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1  Introduction

1.1 Document Purpose

The purpose of this Project Management Plan is to document:

· Project Team structure and operations,

· Estimation of the software project's size, effort, costs and critical computer resources,

· Identification and commitments to fund the necessary project resources, and

· Identification of the selected procedures, methods, and standards for developing and/or maintaining the software

for the your project name project.

The intended audience is the entire project team and others that have an interest in the project.

1.2 Document Scope

This is the Project Management Plan for your project name project.  The your project name team will execute this project and use this document to define and negotiate commitments with groups external to the project team.

1.3 Abbreviations, Acronyms and Definitions

The following abbreviations, acronyms, and definitions are used in this document and throughout the your project name project documents.

	Term
	Definition

	
	

	
	


1.4 References

The following documents were used for reference in the generation of this Project Management Plan.  In the event of conflict between this plan and one of the reference documents, this plan shall take precedence.

	Title
	Revision/Date
	Available Source

	IEEE Standard 1058
	1998
	IEEE, 345 E. 47th Street New York, NY 10017


	Document Title and Date
	Description
	Owner
	Location

	<Title>

<Date>
	<How it relates to this document>
	<Name>, <address/ mail stop>, <email address>, <phone number>
	<Get it here>

	
	
	
	

	
	
	
	


2 Project Overview

The vision and business objectives of the project are defined in the project’s Vision/Scope document. 

\\server\share\filename   or version control system location and file name. 

2.1   Stage Completion Dates

{Information for this section is generated first during the Project Initiation Stage and is updated during the Project Definition & Analysis  Stage.}

The following table identifies the target Stage completion dates for project reporting.

	Stage
	Planned
	Actual
	    Comments

	
	Start
	End
	Start
	End
	

	Justification
	
	
	
	
	

	Initiation
	
	
	
	
	

	Definition & Analysis
	
	
	
	
	

	Solicitation & Contracting
	
	
	
	
	

	Implementation
	
	
	
	
	

	Closeout
	
	
	
	
	


Note:  If your project schedule is in place, you can simply refer to the project schedule rather than filling in the chart above. 

\\server\share\filename   or version control system location and file name.

2.2 Work Products

{Information for this section is generated first during the Project Initiation Stage and is updated during the Definition & Analysis  Stage.}

2.2.1  Products to be Delivered

These are the work products that constitute the acceptance package for the business, as included in you’re your project name Charter/Scope document’s Section 2.1 Customer Needs.  

	Description of Work Product
	Expected Delivery Date

	
	

	
	


2.2.2  Project Work Products

The following table represents the work products that will be produced during the software development life cycle for your project name. 

NOTE:  Rather than enter the work products here, you can refer to your list of configuration items.

	Work Product
	Owner (Author)
	Requires Version Control? Yes/No NA
	Requires Change Control?

Yes = Once Baselined
	Work Product Location

	All work products required for each Stage will be produced as listed in Configuration Item document located at: : \\server\share\filename   or version control system location and file name.
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3 Project Structure

3.1  Roles and Responsibilities

The project team is comprised of individuals serving in distinct roles.  Each role has certain responsibilities for project tasks.  The individual(s) assigned to each role is detailed in Section 3.4 of this document.

3.2 Staffing and Training

{Information for this section is generated first during the Initiation Stage and is updated during the Definition & Analysis Stage.}

The Staffing Plan describes when and how human resources will be brought onto and taken off the project team.  The skill sets and number of resources needed to staff this project are outlined in the table below.

	Role/Skill
	Number (FTE)
	Stage or Stages involved

	Project Manager
	
	All

	Business Representative (Product Manager)
	
	All

	Development 
	
	All

	Support
	
	Implementation, Closeout

	Database Administrator
	
	All

	Testing/QA
	
	Definition & Analysis, Implementation, Closeout

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The table below identifies any training needed by the your project name staff to complete this project.

