities for each of the summary phases 
previously identified in the Level 1 schedule. This often includes a breakout of the 
various trades or disciplines responsible for the activities in each phase, the critical 
procurement activities, the major elements of construction, and general commissioning 
and start-up requirements. Generally in the Level 2, this is the first level of scheduled 
detail where logical links or task relationships may be shown. 

4.2.1.1  The Level 1 schedule will contain activities (Primavera activity type=Task 
Dependent) for each major phase of the project according to delivery method and type. 
The activity representing the project management phase will be (Primavera activity 
type=Level of Effort ). The major phase activity for the project will be designated as the 
program summary task for that phase.  The project task dependent and activities will be 
coded with the program summary task for that phase (see Attachment 6, LACCD Bond 
Program Schedule Levels Example).  Colleges currently carrying LOE activities for 
program summary tasks are required to create additional activities to be designated 
program summary tasks. LOE activities are designated for cash flow exercises 
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separately from program summary tasks. (For a representative illustration of these 
tasks, see Attachment 7, Sample Bond Program Milestone & Program Summary Tasks 
Structure – Variance.) 

The Level 1 schedule will contain program milestones relative to the project delivery 
mechanism and will show start and finish dates for the respective major project phases. 
The progress percent complete type for all program summary level except project or 
program management activities will be physical percent complete (see Attachment 8, 
Sample Source of Phase Physical Percent Complete). 

4.2.1.2  The Level 2 schedule contains more detailed activities for each summary phase 
identified in the Level 1 schedule. This will include a breakout of the various phases into 
sub phases identifying major elements of the design, procurement, construction, and 
general commissioning and start-up requirements. The Level 2 schedule will include key 
milestones for different phases (such as design, procurement, construction, and 
commissioning up to the WBS Level 5).  The Level 2 schedule will be logically linked to 
the Level 1 summary schedule. 

4.3  Construction Contract Schedule  
The Construction Contract Schedule will be used to measure schedule management on 
all active construction projects.  In the case of information technology (IT) or other 
technology projects, “construction” means procurement, integration, implementation and 
testing of IT and (or) technology systems and capabilities.   

The schedule will consist of critical path milestones for a specific college construction 
project, starting with the Notice to Proceed milestone and continuing through the 
Substantial Completion and Project Closeout milestones. The selected milestones will 
be tangible, represent completion of measureable activities, and aligned to the 
construction contractor’s schedule. The Construction Contract Schedule will be the 
basis for the CPD’s schedule key performance indicators.  Construction projects 
pending litigation and surety construction projects will be excluded from the CPD’s 
monthly key performance indicator (KPI) milestone variance reporting. 
In the event that changes must be made to a milestone (also known as rebaselining),the 
CPD must submit a baseline change request to the PMO Director of Project Delivery in 
writing (PMA-0340, Schedule Baseline Change Request Form, located on 
http://www.build-laccd.org/bidding_and_contracting).   
 
Submissions will be accompanied by supporting time/cost impact analysis sufficient to 
support the baseline milestone change; a review of the project’s risk register may also 
be required.  Upon approval by the PMO Director of Project Delivery, Program Controls 
Manager, and the Program Director, the PMO scheduler will update the construction 
contract baseline milestones schedule to reflect accepted changes during construction, 
substantial and final project completion, and closeout milestones. (Refer to CP 1.0, 
revision 4, CP 2.0 Construction Closeout, and CP 3.0, Project and Client Closeout for 
additional closeout guidance.) 
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4.4 Schedule Development  
The project schedule development process encompasses defining activities, milestones 
and deliverables; estimating activity durations and related crew sizes for trade labor; 
sequencing of activities; and allocating costs to scheduled activities according to 
funding source codes and the correct bond fund allocation. 

4.4.1 Defining Activities, Milestones and Deliverables  
The task/activity level of detail will be sufficiently descriptive for a meaningful  measure 
of progress for milestones and deliverables. 

4.4.2 Activities 
All projects are to be cost-loaded.  On the program level, costs are assigned at WBS 
Level 5 for each project. 

• Programming 
• Design 
• Construction 
• FF&E 
• Project closeout 
• Program management, assets, move, legal and audit are each LOE activities for 

the entire project 
• The costs will be loaded by source of fund and by project phase (design, 

construction, etc.) 
 

For each phase, the appropriate curve is assigned to each resource: 
 

 
Phase Curve 

Programming Linear 
Design Linear 

Construction Bell 
FF&E Triangular increase 

Project Management Linear 
Program Management Linear 

Assets, Move, 
Legal/Audit 

As appropriate 

 

4.4.2.1 Sequence 

All activities are to be logic-driven and sequenced to reflect necessary steps needed to 
complete the scope of the project and critical path computation.  Important interface 
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points, phase conclusions, and “hand-offs” are to be designated with relative start or 
finish milestones.  Milestones are to be tied to or represent a specific product or event 
with clear, objective (quantifiable) criteria for measuring accomplishment. Milestones are 
to align with the construction phase completion points (see Attachment 9, Program 
Milestones P6 Activity Suffix Mapping Sample). 
 
 
4.4.2.2 Activity Duration Estimates 
Project risks and schedule uncertainty are  to be addressed and documented in the risk 
register when task duration estimates are developed as appropriate. 

4.4.3 Milestones 
Milestone tracking is an important indicator related to overall schedule management and 
status reporting.  Significant activities/milestones are established as part of the Master 
Schedule.  For each reporting period, activity progress leading to milestone 
achievement is assessed against the baseline milestone dates. Reports address not 
only variances from the Program Master Schedule but also corrective actions required 
to address the variances.  (See section 4.8.12, Recovery Schedule) 

4.5 Resources, Costs and Schedule Integration 

Resources include labor, material, equipment, services, and any other budget items 
required to perform the entire scope of work. The list is constructed and resides within 
the approved scheduling software. The list also indicates the cost of using the resource. 

