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1.0 Project Overview 

The Project Overview sets the stage for the details of the project and begins the “story” of the project and plan.  

1.1 Executive Summary- Rationale for the Project 

1.2 Funding and Sources
	Source
	Amount
	Associated restrictions
	Approvers

	
	
	
	


1.3 Constraints

Constraints are factors that restrict the project by scope, resource, or schedule.  
	Number
	Description

	
	

	
	


1.4 Dependencies

Types include the following and should be associated with each dependency listed.

·  Mandatory dependencies are dependencies that are inherent to the work being done.  

· 
D- Discretionary dependencies are dependencies defined by the project management team.  This may also encompass particular approaches because a specific sequence of activities is preferred, but not mandatory in the project life cycle.

· E-External dependencies are dependencies that involve a relationship between project activities and non-project activities such as purchasing/procurement

	Number
	Description
	Type M, D, E

	
	
	

	
	
	


1.5 Assumptions
Assumptions are planning factors that, for planning purposes, will be considered true, real, or certain.  

	Number
	Description

	
	

	
	


1.6 Initial Project Risks Identified

In this section identify and describe how each risk will be managed.  Include the steps that will be taken to maximize activity that will result in minimizing probability and impact of each risk. 


[Risk 1 Name]

	Description - 


	Probability 
	Impact 


	
	Mitigation Strategy 

	
	Contingency Plan 
 


[Risk 2 Name]

	Description - 


	Probability 
	Impact 


	
	Mitigation Strategy 

	
	Contingency Plan 
 


2.0 Project Authority and Organizational Structure

The Project Organization describes the roles and responsibilities of the project team. It also identifies the other organizational groups that are part of the project and graphically depicts the hierarchical configuration of those groups.  It exists to clarify interaction with the project team.

2.1 Stakeholders

List all of the major stakeholders in this project, and state why they have a stake.  Stakeholders are individuals and organizations that are actively involved in the project, or whose interests may be positively or negatively affected as a result of project execution or project completion.  They may also exert influence over the project and its results.  

	name
	Stake in Project
	Organization
	Title

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.2 Project Governance Structure

2.2.1 Describe the organizational structure – Org Chart

2.2.2 Describe the role and members of the project steering committee
2.2.3 Organizational Boundaries, interfaces and responsibilities

Use this section to describe any special considerations regarding contact between the project team, the project manager, and individuals from various organizations involved in the project: Boundary, interface and responsibilities at the interface level.
2.3 Executive Reporting
3.0 Scope 

3.1 Project Objectives

3.1.1 Business Objectives

	Number
	Description

	Bus. Objective 1
	


3.1.2 Technical Objectives

	Number
	Description

	Tech. Objective 1
	


3.2 Project Exclusions

3.3 Critical Success Factors


Identify the critical success factors for achieving success in this project. Metrics are key to understanding the ability of the project to meet the end goals of the Executive Sponsor and the Business Owner, as well as the ability of the project team to stay within schedule and budget. See also section 6.7 Quality Objectives and Controls.
	Number
	Description

	Quality Metrics 1
	


4.0 Project Deliverables and Methodology
4.1 Project Management Life Cycle

	Phase
	Summary of Phase
	Key Deliverables

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.1.1 Project Management Deliverables


Project Deliverables are work products or artifacts that are driven by the project management methodology requirements and standard project management practices regardless of the product requirements of the project.  

4.1.1.1 [Deliverable 1 Name]

	Description - 
	Deliverable Acceptance Criteria - 

	
	Standards for Content and Format 
- 

	
	Quality Review -.


4.1.1.2 [Deliverable 2 Name]

	Description - 
	Deliverable Acceptance Criteria - 

	
	Standards for Content and Format - 

	
	Quality Review - 


4.1.2 Deliverable Approval Authority Designations


Complete the following table to identify the deliverables this project is to produce, and to name the person or persons who have authority to approve each deliverable.  

	Deliverable Number
	Deliverable
	Approvers 
	Date Approved

	PRJ-DEL-001
	Project Management Plan (PMP)
	
	

	
	
	
	


4.1.3 Deliverable Acceptance Procedure


Describe the process that this project will use for the formal acceptance of all deliverables.  

