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[bookmark: _Toc92642491][bookmark: _Toc200770778][bookmark: _Toc200775496][bookmark: _Toc200775551][bookmark: _Toc200775588][bookmark: _Toc200775674][bookmark: _Toc200778818]Introduction
[bookmark: _Toc92642494][bookmark: _Toc92642492][bookmark: _Toc200770779][bookmark: _Toc200775497][bookmark: _Toc200775552][bookmark: _Toc200775589][bookmark: _Toc200775675][bookmark: _Toc200778819]Purpose
[bookmark: _Toc92642493]The purpose of this Project Plan is to describe the project’s objectives and to give an overview of the project’s process, deliverables and schedule.  The Project Plan also defines who is responsible for creating, reviewing and approving each deliverable.
[bookmark: _Toc200770780][bookmark: _Toc200775498][bookmark: _Toc200775553][bookmark: _Toc200775590][bookmark: _Toc200775676][bookmark: _Toc200778820]Scope
Define the project scope here.  List the major elements that are both within and outside of scope.
[bookmark: _Toc200770781][bookmark: _Toc200775499][bookmark: _Toc200775554][bookmark: _Toc200775591][bookmark: _Toc200775677][bookmark: _Toc200778821]Definitions, Acronyms and Abbreviations
	Term
	Definition

	CWP
	Core Work Plan

	FPC
	Facilitated Plan for Controls

	FTE
	Full Time Equivalents

	N/A
	Not Applicable

	PM
	Project Manager

	PMO
	Project Management Office

	WBS
	Work Breakdown Structure

	
	

	
	

	
	

	
	



[bookmark: _Toc200770782][bookmark: _Toc200775500][bookmark: _Toc200775555][bookmark: _Toc200775592][bookmark: _Toc200775678][bookmark: _Toc200778822] Project Plan Development Overview
[bookmark: _Toc200770783][bookmark: _Toc200775501][bookmark: _Toc200775556][bookmark: _Toc200775593][bookmark: _Toc200775679][bookmark: _Toc200778823]Background
[bookmark: _Toc200770784][bookmark: _Toc200775502][bookmark: _Toc200775557][bookmark: _Toc200775594][bookmark: _Toc200775680][bookmark: _Toc200778824]Problem/Opportunity 
Describe briefly the problem/opportunity to be solved - from the product description.
[bookmark: _Toc200770785][bookmark: _Toc200775503][bookmark: _Toc200775558][bookmark: _Toc200775595][bookmark: _Toc200775681][bookmark: _Toc200778825]Context or Alignment
Describe briefly any relationship with other internal or external projects.
[bookmark: _Toc200770786][bookmark: _Toc200775504][bookmark: _Toc200775559][bookmark: _Toc200775596][bookmark: _Toc200775682][bookmark: _Toc200778826]Planning Inputs or References
Describe other planning inputs or references, such as the IRM plan or business strategy.
[bookmark: _Toc200770787][bookmark: _Toc200775505][bookmark: _Toc200775560][bookmark: _Toc200775597][bookmark: _Toc200775683][bookmark: _Toc200778827]Scope Statement 
The project scope includes all the work required, and only the work required to successfully complete the project.   The defined work will be an integration of the work required to plan and manage the project with the work to define, implement and support the customer’s request. The following indicates what is in scope for this project:
[bookmark: _Toc200770788][bookmark: _Toc200775506][bookmark: _Toc200775561][bookmark: _Toc200775598][bookmark: _Toc200775684][bookmark: _Toc200778828]Objectives & Measurements
Objectives provide the foundation for defining scope and include measurements that indicate clear achievement of the objective.
The following are measurable project objectives, which have been refined from the business need in the approved product description.  Each objective may contain one or more measurements that will indicate clear progress towards or achievement of the objective.  

The project will manage scope development and change to ensure the project objectives remain the basis for defining the high-level to specific requirements needed to deliver the product or service. 
 
Objective-1
Measurement-1: 
Repeat objective/measurement objectives layout for up to approximately 3-7 objectives.
[bookmark: _Toc200770789][bookmark: _Toc200775507][bookmark: _Toc200775562][bookmark: _Toc200775599][bookmark: _Toc200775685][bookmark: _Toc200778829]Major Deliverable Milestones
	MS#
	Milestone Description
	Planned
Complete

	MS1   
	<Milestone Title>
<Describe briefly in business terms what will have occurred by this milestone>
	<Date>

	MS2   
	<Milestone Title>
<Describe briefly in business terms what will have occurred by this milestone>
	<Date>

	MS3  
	<Milestone Title>
<Describe briefly in business terms what will have occurred by this milestone>
	<Date>