Current budget and cost information established in the approved accounting system and 
PMIS accumulates expenditures on a monthly basis. CPDs have access to this 
information for use in adjustments to schedules and budgets that are reviewed and 
discussed in each monthly review meeting. 

Contract issuance begins a process of tracking cost expenditure against budgets using 
the approved accounting system with a bridge from PMIS.   

 
4.6 Schedule Rebaseline  
Schedule revisions will be considered when the scope of work is substantially altered 
and requires additional budget or significantly more time.  Rebaseline requests will be 
accompanied by supporting time and (or) cost  impact analysis sufficiently 
demonstrating how the current baseline schedule cannot be supported  
Project schedules identified as no longer representing the true conditions of the project 
require that the rebaseline process be initiated by the CPD in accordance with the 
Strategic Execution Plan projects for the campus and the Bond Program’s change 
management procedures.  Rebaseline requests require written approval by 

• PMO Director of Project Delivery 
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• PMO Program Controls Manager 
• PMO Program Director 
• Chief Facilities Executive 

4.7 Schedule Update Process 
The monthly updates to the Master Schedule are electronically consolidated by the 
PMO schedulers and analyzed against current forecasts, the performance baseline, the 
previous update, and historical schedule information to provide trending information. 

The PMO Scheduler is responsible for updating the College Level 1 Schedule monthly.  
The physical percent complete entered for the Program summary task will be the same 
as the Phase Percent complete entered into Widget (pending PMIS updates). 

On a monthly basis the PMO Scheduler will update the Level 1 Schedule Program 
Milestones (0% or 100%) and Program Summary tasks with the respective physical 
percent complete.  The percent complete will be measured objectively and must be 
supported by CPD evaluation of payment applications, construction contracts, general 
conditions, progress payments, contract schedules, and work performed in the field. 

Upon completion of updates, the PMO Scheduler will review the schedule updates with 
the Regional Design Liaison, Regional Program Liaison, Contract Administrator, and 
CPD and prepare monthly reports, including variance reports. All schedule variances of 
less than 30 days will be reported to the Director of Project Delivery.  The monthly 
schedule updates will contain sufficient detail to provide the Program Controls Manager 
the ability to determine that the schedule complies with project milestones, planned 
resource/cost loading, physical percent complete for every active task, and overall 
schedule goals. 

4.8 Construction Schedule General Requirements 
The CPT will require that each project Contractor develop a cost-loaded contract 
schedule utilizing Primavera P6 or other software that may be approved from time to 
time, per the General Conditions. This schedule must present the planned project 
approach in sufficient detail to be considered a usable management tool, i.e., no 
schedule activity will be longer than 15 days, and no more than 10% of the activities will 
be shown as critical, as required by the General Conditions.  Bond Program Contractors 
are  required to use the schedule activity coding convention provided by the PMO to 
ensure that all contract schedule formats are consistent with the WBS used for Master 
Schedule.  

4.8.1 Contractor Construction Schedules  
All projects require the submittal and maintenance of a Construction Schedule. 
Construction Schedules enable the CPT to gauge progress of the Project and validate 
Contractor pay applications.  The CPTs review, maintenance and reporting of the 
schedule updates is critical to monitor the actual project progress vs. the planned 
progress of project schedules.  Timely updating and submittal of the updated schedule 

  
Schedule Management 
Effective date:  March 31, 2015 

Page 14 of 26 
 

 



Program Management 
Procedure PM 6.0, Rev. 1 

 
is essential to verify Contractor proposals for time extensions and compensable delay 
proposals/claims. This procedure outlines the required procedures, preparation, 
submittals, reviews, updates, and revisions to the Construction Schedule. 

In the event these provisions conflict with the project specific construction contract 
documents, the provisions of the contract documents will govern. 

4.8.2  Preliminary 90-Day Construction Schedules 

As detailed in Specification section 013250, within 14 calendar days of the Notice to 
Proceed (NTP), Contractor will submit a preliminary 90-Day Construction Schedule to 
the CPT. This schedule will include (as a minimum) all milestones defined in Division 
01, and it will identify the start dates and durations for each phase of work and 
associated activities. The schedule will be computer-generated using Bond Program-
approved software, based upon a Critical Path network organized by WBS phase and/or 
Activity Code, and reflect Contractor’s intended sequence of the work during the first 90 
calendar days following Notice to Proceed (NTP) or until the schedule is fully developed 
and accepted. 

The CPD will verify the schedule submittal conforms to Contract requirements and 
forward all review comments to Contractor for revision. The Contractor will incorporate 
the revisions, update the preliminary Construction Schedule and submit to CPD for 
further review, comment and/or approval. Contractor will meet all requirements of 
Division 01.  

Costs reflecting those in the Schedule of Values (when accepted) will be allocated to 
each activity cost account in the Preliminary Construction Schedule. The Contractor will 
submit the report required by the General Conditions, with the first monthly submittal 
following approval of the Schedule of Values. The CPD will review the proposed cost 
loading of the schedule. If the CPD determines costs to be “front loaded” or otherwise 
unreasonable, the CPD will return the schedule to the Contractor for revision and 
resubmittal within 5 days. 

Approval and payment of Contractor’s monthly pay application is predicated upon the 
submittal and approval of a preliminary Construction Schedule updated monthly to 
reflect current project status and CPT comments. 

