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[bookmark: _Toc262632815]Project Plan Template Overview
[bookmark: _Toc443290856][bookmark: _Toc262632816]What is a Project Plan?

The project plan is the controlling document used to manage project execution.  The project plan is used to: 
· Define Background and objectives– who or what caused the project to be initiated, what needs does it meet and what are the specific objectives of the project
· Provides guidelines to develop and execute the project deliverables,
· Describes the project and the way it will be managed,
· Facilitate communication among stakeholders,
· Defines the roles and responsibilities of each resource and/or person involved in the project,
· Presents the project management processes and procedures selected to ensure that the project runs smoothly and meets its objectives,
· Document project planning assumptions,
· Document Project Planning decisions regarding alternatives chosen,
· Define the resources required to deliver the project deliverables, 
· Provides a project schedule,
· Provide the baseline for progress measurement and project control.
[bookmark: _Toc443290857][bookmark: _Toc262632817]Why create a Project Plan?
Documenting the project planning decisions is essential. Gaps and inconsistencies appear as one records decision. Creating the project plan usually requires hundreds of mini-decisions and these bring clarity to the project.
The project plan communicates the decisions to others. Fundamentally, the project manager’s goal is to keep everyone progressing in the same direction and communication is essential to achieve this goal. The project plan facilitates communication among stakeholders.
The project plan is a wealth of information as well as a checklist. By reviewing the project plan, as often as is required, the project manager knows the project status, can identify deviations, adopt remedial steps, changes of emphasis or shifts in direction etc.
80% of a project manager’s time is spent on communication: hearing, reporting, teaching, counseling, and encouraging. The other 20% is spent on activities where the project manager needs information that is data-based. The project plan is a critical set of documents that should meet this need.    
[bookmark: _Toc523891234][bookmark: _Toc458850512][bookmark: _Toc262632818]
Project Overview
[This section of Project Plan provides an overview of the project’s purpose, scope and objectives, the project assumptions and constraints, a list of project deliverables, a summary of the project schedule and budget, and the plan for evolving the Project Plan.]
[bookmark: _Toc262632819][bookmark: _Toc458336824][bookmark: _Toc458850513]2.1	Project Objectives
[Objectives, concrete and tangible, which when met determine the success of the project.  They will generally be a combination of short, medium and long-term objectives. 
Provide a list of the Conditions of Satisfaction from the Project Sponsor, customer, or Line of Business perspective. 
Provide a brief, unambiguous description of the project that is designed to fulfil the business objectives.]
[bookmark: _Toc262632820]2.2	Project Success Criteria
Success Criteria are the condition of satisfactions based on the project objectives. The success criteria need to be Specific, Measureable, Achievable, Realistic and time bound.
[bookmark: _Toc262632821][bookmark: Scope]2.3	Project Scope
[This section clarifies the scope of the project, what is included in the project and what is not. The inclusions and limitations and/or exclusions – i.e. things that might otherwise be assumed to be a part of the project - must be specific. Scope can include: business requirements, product requirements, time and budget considerations.
Ensure that the statement of scope is consistent with similar statements in the business case, the project charter, Statement of work and any other relevant system level or business level documents.]
[bookmark: Reqs]	Project Requirements Directory
	Req. Id
	Requirement Description
	Note

	
	
	

	
	
	

	
	
	



[bookmark: _Toc262632822]2.4	Project Deliverables
[This section describes the deliverables both within the project and upon completion. For each deliverable, provide a list of prerequisites that should be satisfied before beginning work on the deliverable and acceptance criteria that should be satisfied before the deliverable will be viewed as being complete. 
Identify stakeholders who review each deliverable, as appropriate. Identify who accepts the deliverable, referencing Signing Authority, as appropriate.]
[bookmark: _Toc262632823][bookmark: Constraints]2.5	Constraints
[Constraints are factors that limit the project management team's options and usually are outside of the control of the project team. They may include funding, resources, time, client or partner availability, technology, etc.   
The identified constraints should be discussed in sufficient detail as to provide the reader with at least an understanding of their potential impact.]
[bookmark: _Toc262632824][bookmark: Assumptions]2.6	Assumptions