	MS4  
	<Milestone Title>
<Describe briefly in business terms what will have occurred by this milestone>
	<Date>


[bookmark: _Toc200770790][bookmark: _Toc200775508][bookmark: _Toc200775563][bookmark: _Toc200775600][bookmark: _Toc200775686][bookmark: _Toc200778830]Assumptions
Define any known planning assumptions.
[bookmark: _Toc200770791][bookmark: _Toc200775509][bookmark: _Toc200775564][bookmark: _Toc200775601][bookmark: _Toc200775687][bookmark: _Toc200778831]Completion Criteria
Define what will indicate that the project has been completed and at what point the ongoing work can and should be turned over to standard operations and routine maintenance.
[bookmark: _Toc200770792][bookmark: _Toc200775510][bookmark: _Toc200775565][bookmark: _Toc200775602][bookmark: _Toc200775688][bookmark: _Toc200778832]Work Plan
[bookmark: _Toc200770793][bookmark: _Toc200775511][bookmark: _Toc200775566][bookmark: _Toc200775603][bookmark: _Toc200775689][bookmark: _Toc200778833]Work Breakdown Structure (WBS)
The Work Breakdown Structure (WBS) dictionary is a grouping of project elements that organizes and defines the total scope of the project: work not in the WBS is outside the scope of the project.  This WBS dictionary is intended to confirm a common understanding of project scope.  Each descending level of the WBS dictionary represents an increasingly detailed description of the work required to manage the project and deliver the customers request.

The WBS Dictionary is located in the appendix of this document due to the page orientation and size.
[bookmark: _Toc200770794][bookmark: _Toc200775512][bookmark: _Toc200775567][bookmark: _Toc200775604][bookmark: _Toc200775690][bookmark: _Toc200778834]Schedule
[image: ]Paste a high-level Gantt chart that shows the major phase areas and timing bars.  The following is an example to be replaced with the real schedule.
[bookmark: _Toc200770795][bookmark: _Toc200775513][bookmark: _Toc200775568][bookmark: _Toc200775605][bookmark: _Toc200775691][bookmark: _Toc200778835]Feasibility and Recommendations
Include a statement that either indicates that a feasibility study will be part of the requirements or analysis phase, or that the project has been mandated and will not include feasibility.
[bookmark: _Toc200770796][bookmark: _Toc200775514][bookmark: _Toc200775569][bookmark: _Toc200775606][bookmark: _Toc200775692][bookmark: _Toc200778836]Budget Projection
Indicate an approximate monthly spending plan of resource time for both the business and technical staff in full time equivalents (FTE).  Indicate an approximate monthly spending plan in other project costs.  The following is an example:
	20xx
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Staff FTE
	
	
	3
	3
	6
	6
	8
	8
	12
	12
	12
	9

	Other Costs
	
	
	5
	0
	10
	5
	0
	0
	50
	50
	125
	35


*Costs are in hundreds of dollars
	20xx
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Staff FTE
	9
	8
	8
	8
	6
	6
	3
	3
	3
	
	
	

	Other Costs
	35
	30
	30
	30
	10
	5
	0
	0
	0
	
	
	