4.8.3 Baseline Schedule  

As detailed in Specification section 013250, the Contractor will submit a fully detailed, 
cost-loaded Proposed Baseline Schedule for the duration of the project, based upon the 
accepted preliminary Construction Schedule. The Contractor will update and revise the 
Proposed Baseline Schedule as specified and submit until it is accepted by the CPT 
(see 4.8.4).   
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The CPD will verify that Contractor submits both the preliminary 90-Day Construction 
Schedule described in 4.8.2 and the Proposed Baseline Schedule as required and verify 
that both schedules: 

• Are in the form required by the Contract 
• Meet milestones required by Contract 
• Have milestone completion dates that support the overall project schedule 
• Are based upon accepted, site-specific work calendars, work hours and work 

rules, e.g., no double-shift or extended days if site is restricted to working one 
shift or Monday through Friday, etc. 

• Are coordinated with other work at the project site, if applicable 

CPD-generated schedules indicating work completed prior to the contract milestones 
and (or) contract time will not be accepted. The Contractor will indicate any available 
float. Any float identified will not be for the exclusive use or benefit of either Owner or 
Contractor. 

Schedules for projects which have multiple trades providing equipment, materials and 
other supplies will include activities for procurement, delivery, storing, rigging, 
installation, and startup including: 

• Time for submittals 
• Time for fabrication and delivery 
• Interdependence of procurement and construction activities 
• Dates for Mobilization, Start-Up of Equipment, Test and Balance, Substantial 

Completion, and Administrative Closeout 
• Any schedule with activities extending beyond milestone times and/or contract 

period will not be accepted 

4.8.4  Schedule Acceptance 

The CPT will obtain the initial Proposed Baseline Schedule described in 4.8.3 as 
detailed in Specifications section 013250. The CPT will advise Contractor of the need to 
submit a fully detailed, cost-loaded Proposed Baseline Schedule acceptable to the CPT 
within 120 days of the NTP or in accordance with the established milestone data. As the 
90-Day Construction Schedule is the basis for payment to Contractor during the first 90-
day period, submittal and CPT acceptance of a Baseline Schedule within 120 days 
following NTP is a condition precedent to accepting subsequent monthly Payment 
Applications after the initial 90-day period.  

The CPT will advise the Contractor that failure to develop and submit an accepted 
Baseline Schedule in the time required may result, upon notice to Contractor, in 
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withholding payment applications, in whole or in part.  The CPT has the option of 
engaging an independent estimating and (or) scheduling consultant to fulfill the Baseline 
Schedule requirement. Any costs incurred for these services will be assessed against 
Contractor. 

Upon final acceptance of the Proposed Baseline Schedule it will become the Baseline 
Schedule against which all subsequent schedule updates will be made, against which 
Contractor will report progress and/or variances and by which the CPT will measure 
Contractor performance and progress. 

4.8.5  Schedule Updates and Reviews 

Following submittal and acceptance of the preliminary Construction Schedule and 
Baseline Schedule, Contractor will submit monthly schedule updates that reflect actual 
project status and physical percent complete for each activity and other criteria detailed 
in this document. If the CPD determines that a schedule submittal does not reflect the 
actual project status, the CPD will reject the submittal as unacceptable.  (Reference 
Attachment 4, Design/Construction Schedule Development, Review and Update 
Process.) 

4.8.6 Schedule Review Meetings 

The CPD will conduct, at minimum, monthly schedule review meetings with Contractor 
and other parties concerned with schedule and performance.  The monthly schedule 
review meetings will occur at least 7 days prior to submittal of the Monthly Schedule 
Update. This meeting will establish actual physical percentages of completion, actual 
start and actual finish dates to be used in the pending Monthly Schedule Update. In 
general, items for review will include: 

• Critical path and near-critical path review 
• Planned-versus-actual progress to date 
• Compliance with submittal requirements 
• Critical procurement items status review 
• All impacts of added and/or deleted work, during the preceding time period and 

(or)  to date, which affect the work and schedule and require recovery plans 
and/or remedial actions in order to meet the milestones schedule and contract 
time 

• Revisions that must be integrated into the work plan by Contractor to meet the 
milestones schedule and contract time 

• Review of Contractor interface and coordination with separate work contracts 

4.8.7 Monthly Schedule Updates 

The CPT is to provide the PMO with a copy of all Contractor monthly payment 
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application schedule updates.  Copies of the Contractor schedule updates and 
associated files will be organized within the R: drive / Scheduling – All Campuses / and 
Campus folder, by:  

• Project number / project name 
• Contractor narratives and reports, organized by month/year 
• CPT schedule reviews and reports, organized by month/year 
• Contractor payment application electronic schedule files (P6-.XER), organized by 

month/year 
• Type of schedule (baseline, update, recovery, etc.) 

Contractor will deliver to the CPT a Four-Week Rolling Schedule derived from the 
accepted schedule, in bar chart format, at each weekly progress meeting.  The Four-
Week Rolling Schedule will depict the prior week’s actual activities and progress and 
upcoming three weeks of activities. This schedule will be based on the most recent 
accepted Monthly Schedule Update but updated to reflect the current progress of the 
Work. Contractor will clearly identify the critical path, near critical path, milestone status, 
and any variance from the most recent accepted monthly schedule update and baseline 
schedule.   

4.8.8 Reporting of Schedule Variances  

The Program Control Manager and PMO Scheduler will report, via monthly schedule 
review meetings with the project delivery team and quarterly reviews that include the 
Program Director and Director of Project Delivery, any schedules with baseline 
variances of more than 30 days on the project.   
 
In advance of these meetings, the PMO Regional Scheduler will run a variance analysis 
(construction schedule, Claim Digger, P6 Schedule Report, Current vs. Baseline vs. 
Current Variance Report / Gant Chart) and prepare a narrative report for each affected 
project for review by the PMO.  The information required is, at minimum: 

• Actual start and finish dates versus planned start and finish dates, finish 
variance. 