	Type of Training
	Duration
	Scheduled Dates
	Number of Trainees
	Cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.3 Commitments with External Groups

{Information for this section is generated first during the Initiation Stage and is updated during the Definition & Analysis Stage.}

For a project to succeed, the project team will need to  work with some external groups.  These are groups of people who are external to your agency or even different functional areas within your agency.  These external groups can be groups from the user/business community, other functional groups within your agency such as a contracts or licensing group and other groups from another agency such as agency development teams or technical resources.  Commitments between these teams and the project team must be negotiated and established explicitly. This section identifies the number of external resources committed to completing the project work.  NOTE: If you are working with a vendor, do not include that information here.  Please fill out appendix 9, Vendor/Contractor Development Management Plan.

In the Initiation Stage, the following table describes the external groups that will be participating in this project and a point of contact for each group.  The general role, based on the Roles and Responsibilities matrix, which each external group will play on the project, is also identified.  

In the Definitition & Analysis Stage, the following table represents the commitments from external groups necessary to fulfill the requirements of this project, as outlined in the project’s Software Requirements Specification.  The table is represented by external group to provide a more accurate reflection of the work breakdown.

	External Group & Owner
	Role
	Activity
	Skill Set
	Duration
	Staff (FTEs)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


3.4 Project Team Contacts

{Information for this section is generated first during the Initiation Stage and is updated during the Definition & Analysis  Stage.}

The table below lists the members of the project team. 

	Name
	Organization
	Team Role
	Work Phone
	E-mail
	Other

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


3.5 Team Meetings 

The following table describes the regular meetings held by the project team. Ask the Project Manager for latest locations/times for these meetings.

	Type of Meeting
	Frequency
	Location
	Time
	Attendees
	Owner

	Project status meeting
	Weekly
	
	
	All Project Team 
	Project Manager

	ITPOC Meeting
	
	
	
	
	

	Steering Committee Meeting
	Bi-Monthly
	
	
	Steering Committee Members
	Product

	Dev Team status meeting
	Weekly
	
	
	Development Team
	Dev. team lead

	
	
	
	
	
	


3.5.1  Meeting Agendas and Minutes

The meeting owner will provide the meeting agenda to all attendees by COB the day before the meeting.  Agendas will be available with other project documentation at the location listed in the next section.

Minutes of all meetings will be available within 24 hrs of the meeting, unless otherwise specified during the meeting.  Minutes will be available with other project documentation at the location listed in the next section.

3.6  Project Documentation

All project related documents will be managed by the project manager and maintained in [list your version control system/file share location here]. 

All generated code and design documentation relating to this project will be managed by the development team using [list your version control system/file share location here].
3.7 Project Communications

Proactive communication is vital to the success of a project.  Good communication helps to ensure that the project team, project stakeholders, customers and external groups all have the same information and the same expectations.  It is the job of the project manager to ensure that communication flows to these groups so that they have the information they need to do their jobs.

3.7.1   Communication Plan

When putting together the communication plan, first think about all of the people who require regular communication. (Stakeholders, project team, external groups, and customers).  Think about the people who make up each one of these groups and the best way to communicate with them.  This will ensure that the methods used for communication will be the most effective.  Remember that one of the goals of  the communication plan is to generate and sustain enthusiasm and support for the project.

3.7.2 Standard Communication

Standard communication is communication that occurs at regular intervals throughout the life of the project.  Examples are weekly project team meetings, Bi-monthly steering committee meetings and weekly meetings with the vendor.  Decisions about what meetings are necessary,  how often they should occur, and who the owner of the meetings are should be decided by the core project team and stakeholders.  The project manager is responsible for facilitating this process.
	Target Audience(s)
	Description
	Delivery Method
	Frequency
	Owner

	Executive Sponsor

ITPOC
	High-level overview/progress update
	Presentation
	Monthly
	

	I/T project team
	Status meeting
	Meeting
	Weekly
	PgM

	Project Manager
	
	
	
	

	Project Team
	
	
	
	

	Vendor
	
	
	
	


3.7.3   Event-Driven Communication

Event-driven communication covers communications for events that occur outside of the standard communication plan (detailed in section 3.7.2) for the project.  The purpose of this communication is to insure that all stakeholders are aware of significant accomplishments or changes in the project.  The Project Manager is responsible for initiating communication when triggering events occur.