[bookmark: _Toc200770797][bookmark: _Toc200775515][bookmark: _Toc200775570][bookmark: _Toc200775607][bookmark: _Toc200775693][bookmark: _Toc200778837]Organization
[bookmark: _Toc200770798][bookmark: _Toc200775516][bookmark: _Toc200775571][bookmark: _Toc200775608][bookmark: _Toc200775694][bookmark: _Toc200778838]Project Team Composition
Create a simple org chart of the project, i.e. from the sponsor, steering committee, project management team, internal business and technical staff, and other support roles needed to complete the project.  Larger or riskier project may wish to do more detailed roles and responsibilities as the project progresses (see the Roles and Responsibilities Template).  
[bookmark: _Toc200770799][bookmark: _Toc200775517][bookmark: _Toc200775572][bookmark: _Toc200775609][bookmark: _Toc200775695][bookmark: _Toc200778839]Internal Roles & Responsibilities
Describe briefly the roles and responsibilities of each of the individuals or groups illustrated in the organization chart who are internal to the project.  
[bookmark: _Toc200770800][bookmark: _Toc200775518][bookmark: _Toc200775573][bookmark: _Toc200775610][bookmark: _Toc200775696][bookmark: _Toc200778840]Other Group Roles & Responsibilities
Describe briefly all other group roles and responsibilities that will need to perform work in support of the project.  These other groups work assignments will be a part of the work breakdown structure and project schedule.
[bookmark: _Toc200770801][bookmark: _Toc200775519][bookmark: _Toc200775574][bookmark: _Toc200775611][bookmark: _Toc200775697][bookmark: _Toc200778841]Facilitating Controls
Note to template user – the level of adaptation and application of facilitating controls should be adjusted based on the business and technical complexity assessment.  Riskier projects should consider creating the more formal facilitating control plans and reference them below. The lower risk projects should describe very briefly how they would perform these activities by modifying the boilerplate language to reality (i.e. changes will be evaluated by the project manager and informally approved by the sponsor as they occur).
[bookmark: _Toc479139701][bookmark: _Toc508420400][bookmark: _Toc508420401][bookmark: _Toc200770802][bookmark: _Toc200775520][bookmark: _Toc200775575][bookmark: _Toc200775612][bookmark: _Toc200775698][bookmark: _Toc200778842]Change Management
All changes will be logged and evaluated for impact to the project and product scope, schedule, and cost.  The lead architect, sponsor, and project manager or other role will recommend whether to incorporate the changes or hold changes for a future release. All suggested changes to the process, activities, tasks or defined deliverables will go to the lead architect or other role for analysis.
Note to template user – depending on the type, size, and risk of the project the change management plan may require more rigorous change management that specifically details how scope and requirement changes will be managed, and how schedule and cost changes will be managed and what process, tools and techniques will be used by the project.  For more details see the Change Management Plan template and associated references.
A Change Management Plan will be developed using the Change Management Plan template located in the project controls section of the project file or notebook.  This plan will be used to incorporate agreed upon changes into the project.
[bookmark: _Toc508420406][bookmark: _Toc200770803][bookmark: _Toc200775521][bookmark: _Toc200775576][bookmark: _Toc200775613][bookmark: _Toc200775699][bookmark: _Toc200778843]Quality Management
The purpose of the Quality Management Plan is to develop a reasonable and appropriate method for an objective review of how well the project is following the projects’ plans and controls to deliver the requested product and meet the standards of the agency and DAS oversight requirements.  The review will include areas of insufficiency in the project’s plan and processes, as well as, insufficiency in the project’s ability to carry out the plan.  It will also include recommendations for improvement for each QA finding.
Optionally – the following
A Quality Management Plan will be developed by an outside party and will be located in the project controls section of the project file or notebook.  This plan will be used to ensure that a proper level of process and product quality is applied in delivering a customer solution.
[bookmark: _Toc200770804][bookmark: _Toc200775522][bookmark: _Toc200775577][bookmark: _Toc200775614][bookmark: _Toc200775700][bookmark: _Toc200778844]Risk Management Plan
The project manager will identify project risks relating to schedule, costs, or quality.  For each identified risk an agreed mitigation will be determined.  Some mitigation is expected to be informal and handled by sponsor decision or action, other mitigation will be planned and responsibility assigned for carrying out the mitigation plan.
A Risk Management Plan will be developed using the Risk Management Plan template located in the project controls section of the project file or notebook.  This plan will be used to manage the risks of the project.
[bookmark: _Toc508420403][bookmark: _Toc200770805][bookmark: _Toc200775523][bookmark: _Toc200775578][bookmark: _Toc200775615][bookmark: _Toc200775701][bookmark: _Toc200778845]Communications Management Plan
The purpose of the projects Communication Management Plan is to determine communication needs of all people within the organization and possibly external to the organization that will be affected by the project: who needs what information, when will they need it, and how it will be given to them.  Communication Management includes communications of project performance measures, status reporting, and distribution and storage of information about the project.
A Communication Plan will be developed using the Communication Plan template located in the project controls section of the project file or notebook.  This plan will be used to appropriately communicate the project to the affected parties of the project.
[bookmark: _Toc508420404][bookmark: _Toc200770806][bookmark: _Toc200775524][bookmark: _Toc200775579][bookmark: _Toc200775616][bookmark: _Toc200775702][bookmark: _Toc200778846]Status Reporting