• The physical percent complete, remaining duration and actual duration  for each 
activity which is in progress 

• Activities that need to be re-sequenced, original duration changes, calendar 
changes, added, deleted, and/or modified to add clarification, reflect a change in 
plan of operation, or to maintain required schedule detail for proper monitoring 
and control 

• Areas and activities potentially having problems which impact the schedule 
• Resource expenditure vs. planned 
• A list of Requests for Information, submittals, Field Orders, Change Orders, 

Notices of Delay, Change Order Proposals, and Records of Change Order 
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Negotiation that affect or could affect the project  

4.8.9 Monthly Payment Application Schedule Review Process 

The Contractor will provide the CPD with regular progress updates to the Construction 
Schedule via the monthly payment application process outlined in the General 
Conditions Section 012000 - Segregation of Costs.  The interval between reporting 
periods will not exceed 30 calendar days.  The date on which the monthly progress 
update is due will be coordinated between the CPD and the Contractor. 

The Contractor will submit to the CPD an updated, cost-loaded Contract Schedule and 
narrative as part of the Contractor’s monthly payment application invoice.  All in-
progress and completed work stated in the schedule must be field verified by the CPD 
as a 30-day pre-requisite to approval of the payment application. 

The Construction Schedule will be updated with actual progress on all applicable 
activities, as well as actual cost and resource data.  Progress needs to be recorded for 
all activities which have actually started, actually finished or that have started, and are 
currently in progress.  Each update will conform to the schedule reporting criteria 
outlined in the General Conditions Sections 3.9 and Division 1 Specification Section 
013250.  

4.8.10  Schedule and Monthly Payment Review Process 

The CPD will review the Contractor’s schedule submittal and provide comments on the 
technical merit, structure and content.  The CPT will, at a minimum, run the following 
reports utilizing Primavera P6 or other approved software and keep them as part of the 
project record file:   

• Schedule Report – identifying schedule anomalies and Critical Path Method 
violations. 

• Claim Digger – comparing the current monthly payment application schedule 
update to the previous month’s schedule, looking for changes, variances, 
omissions, over-allocation of resources, etc. that may affect the integrity of the 
schedule. 

• Baseline Variance Report – comparing the current monthly payment application 
schedule to the accepted Project Baseline Construction Schedule.  Variances of 
greater than 15 calendar days will require a Recovery Schedule as described in 
Specifications section 013250. 

The CPD will utilize the data generated in these reports to assess the quality and 
validity of the Contractor’s schedule submittal.  Using the data, the CPD will generate a 
review narrative to identify issues and anomalies clearly, with required corrections 
returned to the Contractor with the reviewed monthly payment application.  Based on 
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the data and the overall quality and merit of the submitted schedule, the CPD will return 
the schedule review within 7 days of receipt of the payment application, with one of 
these notations: 

• Accepted – No issues or anomalies in the schedule.  Process payment 
application.  

• Accepted as Noted – Minor issues, anomalies, variances, etc. that can be easily 
corrected, and won’t affect the logic, phasing or critical path of the schedule.  
Process payment application. 

• Revise and Re-Submit – Contains issues with critical path method validity and 
compliance.  Numerous anomalies and variances that will require revisions to 
phasing, sequencing, logic / relationships, or that will change the critical path.  
Reject payment application. 

• Rejected – The submitted schedule does not follow the critical path method, 
contains falsified or inaccurate progress, requires major re-structuring to 
accurately represent scope and/or project conditions, schedule contains no 
credible critical path.  Reject payment application. 

4.8.11  Withhold Process 

In the event that the CPD returns the monthly payment application schedule submittal 
marked with either “Revise and Re-Submit” or “Rejected,” it is possible that the payment 
application may be rejected until the schedule has been re-submitted, reviewed for 
correction per the CPD comments, and marked Accepted or Accepted as Noted.   

Progress payments will be withheld for processing until the payment application has 
been accepted by the CPD.  Failure to make timely corrections to a rejected schedule 
submittal may require additional supplementary progress schedules as may be deemed 
necessary to demonstrate manner in which accepted progress Project Schedule will be 
regained.  Further failure to comply with specified corrective measures will be grounds 
for determination by the CPD that the Contractor is not performing Work with such 
diligence as will ensure timely performance of the Work within the Contract Time and 
may result in termination of Contractor’s right to proceed with the Work, or any 
separable part thereof, in accordance with applicable provisions of 013250, section 1.4. 

 4.8.12 Recovery Schedule  

When the Contractor’s detailed Construction Schedule projects a completion date that is 
15 or more days beyond the contract completion date, the CPD will implement these 
procedures: 

• If the delay is caused by the Contractor, the CPD will notify the Contractor to 
develop and submit a Recovery Schedule so that the slippage is recovered for 
the CPD’s approval, as specified in Specifications section 013250. The CPD will 
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review the proposed Recovery Schedule from the Contractor and, in consultation 
with the PMO, either accept or reject the Recovery Schedule submittal in writing. 

• If the delay is not caused by the Contractor (i.e., delays caused by Owner-
initiated Changes, Unforeseen Conditions/Differing Site Conditions, or Design 
Changes), the CPD will discuss possible delay mitigation plans with the 
Contractor. When the implementation of delay mitigation options is not feasible or 
is limited, the CPD will take one of these steps: 

‒ For a clear-cut situation where the Contractor is not responsible for the 
delay, follow the Change Order Process (including Time Impact Analysis 
Process) to evaluate and make a time extension settlement as soon as is 
practically possible 

‒ Seek required consultation from PMO Risk Management to come up with 
a best strategy for these situations:   

 Delays for which the Contractor is not responsible and  that affect 
more than one schedule update period  

 A combination of non-Contractor responsible delay is mixed with 
the Contractor-responsible delays, and significant dispute is 
anticipated in terms of merit and responsibility apportionment 

 When the CPD decides that a deferred delay settlement is more 
practical and beneficial for overall project success 

4.9 Design Project Schedule Control 
During the planning phase of the project, depending on the delivery method, the PMO, 
the Design Build Entity, or the CPT Project Manager will provide a preliminary design 
project schedule with reasonable durations addressing all required processes including, 
at minimum, planning, programming, design, DSA certification, bidding and 
procurement, construction and commissioning, FF&E, submittals and approval, and 
project closeout. 
 