This section lists the assumptions that the project needs for planning purposes, considers being true, real or certain. 
Assumptions often involve a degree of risk and when applicable should be accounted for, under the Risk Management Section.
[bookmark: _Toc262632825]2.7	Project Schedule
[This section outlines the planned start and end dates for each major milestone.  This can be supplemented with supporting detail including assumptions, resource requirements by time period, etc.  Refer to the Project Schedule appendix for detailed schedule and dependencies.]

[bookmark: _Toc262632826][bookmark: budget]2.8	Budget and Funding
[Outline the estimated project costs.  Itemize the costs (i.e. labor, equipment and office space) by project stage and project phase.  Include pertinent information (assumptions, quotes, pre-negotiated contracts, price holding periods, etc.) used to derive the cost estimate.  Outline the source(s) and timing for project funding, any phasing or prerequisites which could affect cash flow.] 
[bookmark: L1]L1 & L2 budgets
	L1 Budget (Preliminary budget from approved Business case)
	L2 Budget (Refined budget for work packages at WBS level)
	Notes

	OMR
	OMR
	Causes of difference, etc



[bookmark: _Toc443290892][bookmark: _Toc458336828][bookmark: _Toc458850517][bookmark: _Toc262632827]2.9	Evolution of the Plan
[Identify the compliance of this Plan to any standards.
Specify the plans for producing both scheduled and unscheduled updates to this Plan.
Specify how the updates to this Plan shall be disseminated.
Specify how changes to this Plan shall be controlled after its issue.]
[bookmark: _Toc443290893][bookmark: _Toc458336829][bookmark: _Toc458850518][bookmark: _Toc262632828]2.10	References
[Provide a complete list of all documents and other sources of information referenced in this Plan.
Identify each referenced document by title, report number, date, author and publishing organization.
Identify other referenced sources of information, such as electronic files, using unique identifiers such as path/name, date and version number.
Identify and justify any deviations from the referenced standards or policies.]
[bookmark: _Toc443290894][bookmark: _Toc458336830][bookmark: _Toc458850519][bookmark: _Toc262632829]2.11	Definitions and Acronyms
[Define, or provide references to documents or annexes containing the definition of all terms and acronyms required to properly understand this Plan.]
[bookmark: _Toc262632830]Project Organization
[bookmark: _Toc458336832][bookmark: _Toc458850521][bookmark: _Toc262632831]3.1	External Interfaces
[Describe the organizational boundaries between the project and external entities.
Identify, as applicable:
· the parent organization,
· the customer,
· subcontracted organizations, and
· Other organizational entities that interact with the project.
Use organizational charts or diagrams to depict the project's external interfaces.]
[bookmark: _Toc458336833][bookmark: _Toc458850522][bookmark: _Toc262632832]3.2	Internal Structure
[Describe the internal structure of the project organization.
Describe the interfaces among the units of the development team.
Describe the interfaces between the project and organizational entities that provide supporting processes, such as configuration management, quality assurance, and verification and validation.
Use organizational charts or diagrams to depict the lines of authority, responsibility and communication within the project.]
[bookmark: _Toc458336834][bookmark: _Toc458850523][bookmark: _Toc262632833]3.3	Roles and Responsibilities
[Identify and state the nature of each major work activity and supporting process.
Identify the organizational units that are responsible for those processes and activities. 
Describe the project team members’, client/stakeholders’, and external resources’ roles and responsibilities.
Consider using a matrix of work activities and supporting processes vs. organizational units and project team members to depict project roles and responsibilities.]