	Triggering Event
	Description
	Audience
	Method

	End of each project Stage
	Stage Control Point/Stage Exit Review (PER)
	Project Team, All Stakeholders
	Meeting /

E-mail

	Major Development issues
	
	
	Email, meeting


3.7.4   Escalation

In the event that an issue arises that, the project team cannot resolve internally, the following table provides guidelines relative to the potential escalation paths.  The purpose of the escalation process is to provide the team with a medium for timely decision-making.  The Project Manager is responsible for coordinating escalation when triggering events occur.

	Triggering Event
	Escalation Path
	Method

	Proposed Change in Scope
	Project manager, Change Control Review Board (CCRB)
	Meeting/Email

	Vendor Issues
	Project manager, Management, Executive Sponsor
	Email, meeting (if needed)

	Development Issues
	Dev lead, Dev mgr, Project Manager
	Email, meeting (if needed)

	Requirement issues
	Project Manager, Change Control Review board (CCRB)
	Email, meeting (if needed)

	Lack of business involvement
	Project Manager, Executive Sponsor
	E-mail, conversation, meeting

	Resource issues
	Project Manager, Management, Executive Sponsor
	E-mail, meeting (if needed)


4 Project Estimates

4.1 Initiation Stage Initial Estimates

The following sections detail the gross estimates for the effort, and schedule for the project based on the information known at the beginning of the Initiation Stage of the project.  This information will be used to 

· Build the project schedule for the Initiation Stage, and

· Provide a comparison for future projects.

4.1.1  Gross Effort

The table below describes the initial gross effort estimate in time for the project.  

Note: At the beginning of the Initiation Stage this will be a very high level estimate.  There is much that is unknown at this Stage.

	Effort Estimation Assumptions

	Gross effort for project will be 2 quarters.

	

	

	

	Gross Project Effort Using 

<Technique>
	Gross Project Effort Using 



	<Provide Summary Results Here>
	<Provide Summary Results Here>

	Location of Detailed Effort Estimates

	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>


4.1.2  Gross Schedule

The table below describes the initial gross schedule estimate(s) for the project.

Note:  At the beginning of the Initiation Stage, you will probably only have a partial schedule.  You can give estimates for the portion of the schedule that is complete.

	Gross Schedule Estimation Assumptions

	The schedule at this point only includes tasks for the Initiation Stage.

	

	

	

	Gross Project Schedule Using 

<Technique>
	Gross Project Effort Using 

<Technique>

	<Provide Summary Results Here>
	<Provide Summary Results Here>

	Location of Detailed Gross Schedule Estimates

	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>


4.2 Initiation Stage Intermediate Estimates

The following sections detail the gross estimates for the effort, and schedule for the project based on the information known at the end of the Initiation Stage of the project.  This information will be used to 

· Build the project schedule for the Definition & Analysis Stage, and

· Provide a comparison for future projects.

4.2.1  Gross Effort

The table below describes the intermediate gross effort estimate(s) for the project.  This estimate is still made knowing that there are many things yet to be determined.

	Effort Estimation Assumptions

	

	

	

	

	Gross Project Effort Using 

<Technique>
	Gross Project Effort Using 

<Technique>
	Gross Project Effort Using 

<Technique>

	<Provide Summary Results Here>
	<Provide Summary Results Here>
	<Provide Summary Results Here>

	Location of Detailed Effort Estimates

	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>


4.2.2  Gross Schedule

The table below describes the intermediate gross schedule estimate(s) for the project.