The CPT Project Manager will submit the preliminary design project schedule to the 
CPD for Project Delivery Team review and CPD acceptance. Upon receipt of CPD 
approval, the PMO Scheduler incorporates the preliminary design project schedule into 
the master schedule. The accepted preliminary project schedule forms the baseline for 
the design project development.  
 
The Design Consultant will prepare and submit a detailed project schedule to the CPT 
Project Manager for review and acceptance. The detailed project schedule will show all 
design-related activities, including resources and duration, to satisfy negotiated contract 
requirements. In this work plan, the Design Consultant will identify potential schedule-
related risks, impacts on the project, and critical path activities. The Design Consultant 
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will update the project schedule throughout the duration of the project development on 
a monthly basis, at minimum.  
 
The CPT Project Manager and PMO Scheduler will incorporate any Design Consultant-
proposed schedule changes into the master schedule and revise the targeted project 
schedule as updates and changes are accepted. The CPT will route the adjusted 
project schedule with a variance report and justifications for acceptance as shown in 
PMA SOP 6.0, Rev. 1, Attachment 4, Design/Construction Schedule Development, 
Review and Update Process. Upon acceptance, the adjusted design project schedule 
will be issued as the final design project schedule and incorporated in the Design 
Consultant contract as a contract requirement. 
 
The CPT Project Manager will manage, track and report to PMO, RDL, RPL and CPD 
the status of project activities, issues and resolutions in real-time to verify that project 
development is on schedule. In this report, the CPT Project Manager will identify 
variances, issues with the causes and resolutions, and a recovery plan, at minimum on 
a monthly basis. 
 
The CPT Project Manager will manage and report to CPD, PMO RDL, RPL and Risk 
Manager any schedule- related risks throughout the development of the project on a 
weekly and monthly basis. 
 
The CPD, PMO, RDL, RPL and Risk Manager will monitor CPT project schedules and 
reports, and, as requested, provide resources to assist the CPT Project Manager in 
developing strategies and resolving issues if requested by the CPT Project Manager. 

Design project schedule review is a part of the Monthly Review meeting managed by 
the Program Controls Manager.  Refer to Attachment 3, Design-Build Schedule 
Development, Review and Update Process; Attachment 4, Design/Construction 
Schedule Development, Review and Update Process; and Attachment 5, Master 
Schedule Development, Review and Update Process, for additional details of the 
schedule development, review and update cycle. 

 

5.0 Reporting 

A summary schedule and cost report by each college will be submitted monthly. The 
report will include bar charts for each project, sub-project and phase. The report 
indicates variances at the project level for delayed completion dates.  The report is 
reviewed and discussed in the monthly schedule review meeting.  

A variance report will be prepared by each CPD each month, including a listing of all 
projects which have been delayed by more than 30 days as compared to the initial 
Master Schedule baseline.  The variance report template is an internal document stored 
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on the Program Controls shared drive. The narrative will include the number of days 
delayed, the reason/root cause for the delay (such as an error or omission in contract 
documents, unforeseen conditions, code changes, etc.), the impact on construction and 
occupancy of the building, and a recovery plan. In addition, these variance reports will 
contain supporting documents and electronic files to support and monitor schedule 
changes such as slippage or cost over- and under-runs.  

This report will be reviewed and discussed in the monthly schedule review meeting in 
conjunction with the monthly schedule updates. The monthly schedule review meeting 
is scheduled for each campus on the second week of the month or at least five working 
days after the financial month-end closing.  

Utilizing these schedule updates and variance narratives, the project delivery team—the 
Regional Design Liaison, Regional Program Liaison, College Project Team, Director of 
Project Delivery, PMO Program Controls, Contractor-- works with each CPD to identify 
potential problems and feasible resolutions. This helps to verify that schedule 
commitments to the colleges, the District and the community are met.  

The CPT documents monthly review meeting action items in formal minutes that 
become part of the project records.  The CPD coordinates College President sign-off on 
reports, and the Program Director or Deputy Program Director obtains District Chief 
Facilities Executive (CFE) acceptance of quarterly review documents detailing SEP 
updates caused by change orders, altered forecasts, or other issues.   

See Attachment 3, Design-Build Schedule Development, Review and Update Process; 
Attachment 4, Design/Construction Schedule Development, Review and Update 
Process; and Attachment 5, Master Schedule Development, Review and Update 
Process, for details of the schedule development, review and update cycle. 

5.1 Variance Documentation  
For project schedule changes of 30 days or more from the baseline schedule, the CPD 
will provide documentation to support both the cause for and the number of delay days.  
 
Documents required to support causes of delay include: 

• Correspondence(s) with the vendor where both parties acknowledge the issues 
related to the delays  

• Supporting documentation including e-mails, submittals, memos, meeting 
minutes, inspection reports, other third-party reports 

• Verbal explanations are NOT sufficient 
 
Documents required to support the number of delay days include: 

• In-house analysis of the delay(s) and, if warranted, a third-party review of the 
delay 

• Documented resources that address the issues 
• Documented constraints which affect the resources 
• Critical path time and impact analysis  
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The data dates for both the report and schedule update are the last day of the previous 
month indicating progress through the end of the month. 