[bookmark: _Toc262632834]Project Management Processes
[This section defines the plans for project start‑up, risk management, project work, project tracking and project close‑out.]
[bookmark: _Toc458336836][bookmark: _Toc458850525][bookmark: _Toc262632835]Start‑up Plan
[bookmark: estimate][bookmark: _Toc458336837][bookmark: _Toc458850526][bookmark: _Toc262632836]Estimates
[Specify the estimated cost, schedule and resource requirements for conducting the project, and specify the associated confidence levels for each estimate.
Specify the methods, tools and techniques used to estimate project cost, schedule and resource requirements;
Specify the sources of estimate data and the basis of the estimation such as: analogy, rule of thumb, standard unit of size, cost model, historical database, etc.
Specify the methods, tools, techniques to be used to re‑ estimate the project cost, schedule and required resources.
Specify the schedule for re‑ estimation, which might be regular, a periodic or event‑ driven (e.g.: on project milestones).]
[bookmark: staffing][bookmark: _Toc458336838][bookmark: _Toc458850527][bookmark: _Toc262632837]Staffing
[Specify the number of required staff, providing the following details:
· number of personnel by skill level,
· numbers and skill levels in each project phase, and
· Duration of personnel requirement.
Specify the sources of staff personnel (e.g.: internal transfer, new hire, contracted, etc.)
Consider using resource Gantt charts, resource histograms, spreadsheets and tables to depict the staffing plan by skill level, by project phase, and by aggregations of skill levels and project phases.]
[bookmark: acquisition][bookmark: _Toc458336839][bookmark: _Toc458850528][bookmark: _Toc262632838]Resource Acquisition
[Specify the plan for acquiring the resources and assets, in addition to personnel, needed to successfully complete the project.
Describe the resource acquisition process.
Specify the assignment of responsibility for all aspects of resource acquisition.
Specify acquisition plans for equipment, computer hardware and software, training, service contracts, transportation, facilities, and administrative and janitorial services.
Specify when in the project schedule the various acquisition activities will be required.
Specify any constraints on acquiring the necessary resources.
If necessary, expand this subsection to lower levels, to accommodate acquisition plans for various types of resources.]
[bookmark: training][bookmark: _Toc458336840][bookmark: _Toc458850529][bookmark: _Toc262632839]Project Staff Training
[Specify the training needed to ensure that necessary skill levels in sufficient numbers are available to successfully conduct the project.
Specify the following training information:
· the types of training to be provided,
· numbers of personnel to be trained,
· entry and exit criteria for training, and
· The training method, for example: lectures, consultations, mentoring, computer ‑ assisted training, etc.
Identify training as needed in technical, managerial and supporting activity skills.]



[bookmark: _Toc458336841][bookmark: _Toc458850530][bookmark: _Toc262632840]5.2	Work Plan
[bookmark: _Toc458336842][bookmark: _Toc458850531][bookmark: _Toc262632841]5.2.1	Work Breakdown Structure
[Define a Work Breakdown Structure (WBS) to specify the various work activities to be performed in the project, and to depict the relationships among these work activities.
Decompose the work activities to a level that exposes all project risk factors, and that allows accurate estimation of resource requirements and schedule duration for each work activity.
Specify the following factors for each work activity:
· necessary resources,
· estimated duration,
· products or deliverables of the activity,
· acceptance criteria for the work activity products, and
· Predecessor and successor work activities.
The level of decomposition internally within the WBS may vary depending on the quality of the requirements, familiarity of the work, applicable level of technology, etc.]
[bookmark: WBS]Project WBS Dictionary
	WBS code
	WBS Level
	Work package description

	
	
	

	
	
	

	
	
	



[bookmark: Activity]Project Activity List
	Act. Id
	WBS Level/code
	Activity description
	Successor Activity
	Resources required
	Duration
	Cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc458336843][bookmark: _Toc458850532][bookmark: _Toc262632842]5.2.3	Schedule Allocation
· [Specify the scheduling relationships among the project work activities in a manner that depicts the time sequencing constraints and illustrates opportunities for concurrent work activities.
· Identify the critical path in the schedule.
· Indicate any constraints on the scheduling of particular work activities that are caused by external factors.
· Identify appropriate schedule milestones to assess the scope and quality of project work products and of project achievement status.
· Techniques for depicting schedule relationships may include milestone charts, activity lists, activity Gantt charts, activity networks, critical path networks and PERT charts.