	Gross Schedule Estimation Assumptions

	

	

	

	

	Gross Project Schedule Using 

<Technique>
	Gross Project Schedule Using 

<Technique>
	Gross Project Schedule Using 

<Technique>

	<Provide Summary Results Here>
	<Provide Summary Results Here>
	<Provide Summary Results Here>

	Location of Detailed Gross Schedule Estimates

	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>


4.3 Definition & Analysis Stage Final Estimates

{Information for this section is generated at the end of the Definition & Analysis Stage to provide final estimated date.

Calculate two or three separate estimates so that convergence between estimates is available for analysis.  Use of 2 or 3 estimates allows the cross checking of estimates and increases the credibility of the overall estimate
Estimation Techniques utilized for this section: 

Effort & Schedule Estimation = Wide Band Delphi Estimation procedure

Effort & Schedule Estimation = Effort & Schedule Distributions

Gross Schedule Estimation = Historical Data

The following sections detail the project planning estimates for the effort, cost, and critical computer resources for the your project name project.  This information is used to:

· Update the project’s Cost Benefit Analysis,

· Build the project schedule, and

· Provide a comparison for future projects.  

4.3.1  Effort 

{Describe how the level of effort required to produce the work products identified in this Project Management Plan will be estimated.  Include the following information:

· Estimation technique(s) used,

· Assumptions,

· The summary results, and

· A link to the detailed estimates}

Once the size of work products is known, the effort needed to produce the work products can be estimated.  The table below describes the effort estimate for the your project name project.

	Effort Estimation Assumptions

	{Effort estimates include unit testing.}

	

	

	

	Gross Project Effort Using 

<Wide Band Delphi>
	Gross Project Effort Using 

<Technique>
	Gross Project Effort Using 

<Technique>

	<Provide Summary Results Here>
	<Provide Summary Results Here>
	<Provide Summary Results Here>

	Location of Detailed Effort Estimates

	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>


4.3.2  Critical Computer Resources 

Critical computer resources are those resources deemed to be a source of risk to the project because the need for those resources may exceed the amount that is available.  The table below details the critical computer resources for the your project name project.

	Critical Computer Resource
	Estimated Need for this Resource
	Impact if Resource is not Available

	
	
	

	
	
	

	
	
	


4.3.3   Cost

All budgetary information is contained in the your project name TIR.  It contains the budget allocations and assumptions for work performed as part of this project.  If needed, please update the TIR cost worksheets.
4.3.4  Schedule

The table below describes the final gross schedule estimate(s) for the project.

	Gross Schedule Estimation Assumptions

	N/A

	

	

	

	Gross Project Schedule Using 

<Technique>
	Gross Project Schedule Using 

<Technique>
	Gross Project Schedule Using 

<Technique>

	<Provide Summary Results Here>
	<Provide Summary Results Here>
	<Provide Summary Results Here>

	Location of Detailed Gross Schedule Estimates

	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>
	<Provide location or link to estimation data used for this estimate>


The project schedule incorporates the effort, cost, and critical computer resource estimates documented in the previous sections to provide the basis for tracking the progress of the project.  It identifies the sequencing and relationships between activities, milestones, and constraints.  

The table below documents any assumptions made while creating the project schedule.

	Scheduling Assumptions
	Impact if not True

	
	

	
	

	
	

	
	


5 Control Plan

This section describes how specific elements of the project will be managed and controlled. (Requirements, Schedule, and Budget)

5.1  Requirements Management

The your project name Change Control Procedure as outlined in the Software Configuration Management Plan handles all changes to requirements.