6.0 Records 

• Master Schedule 

• Monthly Schedule Updates 

‒ Construction Contract Schedule 

‒ Cost Load Schedule 

‒ Bond Program Strategic Execution Plan (SEP) Monthly Progress 
Summary 

• Monthly Variance Reports 

• Contractor Recovery Schedules 

• Scheduling Delay Documentation 

• CPD KPIs  

• Master Schedule Change Form 

• Cash Flow Forecast 

 

7.0 Revision History 

This section records revisions to this implementing procedure.  Each time the procedure 
is changed, the nature of the change is noted under the description, including cases 
where extensive revisions occur throughout the document.  In cases where changes are 
less extensive, revision lines (“change bars”) will be added to identify places where 
changes are made. 

Comments to the SOPs and associated forms and documents are encouraged and may 
be sent via a change request form located on the SOP SharePoint site. See the link 
entitled “Comments on the SOPs, Click Here” on the right side of the SOPs site to 
access the form. 

Procedure revision requests are reviewed and responded to on an ongoing basis. 
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Revision Effective 
Date 

Pages 
Revised Description 

Type of Revision 
(Minor/Formatting 

and (or) 
Major/Procedural 

Required 
Reading? 

0 10/15/13 All Original Issue Initial Issue Yes 

1 3/31/15 All 

Updated acronyms and added 
definitions; ;   inserted 
scheduling text from 
Construction Management SOP 
1.0, Rev. 4; moved selected 
procedural text into 
Responsibilities section with 
clarification for responsibilities; 
expanded Contractor 
responsibility; deleted schedule  
KPI attachment and  added new 
process workflows in 
attachments 3,4, and 5); 
corrected references to General 
Conditions /Specifications; 
revised recovery schedule text 
and  added  design schedule 
text; clarified naming of various 
schedules and revised master 
/baseline / construction schedule 
text and workflow detail; clarified 
review processes and changed 
“approval” language to 
“acceptance” where related to 
contractor schedules; deleted 
“Bond Program Baseline 
Schedules” history; clarified 
timeline to produce preliminary 
90-day construction schedule  
and Baseline Schedule. 

Minor and Major Yes 

 
 

8.0 Attachments 

Attach-
ment 

Number 
Title 

 

Version and 
Revision Date 

1 Monthly Update―Dashboard and Cost Load Schedule V1, 2/13/15 

2 Work Breakdown Structure V2, 2/13/2015 
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Attach-
ment 

Number 
Title 

 

Version and 
Revision Date 

3 Design-Build Schedule Development, Review and Update 
Process V0, 3/26/2015 

4 Design/Construction Schedule Development, Review and 
Update Process V0, 3/26/2015 

5 Master Schedule Development, Review and Update 
Process V0, 3/26/2015 

6 LACCD Bond Program Schedule Levels Example V2, 2/2/2015 

7 Sample Bond Program Milestone & Program Summary 
Tasks Structure- Variance  V2, 2/2/2015 

8 Sample Source of Phase Physical Percent Complete  V1, 11/18/2014 

9 Program Milestones P6 Activity Suffix Mapping  (Sample) V2, 1/13/2015 
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ATT 1, PMA SOP 6.0, Rev. 1: Monthly Update - Dashboard and Cost Load Schedule

Typical Month Based on Financial Close Calendar

Item Activities -14 -13 -12 -11 -10 -9 -8 -7 -6 -5 -4 -3 -2 -1 1 2 3 4 5 6 7 8 9 10 11 12 13 14

A. Dashboard Update (CPT Responsibility)

A10 Start Reporting Preparation for the current month    Start Reporting Preparation for the current month

A20 Project Cost Monthly Update

A20.1 Updates Monthly Report Updates Monthly Report

A20.2 Reconcile Budget variance and adjust AAC items   Reconcile Budget variance and adjust AAC items

A20.3 Complete reconciliation and AAC adjustment by 4 pm   Complete reconciliation and AAC adjustment by 4 pm

A20.4 Prepare Budget Transfer    Prepare Budget Transfer

A20.5 Budget Transfer required District Approval due to PMO    Budget Transfer required District Approval due to PMO

A30 Project Schedule (P6) Monthly Update

A30.1 P6 Monthly Schedule Update P6 Monthly Schedule Update

A30.2 Save pdf report (9B Report)  Save pdf report (9B Report)

A30.3 Cost load P6 schedule update    Cost load P6 schedule update

A30.4 Prepare Schedule Variance Report  Prepare Schedule Variance Report

A30.5 Review Variance Report with RDL/RPL Review Variance Report with RDL/RPL

B. Dashboard Update (Finance Responsibility)

B10 Financial Closing Day - No update or transaction Financial Closing Day - No update or transaction 

B20 Take a snap shot of the database for Dashboard Report at 4 pm Take a snap shot of the database for Dashboard Report at 4 pm     

C. Dashboard Update (PMO Responsibility)

C10 Project Cost Monthly Update

C10.1 Process Budget Transfer for District Approval  Process Budget Transfer for District Approval

C10.2 Coordinate with CPT on the draft snap shot for final adjustment Coordinate with CPT on the draft snap shot for final adjustment   

C10.3 40J Central Services - Reconcile Budget & Update AAC 40J Central Services - Reconcile Budget & Update AAC  

C10.4 Review Monthly Report and QA/QC Dashboard data Review Monthly Report and QA/QC Dashboard data   

C10.5 Obtain District Approval for Dashboard update release Obtain District Approval for Dashboard update release   

C10.6 Publish Dashboard Publish Dashboard 

C20 Project Schedule (P6) Monthly Update

C20.1 PMO compile cost loading data for prepare cash flow forecast PMO compile cost loading data for prepare cash flow forecast   

Rev. 1, Date: 2/13/15

Reporting Month

Report Month ‐Week 3
Dashboard Update Begins

Week 4 / Week 5
Financial Closing Week

Week 1
Start of Following Month

Week 2
Complete Reports



PROGRAM
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05P – PIERCE
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06S – SOUTHWEST
CAMPUS

