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Policy on Program Management System

1. Purpose

The purpose of this policy is to establish a structured framework for managing
programs within the organization to ensure alignment with strategic goals, optimize
resource utilization, and enhance overall program success.

2. Scope
This policy applies to all organizational programs, including interdepartmental and
departmental initiatives that aim to achieve specific project objectives.

3. Definitions

Program: A coordinated set of related projects managed together to achieve
strategic objectives in the community.

Program Management: The process of managing multiple projects to maximize
performance and benefits.

4. Roles and Responsibilities

Program Manager: Responsible for the overall coordination, monitoring, and
reporting of program activities. Acts as the primary point of contact for stakeholders.
Project Managers: Responsible for the execution of individual projects within the
program, ensuring they alignh with program objectives.

Stakeholders: Individuals or groups with an interest in the program’s success,
providing feedback and support.

5. Program Management Framework

Initiation:

Define the program's objectives and scope.

Identify key stakeholders and gather initial requirements.

Planning:

Develop a comprehensive program plan, including timelines, budgets, resource
allocation, and risk management strategies.

Execution:

Coordinate project activities, manage resources, and ensure adherence to the
program plan.

Monitoring and Control:

Continuously track program progress against established KPIs and objectives. Hold
regular status meetings and adjust plans as necessary.

Closure:

Evaluate program outcomes, document lessons learned, and ensure proper
handover of deliverables.

6. Reporting and Documentation

Maintain thorough documentation throughout the program lifecycle, including plans,
progress reports, and evaluation summaries.

Provide regular updates to stakeholders and donors to ensure transparency and
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7. Compliance and Quality Assurance

Ensure all program activities comply with organizational standards and relevant
regulatory requirements.

Implement quality assurance processes to assess deliverables and overall program
performance.

8. Continuous Improvement

Gather feedback from stakeholders and conduct post-program evaluations to
identify best practices and areas for improvement.

Update the Program Management System based on findings and industry
standards.

9. Review and Approval

This policy shall be reviewed annually and updated as necessary, with approval
from senior management.

Standard Operating Procedure (SOP) for Program Management
Title: Standard Operating Procedure for Program Management
1. Objective

To provide detailed steps for effectively managing programs within the organization
to ensure consistency, accountability, and successful outcomes.

2. Procedure

Step 1: Program Initiation

1.1 Gather initial program requirements through stakeholder interviews and
workshops.

1.2 Document the program charter, outlining objectives, scope, deliverables,
stakeholders, and initial timelines.

1.3 Obtain approval from key stakeholders.

Step 2: Program Planning

2.1 Develop a comprehensive program plan that includes:

Detailed project timelines

Resource allocation

Budget estimates

Risk management strategies

2.2 Review and refine the program plan with input from project managers and
stakeholders.

2.3 Establish a commum& \'Q\Can for regular updates to stakeholders.
U
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Step 3: Program Execution

3.1 Kick off the program with a meeting involving all project managers and key
stakeholders.

3.2 Implement project activities according to the established plan, ensuring
alignment and collaboration.

3.3 Hold regular status meetings to monitor progress and address any issues
promptly.

Step 4: Monitoring and Reporting

4.1 Utilize project management tools to track progress against KPIs and program
objectives.

4.2 Prepare and distribute regular status reports to stakeholders, highlighting
achievements, challenges, and next steps.

4.3 Adjust plans as necessary based on monitoring outcomes and stakeholder
feedback.

Step 5: Program Closure

6.1 Conduct a final program review meeting to assess overall performance and
gather stakeholder feedback.

8.2 Document lessons learned and best practices for future programs.

5.3 Ensure proper transition of deliverables to relevant stakeholders and finalize all
project documentation.

3. Responsibilities
All program participants must understand their roles and adhere to this SOP.
Program managers are responsible for ensuring compliance with these procedures.

4. Documentation and Records —

Maintain all program-related documentation in a centralized repository accessible to
authorized personnel,

Ensure records are complete and accurate for future reference and audits.

5. Compliance
Adhere to organizational policies and relevant regulatory standards throughout the
program lifecycle.

6. Review
This SOP will be reviewed every two years or as necessary to ensure it remains
relevant angd effective.
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