\\server\share\filename   or version control system location and file name.
5.2  Schedule Control

As part of controlling/reporting schedule status Earned Value Analysis (EVA) report will be utilized. This report will be generated weekly and can be found at: \\server\share\filename   or version control system location and file name.
5.3  Budget Control

As part of controlling/reporting budget, Earned Value Analysis (EVA) report will be utilized. This report will be generated weekly and can be found at: \\server\share\filename   or version control system location and file name.
5.4  Measurement Plan

{Information for this section is generated in both the Initiation and Definition & Analysis  Stages.}

	Measures Required
	Frequency Collected
	Collected by Whom
	Source Data

	Defect Tracking
	
	
	

	Earned Value Analysis (EVA)
	
	
	

	Requirements Stability
	
	
	

	Risk Exposure vs. Risk Reserve
	
	
	


5.5 Risk Management Plan

Project Risk Management includes the processes concerned with identifying, analyzing, and responding to project risk.  It includes maximizing the results of positive events and minimizing the consequences of adverse events.  The risk management process includes;

· Risk Identification – determining which risks are likely to affect the project and documenting the characteristics of each.

· Risk Assessment – evaluating the risks and risk interactions to assess the range of possible project outcomes.

· Risk Control – defining enhancement steps for opportunities and responses to threats; responding to changes in risk over the course of the project.

During the course of the your project name project, project risks will be evaluated on a weekly basis.  Any new risks that are identified will be quantified, responses developed and tracking/control implemented.   

For more details on risks associated with this project, see the Risk Management Plan. 

\\server\share\filename   or version control system location and file name.
5.6 Closeout Plan

{Information for this section is generated at the end of the Definition & Analysis Stage.

Describe the plan for closing out the project.  Include evaluation of actual budget to planned.  Define process of gathering and archiving project lessons learned.  If applicable, refer to a Transition to Support Plan that documents the staff requirements and activities to support ongoing maintenance of the project. 

Include Stage exit review items such as 

· Defect ratios, 

· Trouble ticket ratios and root cause analysis, 

· Updated support plan, 

· Lessons learned results, 

· Recommendations for process improvement, and 

· Closeout survey results

If a separate closeout plan exists, provide a link to the document.}

5.7 Compliance with Standard Process

The DoIT POU will work with the individual project managers to come up with processes appropriate for each unique project.  These processes will be within the scope of the DoIT POU Project Delivery Framework.

6 Technical Process Plans

6.1 Project Life Cycle

Your project name will use enter life cycle model here Project life cycle. 

This life cycle was chosen for the following reasons:

Include a diagram of the chosen life cycle:

6.2   Methods, Tools, and Techniques

{Information for this section is generated in both the Initiation and Definition & Analysis  Stages.

The following table shows the methods, tools and techniques used to implement this project.

	Subject Area
	Methods/Techniques Used
	Tools Used/Available

	Requirements Management
	· Develop detailed requirements that must be satisfied for each feature in Charter Scope Document. 

· Document the requirements in the SRS 

· Baseline the SRS at the end of the Definition and Analysis Stage.

· Maintain the SRS using change control.


	· Requirements (SRS) Template

· Requirements Review and Sign-off



	Project Management
	Project Retrospective
	MS Project

	Software Configuration Management
	· Create a Software Configuration Management Plan

· Someone on the project team will own the maintenance and control of the code. (software product, design docs, ect) This is usually the development lead.

· Someone on the project team will own the maintenance of the project documentation.  This is usually the project manager.
	CVS for documents, CVS for code

	Development
	· Detailed Requirements Doc

· Design Documentation

· Code

· Unit Testing


	

	Testing
	· Detailed Requirements Document

· Test Plan

· Test Cases/Scripts built from the requirements document

· Defect tracking
	

	Support and Transition
	· Work with the development team to create a support document.

· Process for creating and tracking HEAT tickets.
	HEAT (trouble tickets), Support docs

	Training (User Education)
	
	


6.3   Infrastructure Plan

{Information for this section is generated in the Definition & Analysis  Stage.

Describe how the work environments (hardware, software, facilities) will be established and maintained.  Include information about all work environments (development, test, production).  Identify any infrastructure policies, procedures, and standards that must be followed.