04M – MISSION
CAMPUS
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CAMPUS

08V – VALLEY
CAMPUS

02E – EAST
CAMPUS

09W – WEST
CAMPUS

01C – CITY 
CAMPUS 

Others

LEVEL 1 - PROGRAM

LEVEL 2 - CAMPUS

05P-LIVE-50100
Center for the 

Sciences

05P-LIVE-50200 
Life Sciences, 

Chemistry, 
Physics

05P-LIVE-50400 
Student Store & 

Financial Aid

05P-LIVE-51300 
Business 

Education 
Renovation

05P-LIVE-51500 
Faculty Offices 

Renovation

LEVEL 3 - PROJECTS

LEVEL 5 – PROJECT PHASES

51301.0
Programming

(LOE Cost 
Activity)

51301.5
Construction

(LOE Cost 
Activity)

51301.2
Design

(LOE Cost 
Activity)

51301.7
FF & E

(LOE Cost 
Activity

51301.3
DSA Review

(LOE Cost 
Activity)

51301.8
Closeout
(LOE Cost 
Activity)

51301.4
Bid and Award

(LOE Cost 
Activity)

Typical for Campuses

Typical for Sub-Projects

513.01
Business 

Education

513.02
Business 

Education -
Cinemalab 

513.03 
Business 

Education –
Computer Labs 

Renovation

LEVEL 4 – SUB-PROJECTS
Typical for Projects

WBS for LACCD

05P-LIVE-51600 
Fine Art & Music 

Renovations

Others

LOE Cost Activities
Land Acquisition
Owner’s Reserve
Program/Project 

Management

51301.6
Commissioning

(LOE Cost 
Activity)

2/13/2105, v.2

ATT 2, PMA SOP 6.0, Rev. 1
 Work Breakdown Structure 



PMA SOP 6.0 Rev. 1, Attachment 3:  Design-Build Schedule Development, Review and Update Process, V.0, created 3/26/2015
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PMO issues
Notice to Proceed 

Variances requiring 
mitigation & corrective 

action?

Assigned CPT member 
documents Monthly 

Review meeting actions & 
follow up tasks in minutes 

copied to Program 
Director and Director of 

Project Delivery

Within 45 calendar days 
after NTP, DBE submits 
Baseline P6 critical path 

schedule, per DB 
construction contract, 

to PM

Start Process

Repeat monthly 
review & acceptance 

cycle
through

project closeout

DBE incorporates 
updates into schedule 
on an ongoing basis 
and reports monthly 

to CPT

DBE generates 
recovery schedule

PM reviews
DBE preliminary design/

construction
schedule with Project 

Delivery Team & 
Scheduler

MONTHLY SCHEDULE REVIEW
PMO Program Controls Manager conducts 

reviews & analyzes schedule reports; accepts 
reports; conducts monthly review meeting with

1. Project delivery team 
2. PMO Scheduler, CPT & DBE

(Includes CPD participation/oversight)

CPD processes 
change order for

acceleration or time 
extension

PMO leadership approves course of 
action (change order documentation, 

recovery plan acceptance, risk 
management solution)

PM coordinates with Project Delivery 
Team and DBE

Scheduler reviews & analyzes 
DC/GC updates, notes variances 

& prepares reports 
for CPD/PM 

leadership briefings & 
review meetings

PM obtains 
preliminary DBE schedule 

acceptance from 
CPD

CPD manages 
recovery plan 

process

No

Yes

Risk Management 
reviews complex 

situations & advises 
CPD on resolution

No Yes

Owner-caused 
delay = 

change order 
process

Contractor-caused 
delay = 

recovery plan 
process

Complex situations 
require 

Risk Management 
guidance

PM = CPT Project 
Manager

Project delivery team 
= Director of Project 
Delivery, CPT, RPL, 
RDL 

Scheduler = Downtown
PMO Regional 
Scheduler

PM solicits 4-week 
rolling schedule updates 

for weekly meeting 
discussion with DBE; 
addresses variances; 
briefs PMO leadership 
on significant issues; 
disseminates weekly 
updates to Project 

Delivery/CPT

PM discusses items of concern with PMO 
leadership (Program Director, Deputy Director, 

Director of Project Delivery)
on an as-needed basis

Risk Management 
briefs

PMO leadership  
& client

PMO leadership 
guides or approves 

solution

`  

DBE issues 
Preliminary 
Milestone 

Schedule with 
DB proposal

1
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PMO issues
Notice to Proceed 

Variances requiring 
mitigation & corrective 

action?

Assigned CPT member 
documents Monthly 

Review meeting actions & 
follow up tasks in minutes 

copied to Program 
Director and Director of 

Project Delivery

Within 15 calendar days 
after NTP, DC/GC 

submit preliminary P6 
critical path schedule, 

per construction 
contract, 

to PM

Start Process

Repeat monthly 
review & acceptance 

cycle
through

project closeout

DC/GC incorporates 
updates into schedule 

on an ongoing
basis and reports 
monthly to CPT

DC/GC generates 
recovery schedule

PM reviews
DC/GC preliminary 
design/construction

schedule with Project 
Delivery Team & 

Scheduler

MONTHLY SCHEDULE REVIEW
Program Controls Manager conducts reviews & 

analyzes schedule reports; accepts reports; 
conducts monthly review meeting with

1. Project delivery team & DC/ GC
2. PMO Scheduler & CPT

(Includes CPD participation/oversight)

CPD processes 
change order for

acceleration or time 
extension

PMO leadership approves course of 
action (change order documentation, 

recovery plan acceptance, risk 
management solution)