4.2 Product Lifecycle
“During the project management lifecycle, agencies shall select and implement a phase product development lifecycle methodology approved by the Department.” PROJECT OVERSIGHT PROCESS Memorandum 

	Phase
	Summary of Phase
	Key Deliverables

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.2.1 Technical Strategy

Discuss the key technical strategies for achieving success in this project.

4.2.2 Product and Product Development Deliverables


Product Deliverables are work products or artifacts that are driven by the product management methodology requirements and standard project management practices regardless of the product requirements of the project.  
4.2.2.1 [Deliverable 1 Name]

	Description 
	Deliverable Acceptance Criteria - 
 

	
	Standards for Content and Format - 
 


	
	Quality Review - 
 



4.2.2.2 [Deliverable 2 Name]

	Description - 
	Deliverable Acceptance Criteria - 

	
	Standards for Content and Format - 

	
	Quality Review - 


4.2.3 Deliverable Approval Authority Designations

Complete the following table to identify the deliverables this project is to produce, and to name the person or persons who have authority to approve each deliverable.  
	Deliverable Number
	Deliverable
	Approvers
	Date Approved

	
	
	
	

	
	
	
	


4.2.4 Deliverable Acceptance Procedure

Describe the process that this project will use for the formal acceptance of all deliverables.  

5.0 Project Work

5.1 Work Breakdown Structure (WBS)


A WBS is a deliverable-oriented grouping of project elements that organizes and defines the total work scope of the project.  Describe the work activities that comprise the work breakdown structure (WBS) or the work packages within the WBS. Identify the WBS element or other work package identifier and provide a general description of the tasks or activities, the definition or objectives, and the milestones and deliverables of each work package.

Use the chart below for highest level presentation, and provide a more detailed WBS as an attachment to this project plan.

	Identifier
	Work Package Description
	Definition/
Objective
	Milestone/
Deliverable

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.2 Schedule Allocation -Project Timeline


The project timeline is a high-level view of project activities with a focus on project milestones.  The project timeline does not replace the need for a detailed project schedule and it is to highlight key events such as deliverable due dates and when go/no-go decisions are made.
The table below should provide a high level view of the project time line, or a summary-level Gantt chart can be used to meet the timeline requirement. 
Please provide a more detailed project schedule as an attachment to this plan

	Identifier
	Task/
Activity Name
	Resource 
Name
	Milestone (Y/N)
	Effort/ 
Duration
	Start
	Finish
	Dependent Task

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


5.3 Project Budget


Costs estimates are the costs applied to an activity in a project by assigning resources with associated rates or fees.  Resources can include equipment, material, technology, processing cycles, or people.  The total cost is critical and should be consistent with the proposal; include breakdowns as needed.  Match these cost estimates with the actual billed amounts.  Use an appropriate format for the project size and customer requirements (e.g., by WBS, milestone, or deliverable).
	Identifier
	Work Package or Budget Category
	Cost

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Or…
	Phase / Activity
	Associated Deliverables
	Estimated Budget

	Umbrella Tasks
	
	

	Phase 1

Project Preparation & Planning
	Project plan

Project Schedule
	

	Phase 2
	
	

	Phase 3
	
	

	Phase 4

Project Closing
	
	

	TOTALS
	
	


5.4 Project Team

5.4.1 Project Team Organizational Structure


Insert a graphical Organization Chart here.  The Organizational Structure (OS) is a hierarchical configuration defining levels of program management and may identify all project personnel.  The OS should be simple and straightforward.  Include role names and people’s names.  Consider identifying the core project team by shading their respective boxes on the chart.  On complex projects, consider using a second OS to identify core project team. The OS can also be used for management reporting.

5.4.2 Project Team Roles and Responsibilities


List the team members, their role, responsibility and functional manager. Make sure to include a comprehensive listing including those from the organization managing the project, business members involved to ensure business objectives are met and the vendor members that may have a specific role.