[bookmark: _Toc458336844][bookmark: _Toc458850533][bookmark: _Toc262632843]5.2.4	Resource Allocation
· [Provide a detailed itemization of the resources allocated to each major work activity in the project WBS.
· Specify the numbers and required skill levels of personnel for each work activity.
· Specify, as appropriate, the allocation of the following resources:
· personnel (by skill level),
· computing resources
· software tools
· special testing and simulation facilities, and
· Administrative support.
· Use a separate line item for each type of resource for each work activity.]
[bookmark: _Toc458336845][bookmark: _Toc458850534][bookmark: _Toc262632844]5.2.5	Budget Allocation
· [Provide a detailed breakdown of the necessary resource budgets for each of the major work activities in the WBS.
· Specify the estimated cost for activity personnel, and include as appropriate, the costs for the following items:
· travel,
· meetings,
· computing resources,
· software tools,
· special testing and simulation facilities, and
· Administrative support.
· Use a separate line item for each type of resource in each activity budget.]




[bookmark: _Toc458336846][bookmark: _Toc458850535][bookmark: _Toc262632845][bookmark: tracking]5.3	Project Tracking Plan
[bookmark: _Toc458336847][bookmark: _Toc458850536][bookmark: _Toc262632846]5.3.1	Change / Requirements Management
· [Specify the process for measuring, reporting and controlling changes to the project requirements.
· Specify the processes to be used in assessing the impact of requirements changes on product scope and quality, and the impacts of requirements changes on project schedule, budget, resources and risk factors.
· In the configuration management processes, specify change control procedures and the formation and use of a change control board.
· In the processes for requirements management, include traceability, prototyping and modeling, impact analysis and reviews.]
· Change management log/template to be filled.
[bookmark: _Toc458336848][bookmark: _Toc458850537][bookmark: _Toc262632847]5.3.2	Schedule Control
	
· [Specify the schedule control activities by identifying the processes to be used for the following purposes:
· to measure the progress of work completed at the major and minor project milestones,
· to compare actual progress to planned progress, and
· To implement corrective action when actual progress does not conform to planned progress.
· Specify the methods and tools that will be used to measure and control schedule progress.
· Identify the objective criteria that will be used to measure the scope and quality of work completed at each milestone, and hence to assess the achievement of each schedule milestone.]

[bookmark: _Toc458336849][bookmark: _Toc458850538][bookmark: _Toc262632848]5.3.3	Budget Control
· [Specify the budget control activities by identifying the processes to be used for the following purposes:
· to measure the cost of work completed,
· to compare the actual cost to the planned and budgeted costs, and
· To implement corrective action when the actual cost does not conform to the budgeted cost.
· Specify when cost reporting will be done in the project schedule.
· Specify the methods and tools that will be used to track the project cost.
· Identify the schedule milestones and objective indicators that will be used to assess the scope and quality of the work completed at those milestones.
· Specify the use of a mechanism such as earned value tracking to report the budget and schedule plan, schedule progress, and the cost of work completed.]
· Cost tracking template to be filled.
[bookmark: _Toc458336850][bookmark: _Toc458850539][bookmark: _Toc262632849]5.3.4	Quality Control
· [Specify the processes to be used to measure and control the quality of the work and the resulting work products.
· Specify the use of quality control processes such as quality assurance of conformance to work processes, verification and validation, joint reviews, audits and process assessment.]
· Identify human resource activities that promote the high quality project experience as well as periodic inspections to ensure product/service quality standards are being met. Ensure that documentation includes: 
Who: Define the participants in the quality assurance procedures. 
When: Define the timeframe or milestones at which the quality assurance procedures are applied. 
How: Define the forms used to facilitate and document the quality assurance procedures.