PM coordinates with Project Delivery 
Team and DC/GC

Scheduler reviews & analyzes 
DC/GC updates, notes variances 

& prepares reports 
for CPD/PM 

leadership briefings & 
review meetings

PM obtains 
preliminary DC/GC 

schedule acceptancel from 
CPD

CPD manages 
recovery plan 

process

No

Yes

Risk Management 
reviews complex 

situations & advises 
CPD on resolution

No Yes

Owner-caused 
delay = 

change order 
process

Contractor-caused 
delay = 

recovery plan 
process

Complex situations 
require 

Risk Management 
guidance

PM = CPT Project 
Manager

Project delivery team 
= Director of Project 
Delivery, CPT, RPL, 
RDL 

Scheduler = Downtown
PMO Regional 
Scheduler

PM solicits schedule 
updates for weekly 

meeting discussion with 
DC/GC; addresses 

variances; briefs PMO 
leadership on significant 

issues; disseminates 
weekly updates to 

Project Delivery/CPT

PM discusses items of concern with PMO 
leadership (Program Director, Deputy Director, 

Director of Project Delivery)
on an as-needed basis

Risk Management 
briefs

PMO leadership  
& client

PMO leadership 
guides or approves 

solution

`  

1
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Start Process

Repeat 
Master Schedule

update & approval 
process 
through

project closeout

2014 Master 
Schedule based on 

approved SEP 
initiated by CPT 

working with
Scheduler 

2014 Master Schedule actuals, 
projections, trending & 

forecasting are reviewed by 
Project Controls Manager & 

Program Director

2014 rebaselined 
Master Schedule created by
Scheduler establishing key 
milestones, incorporating 

preliminary design/construction 
schedules, following Program 

Controls standards 

2014 rebaselined 
Master Schedule 

reviewed/ approved 
by Program Director or

Deputy

Rebaselined
2014 Master 

Schedule routed for 
approvals by CPD

Quarterly Update
review & approval

College President
Reviewed/
Approved

2014 rebaselined Master 
Schedule sent to CFE for 
approval, then routed to 
Scheduler for recording 

and maintenance

2014 
rebaselined Master 

Schedule approved by
CFE

Master Schedule
Quarterly Update
review & approval

Master Schedule update 
coordination and 
implementation 

coordinated by CPT with 
Project Delivery Team 

and GC

Master Schedule Quarterly 
Review submitted to District 
Level by Program Director

PM = CPT Project 
Manager

Delivery Team = 
Director of Project 
Delivery, CPT, RDL, 
RPL

Scheduler = Downtown 
PMO Regional 
Scheduler

SEP = Strategic 
Execution Plan

Scheduler creates record of 
rebaselined 2014
Master Schedule

Yes

2014 rebaselined Master 
Schedule approval from 

College President obtained by 
CPD 

No

2014 Master Schedule Quarterly 
Review Document consolidates 

monthly detail; CPD obtains 
College Level approval; Program 

Director obtains District Level 
approval

Master Schedule 
Quarterly Review 

submitted to District level 
by CPD

Master Schedule updates 
involving contractual change 
(change orders, changes to 

substantial or final completion, 
etc.)  require PMO leadership 

guidance

Master Schedule updates 
are approved 

by 
PMO leadership

No Yes

No
Yes

Approved 2014 Master Schedule
enters weekly, monthly, and quarterly 

review cycle

(See Attachment 7 for Design/
Construction Schedule Development, 

Review and Update Process)

No Yes

No Yes

Yes

No

2014 Basline (completed) Master Schedule Review and Update 

1
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SOP 6.0, Rev. 1, Attachment 9:  Program Milestones P6 Activity Suffix Mapping (Sample) 

Los Angeles City College 

Design-Bid-Build 

Program Milestone P6 Activity Suffix P6 Activity Date 

Printed on 10/2/2013  1 

  Program Start 

  Design Start 

  -0100 

-0300 

ES 

ES Official approval for the architect to start 
design of project 

  DSA Submission -0500 ES Division of State Architect (DSA) receives 
plans from architect 

  DSA Approval -0600 EF Construction plans are approved by Division 
of State Architect (DSA) 

  Bid Advertise -0700 ES Final bid documents are made public and 
ready for distribution to bidder 

  NTP Construction -0800 ES Official approval for the contractor to start 
construction of project 

  Substantial Completion -0900 EF Construction almost finished and ready for 
acceptance and punch list.  Work is 
sufficiently completed in accordance to 
contract 

  Bldg Occupancy/In-Use -1200 EF Building complies with all codes and 
regulations including asset depreciation 
(DISTRICT Milestone) 

  Final Completion -1100 EF Owner acceptance 

  DSA Closeout -1000 EF Project has been completed in accordance to 
DSA.  DSA certification letter is issued 

 Final Project Closeout & Archival Records  -1500  EF  All Closeouts completed and all records 

archived 

Design-Build 

Program Milestone P6 Activity Suffix P6 Activity Date 

Program Start -0100 ES 

Issue Design-Build RFP -0200 ES Invite Design-Build team to deliver projects 
through competitive process 

Award/NTP Design-Build -0400 ES Select winning design-build team and official 
approval for the design-build team to start 

DSA Submission -0500 ES Division of State Architect (DSA) receives 
plans from architect 

DSA Approval -0600 EF Construction plans are approved by Division 
of State Architect (DSA) 

NTP D-B Construction -0800  ES Start of Design-Build Construction 

Substantial Completion -0900 EF Construction almost finished and ready for 
acceptance and punch list.  Work is 
sufficiently completed in accordance to 
contract 

Final Completion -1100 EF Owner acceptance 

Bldg Occupancy/In-Use -1200 EF Building complies with all codes and 
regulations including asset depreciation 
(DISTRICT Milestone) 

DSA Closeout -1000 EF Project has been completed in accordance to 
DSA.  DSA certification letter is issued 

Final Project Closeout & Archival Records -1500  EF All Closeouts completed and all records 

archived 

Notes: 
1) The suffix identifies the corresponding program milestone . 
2) The activity date determines what date to pull for reporting.  ES will be pulled unless specified.
3) The activity codes identifies the project
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