	Role
	Responsibility
	Name
	Functional Area

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.5 Staff Planning and Resource Acquisition
Complete the chart below identifying the project team members and details concerning their project commitment.  Project staff should include State, Contract, Customer (Business Owner), or Vendor team members
5.5.1 Project Staff
	Resource 
	Cost Estimate
	Estimated Hours
	Availability
	Skill Set
	Work Product/
Deliverable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5.5.2 Non-Personnel resources
Use this section to list services or product (HW/SW and such) needed for project
	
Resource 
	Cost Estimate
	Estimated hours
	Availability
	Source
	Work Product/
sDeliverable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5.6 Project Logistics

Logistics describes how the project manager, project team, the business owner/customer and any vendor resources will physically work together.  Include anything to do with moving or starting resources. Training specifically related to project team members should be included here.
 5.6.1 Project Team Training
Describe training if any needed by project team members. This is not to include training for end users, system administrators or business owners; those should be handled within a training document or part of the transition to operations planning.
	Resource
	Cost Estimate
	Estimated Hours
	Availability
	Skill Set
	Work Product/
Deliverable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6.0 Project Management and Controls

6.1 Risk and issue Management

PMBOK©:

Risk: “An uncertain event or condition that, if it occurs, has a positive or negative effect on a project’s objectives.”

Issue: “A point or matter in question or dispute, or a point or matter that is not settled and is under discussion or over which there are opposing views or disagreements.”
Both Risks and Issues can significant impact a project’s success, and both should be handled in similar ways.
6.1.1 Risk Management Strategy

Provide a detailed explanation on the strategy for how risks are identified, analyzed/ quantified, mitigated, reported, escalated and tracked.  Include the use of tools such as project management software, forms, and templates.  A separate risk management plan may also be developed if needed for the project and included as an Appendix to this document.  If that is the case, a high level summary of this plan needs to be included here with the specific reference.

6.1.2 Project Risk Identification

6.1.3 Project Risk Mitigation Approach

6.1.4 Risk Reporting and Escalation Strategy

6.1.5 Project Risk Tracking Approach
6.1.6 ISSUE MANAGEMENT

6.1.6.1 Internal Issue Escalation and Resolution Process


This internal process is provided for issues that involve project resources, processes, procedures, or methodology that should be resolved within the Division that is responsible for managing the project without affecting the overall project schedule, cost, or quality.  This process should be used for improving project processes as the project is executed and where the implementation of such improvements should not be postponed to Lessons Learned during Project Close.

6.1.6.2 External Issue Escalation and Resolution Process


The external process is provided for issues that involve project resources, processes, procedures, or methodology that cannot be resolved within the Division that is responsible for managing the project without affecting the overall project schedule, cost, or quality.

6.2 Independent Verification And Validation - IV&V

Independent Verification and Validation (IV&V) means the process of evaluating a system to determine compliance with specified requirements and the process of determining whether the products of a given development phase fulfill the requirements established during the previous stage, both of which are performed by an organization independent of the development organization.  Describe the process that will be employed to meet IV&V requirements.
6.3 Scope Management Plan


Describe the process that is going to be used to manage the scope of the project.  Make sure to address managing stakeholder expectations.

6.3.1 Change Control

6.3.1.1 Change Control Process


Change Control establishes how change will be managed, including capturing, tracking, communicating, and resolving change. Due to much ambiguity regarding change, it is vital that we document and discuss the change process with the executive sponsor.

6.3.1.2 Change Control Board (CCB)


Insert a graphic or textual description identifying the Change Control Board (or function) for this project.  The CCB may be an individual or group of individuals authorized to approve changes to the project plan.

6.4 Project Budget Management

Costs estimates are the costs applied to an activity in a project by assigning resources with associated rates or fees.  Resources can include equipment, material, technology, processing cycles, or people.  The total cost is critical and should be consistent with the proposal; include breakdowns as needed.  Match these cost estimates with the actual billed amounts.  Use an appropriate format for the project size and customer requirements (e.g., by WBS, milestone, or deliverable).

6.4.1 Budget Tracking

6.5 Communication Plan


Communication planning involves determining the information and communication needs of the stakeholders, executive sponsors, project team and others as needed.  The communication plan needs to address who needs what information, when they will need it, how it will be given to them, and by whom.  The complexity of the project may require a separate communication plan; however a high level summary of that plan will need to be included here and a reference made to the appropriate Appendix.

6.5.1 Communication Matrix

6.5.2 Status Meetings

6.5.3 Project Status Reports

6.6 Performance Measurement (Project Metrics)

The Project Manager and Executive Sponsor define the project metrics that will be used to control the project.  Each project will need to have an established metrics program.    Metrics are collected for measuring the progress of a project against its planned budget, schedule, resource usage, and error rates, and of establishing a historical database, which will aid in planning and forecasting future projects.  At a minimum metrics must be established for time (schedule), cost (budget) and quality.  