[bookmark: _Toc458336851][bookmark: _Toc458850540][bookmark: _Toc262632850][bookmark: comm]5.3.5	Reporting / Communication Management
· [Specify the reporting mechanisms, report formats and information flows to be used in communicating the status of requirements, schedule, budget, quality, and other desired or required status metrics within the project and to entities external to the project.
· Specify the methods, tools and techniques of communication.
· Specify a frequency and detail of communications related to project management and metrics measurement that is consistent with the project scope, criticality, risk and visibility.]
· Specify the approach to be used to manage the information and communication requirements of the stakeholders. This includes who needs what information, when will they need it, and how it will be given to them. The type of meetings, reports, formal/informal presentations as well as interactions among the project team members.
· Communication management log/template to be filled.
[bookmark: _Toc60904773][bookmark: _Toc189374336][bookmark: _Toc189808754][bookmark: _Toc262632851]5.3.6	Procurement Management
Describe the resources, equipment, materials or services to be procured for the project and define the strategy to manage the procurement. The type of contract, contract administration and monitoring functions should be detailed in this section.
[bookmark: _Toc262632852]5.3.7	Vendor Management
· Specify the approach to be used to manage the information and communication requirements of the vendors.


[bookmark: _Toc262632853][bookmark: Quality]5.4	Quality Management Plan
· [Specify the quality management plan for identifying, analyzing, responding, and prioritizing project quality factors.
· Specify quality objectives and plans for quality management
· Describe the following:
· procedures for quality planning,
· quality management work activities,
· procedures and schedules for performing quality management work activities,
· divisions and personnel responsible for performing specific quality management activities, 
[bookmark: _Toc458336853][bookmark: _Toc458850542][bookmark: _Toc262632854][bookmark: Risk]5.5	Risk Management Plan
[Specify the risk management plan for identifying, analyzing, responding, and prioritizing project risk factors.
Specify plans for assessing initial risk factors and for the ongoing identification, assessment, and mitigation of risk factors throughout the life cycle of the project.
Describe the following:
· procedures for contingency planning,
· procedures for tracking the various risk factors,
· procedures for evaluating changes in the levels of the risk factors and responding to changes in the levels of the risk factors,
· risk management work activities,
· procedures and schedules for performing risk management work activities,
· risk documentation and reporting requirements,
· organizations and personnel responsible for performing specific risk management activities, 
· procedures for communicating risks and risk status among the various customer, project and subcontractor organizations.
Identify and describe the applicable impact of any of the following risk factors:
· risks in the customer ‑ project relationship,
· contractual risks,
· technological risks,
· risks caused by the size and complexity of the product,
· risks in the development and target environments,
· risks in personnel acquisition, skill levels and retention
· risks to schedule and budget, and
· Risks in achieving customer acceptance of the deliverables.]
Risk management log/template to be filled.
[bookmark: _Toc458336854][bookmark: _Toc458850543][bookmark: _Toc262632855][bookmark: close]5.4	Project Closeout Plan
[Identify the plans necessary to ensure orderly closeout of the project.
Specify the following:
· a staff reassignment plan
· a process for archiving project materials,
· a process for capturing project metrics in the business projects database,
· a process for post‑ mortem of briefings to project personnel, and
· A plan for preparation of a final report to include lessons learned and an analysis of project objectives achieved.]
[bookmark: _Toc60904777][bookmark: _Toc189374339][bookmark: _Toc189808757][bookmark: _Toc262632856]5.4.1	Commissioning & Handover Strategy
[Define the commissioning activities, the party responsible for each activity, criteria for handover and handover interface. Clearly state the close-out strategy.]
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