Consider the following items:

· Acceptance criteria (HW, SW, FAC)

· Disaster recovery (HW, SW, FAC, Recovery Plan)

· Data center space (FAC)

· Network (HW)

· Lab space (FAC)

· Backup and recovery (HW, SW)

· Monitoring and support (SW)

· Access (internal and external) (HW, SW)

· Load balancing (HW, SW)

· Schedule for patches/fixes (SW)

· Security (HW, SW, FAC)

· Purchasing (AFE/WCA/PO process) (HW)

· Moves (HW)

· Licensing (SW) 

· Technical Review/Production Readiness checklists

· CCRB process and windows 

Work with the any external groups identified to create this plan.  If the Infrastructure Plan is created as a separate document, provide a link to the document.}

.

6.4   Deployment Plan

{Information for this section is generated in the Definition & Analysis  Stage and finalized in the Implementation Stage..

7 Supporting Process Plans

7.1 Software Configuration Management Plan

Use the SCMP template for this.  This should be generated during the Definition and Analysis Stage.
7.2 Product Testing and Reviews Plan

This should be generated in the Definition & Analysis Stage.

7.3 Issue Management

Refer to SCMP plan.
7.4  RFP Process Plan

This should be generated in the Initiation and completed in the Definition & Analysis Stage.  The DoIT Contract Administration Unit/Department of Administration, Purchasing Division requires a minimum of 60 calendar days notice to enter the RFP into their service queue.  Thereafter, the typical RFP solicitation cycle averages 6 calendar months in duration.  Consider the following items:

· Time required to enter the RFP into the DoIT Contract Administration Unit/Department of Administration, Purchasing Division service queue.

· The process for gathering and reviewing the responses.

· The selection criteria, how will the vendor or product be selected.

· How will you negotiate the contract, what terms will be important.

· How will you manage the contract and the vendor relationship throughout the life of the project.  Consider the contact points between the vendor and the project team.

· If hiring contractors, consider the time required to gather and review resumes, conduct interviews, go through security and reference checks, orientation and learning curves for the new contractor(s).

· Determine who on your project team needs to be involved in the process.

8 Template Revision History


This table is not to be updated by project team members.  It is used only to indicate the version of the template on which the document is based and can only be updated by the DoIT Project Oversight Unit.

	Version
	Date
	Description
	Name

	0.1
	06/27/2002
	Initial version
	DoIT Project Oversight Unit


9 Appendixes

9.1 Vendor/Contractor Development Management Plan

{Information for this section is generated in the Definition & Analysis and the Solicitation and Contracting Stage.

Describe the processes, techniques, and tools that will be used for managing the Vendor relationship and work products for this project.  Include information in the following areas:

· Statement of Work

· Work products to be delivered

· Vendor-specific project artifacts

· Staffing plan

· Infrastructure Needs / Assumptions

· Travel plans / Onsite visits

· Requirements development and analysis (how does the Vendor participate)

· Sizing and Estimation

· Project Schedule (responsibilities, shared plan vs. separate plans)

· Status of project activities

· Peer reviews (Vendor work products and Domestic  work products; process to be followed)

· Unit testing

· Transitioning  the work product (responsibilities, installation procedures,  moving code to shared environment) 

· Defect resolution

· Implementation responsibilities

· Management reporting

· Application Management / Support

· Environmental Support

If the Vendor has a separate PMP, insert link here.}

9.2 Acceptance Plan

{Information for this section is generated in the Definition & Analysis  Stage.}

Acceptance criteria related to delivering the product to the customer are located in the Vision/Scope document’s Acceptance Criteria section.  Any changes to acceptance criteria from a business and/or I/T perspective, because of project planning, should be reflected in an update to that document.  A link to the project’s Vision/Scope Document is located in section 2 of this document. 

{If the project uses any Vendor resources, document the criteria for accepting work products from the Vendor in the table below.

Add or delete rows as needed.}

	Vendor Acceptance Criteria
	How Measured
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