6.6.1 Baselines

	Project Area
	Category
	Measure

	
	
	

	
	
	

	
	
	


6.6.2 Metrics Library

6.7 Quality Objectives and Controls

Quality Management includes the processes required to ensure that the project will satisfy the needs for which it was undertaken.  It includes all activities of the overall management function that determine the quality policy, objectives, quality assurance, quality control, and quality improvement, within the quality system.  If a separate Quality Plan is used, include a high level summary in this document and refer to the appropriate appendix.
6.7.1 quality Standards

Describe the agency, industry or regulatory project performance standards that will be followed and assessed by the project. These quality standards will be used to assess whether the quality objectives were achieved.

Identify each of the project quality standards that are directly related to the project and not to the performance of the actual product and/or service. For each quality standard, identify the tracking tool or measure such as number of project reviews or Project Status.
	No.
	Quality Standard
	Tracking Tool or Measure

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6.7.2 Project and Product Review AND ASSESSMENTS
	Review Type
	Quality Standard
	Tools
	Reviewer
	Reports

	Requirements
	
	
	
	

	Plans
	
	
	
	

	Milestones
	
	
	
	

	Testing
	
	
	
	


6.7.3 Agency/Customer Satisfaction

The project manager should assess the on-going sense of the customer agency about how they feel the project is going, and how team members are acting on the project. This feedback would be helpful to the success of the project and the professional growth of the project team members.
Examples:
	Areas of feedback
	When
	How Often

	Agency awareness
	
	

	Quality of communications
	
	

	Manages project tasks
	
	

	Productive Meetings
	
	


6.7.4 PRODUCT DELIVERABLE ACCEPTANCE PROCESS

How the client takes procession of the product.  Delivery of media; manuals; contracts; licenses; services agreements; configuration settings; status of patches to COTS products; in-house or vendor developed code; test cases, routines, and scripts; and other items required to operate the product.
	Deliverable
	Final Approval Process
	Customer Acceptance Criteria

	
	
	

	
	
	

	
	
	

	
	
	


6.8 Configuration Management

Configuration Management determines how project information (files, reports, designs, memos, documents, etc.) will be managed (tracked, approved, stored, secured, accessed, version control, etc.) and owned by (e.g., Agency managing the project or the Customer).  Standards and team awareness are critical.

6.8.1 Version Control

6.8.2 Project Repository (Project Library)

“Provide to the Department all project management and product deliverables.  Deliverables shall include but not limited to the project plan, project schedule, initial and periodic risk assessments, quality strategies and plan, periodic project reports, requirements and design documents for entire project.  The lead agency must make available all deliverables in a repository with open access for the Department to review” PROJECT OVERSIGHT PROCESS Memorandum.
6.9 Procurement Management Plan

Projects often have some element of procurement, i.e. the requirement to purchase goods and/or services from outside the organization.  The procedures to be used to handle these procurements should be included here.  Activities such as a make-or-buy analysis; writing requirements; solicitation planning, evaluation and selection; inspection and acceptance; contract closeout should all be included.

7. 0 Project Close

Project Close will always consist of administrative project activities and possibly contractual project activities and an external vendor is employed.  Completing both sets of activities is a mandatory step in the project life cycle.  Administrative activities complete the internal needs for the Agency/Unit that is responsible for managing the project, such as lessons learned, recording the last hours against the project, and providing transition for the staff to other assignments.  Contractual activities meet the contractual needs, such as executing a procurement audit and formal acceptance of the project work products.  

7.1 Administrative Close


Administrative Close occurs at both the end of phase and end of project.  This closure consists of verification that objectives and deliverables were met. Acceptance is formalized and phase activities are administratively closed out.  Administrative closure occurs on a “by-phase” basis in accordance with the WBS and should not be delayed to project end.  At that point, the burden of closing is too great and audits inaccurate.  The specific project close activities for a given project are contingent on the project’s complexity and size.  Project managers should work with the project’s project management consultant to tailored Project Close procedures to compliment the project’s objectives

7.2 Contract Close


Contract close is similar to administrative close in that it involves product and process verification for contract close.

Attachments
Attachments are included for additional information, but are not formally considered part of the Project Plan for approvals and change management purposes. Examples

· Acronyms, abbreviations and definitions 

· Technical glossary of IT terms

· Project Work breakdown schedule

· Project timeline
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