The project manager will deliver status reporting to the steering committee and sponsor formally on a monthly basis during regularly scheduled meetings.  Informal status will be given weekly at the regularly scheduled team meetings.  The outline of the formal status reporting will be as follows:
· Status Summary – This section is a high-level view of the project and progress against the major activities.  An indicator of percent complete for each key deliverable will be given.
· Problems Resolved Since Last Report – This section covers resolutions to delays, problems, actions, and implications since the last status.
· Accomplishments Since Last Report – This section lists the main critical deliverables since the last report.  
· New Problems/Concerns - This section covers delays, problems, actions, and implications since the last status. 
· Next Period Planned Activities – This section defines the immediate next steps.
A Status Report Template to be used by this project is located in the project controls section of the project file or notebook.  
[bookmark: _Toc508420408][bookmark: _Toc200770807][bookmark: _Toc200775525][bookmark: _Toc200775580][bookmark: _Toc200775617][bookmark: _Toc200775703][bookmark: _Toc200778847]Issue & Decision Management
The plan for Issue Management is to provide a method to identify and resolve the issues that impact the scope, schedule, cost or quality of the project.
The plan includes (1) a method to identify and analyze issues impacting project progress and (2) a means to achieve and document the planned resolution and decisions.  
Issues that the Project Manager cannot resolve will go to the steering committee and ultimately the sponsor for a final resolution or decision.
A Issue and Decision Management Plan will be developed using the Issue Management Plan template located in the project controls section of the project file or notebook.  This plan will be used to appropriately identify and resolve and record issues and decisions made during the course of the project.
[bookmark: _Toc508420402][bookmark: _Toc200770808][bookmark: _Toc200775526][bookmark: _Toc200775581][bookmark: _Toc200775618][bookmark: _Toc200775704][bookmark: _Toc200778848]Project Document Standards, Approval, and Controls	
Document Standards – the project will use a consistent document style and layout for internal and external products produced.  The standard word process tool will be MS Word.  
Changes to formal documents will be tracked via a change activity log located in the document.
All internal work products being drafted or revised will be located in a shared area. 
A standard electronic project directory will organize the project documentation.  A physical project library will organize the hard copy materials.  Both the electronic and physical libraries will be structured similarly.  They layout of the electronic libraries is located in the project controls section of the project file or notebook.
[bookmark: _Toc508420405][bookmark: _Toc200770809][bookmark: _Toc200775527][bookmark: _Toc200775582][bookmark: _Toc200775619][bookmark: _Toc200775705][bookmark: _Toc200778849]Cost Management Plan
Briefly describe how the project budget, cost and committed costs will be tracked and managed.  Larger projects may require a separate Cost Management Plan to cover the process, tools and techniques the project will use to manage the various aspects of the budget and costs.
[bookmark: _Toc200770810][bookmark: _Toc200775528][bookmark: _Toc200775583][bookmark: _Toc200775620][bookmark: _Toc200775706][bookmark: _Toc200778850]Procurements & Contracts
The purpose of the Contract Management Plan is to select qualified contractors to do specific pieces of work on the project plan and manage them effectively.  The project management team performs the planning, tracking, and oversight activities to ensure the contractors work is performed appropriately and that the products delivered by the contractors satisfy the agreed upon acceptance criteria.
A Contract Management Plan will be developed using the Contract Management Plan template located in the project controls section of the project file or notebook.  This plan will be used to manage and track the performance of the contracts used on this project.
[bookmark: _Toc508420407][bookmark: _Toc200770811][bookmark: _Toc200775529][bookmark: _Toc200775584][bookmark: _Toc200775621][bookmark: _Toc200775707][bookmark: _Toc200778851]Resource Tracking
The purpose of Resource Tracking is to monitor the actual resource expenditures (time and costs) against the plan to spot variances early and make appropriate decisions on how to correct the problems before they are out of hand.  The plan will be reflected in the project schedule and the staff will report time expenditures per task to the project manager.  Other project cost will be tracked through the regular accounting process.  The project manager will record actuals against the plan in the scheduling tool and report variance as part of the regular status reporting.  The Steering Committee and Sponsor will make decisions on how to best recoup overages above 10%.  
[bookmark: _Toc200770812][bookmark: _Toc200775530][bookmark: _Toc200775585][bookmark: _Toc200775622][bookmark: _Toc200775708][bookmark: _Toc200778852]
Appendix A – WBS Dictionary
The Work Breakdown Structure (WBS) is a grouping of project elements that organizes and defines the total scope of the project: work not in the WBS is outside the scope of the project.  This WBS dictionary is intended to confirm a common understanding of project scope. Each descending level of the WBS dictionary represents an increasingly detailed description of the work required to manage the project and deliver the selected PMO functions.
The Layout or description of the template is as follows:
First Column – Indicates the WBS grouping and numbering convention. The groupings are a hierarchy of Phase, Activity, Task, and Milestone.  
The numbering convention is standard engineering numbering.  
The Phase level is represented by a single number (i.e.  1.).  
The Activity level is represented by a 2 digit number (i.e. 1.1), 
The Task level is represented by a 3 digit number (i.e. 1.1.1).  
The Milestone is represented by a four digit number (1.1.1.1)
Second Column – Indicates the Phase, Activity, Task, or Milestone name and a brief description that describes the work at each level.  The activity level is the level for status and change control. The task and milestone level describe the specific work assignment to be accomplished.
Third Column – Indicates, at the task and milestone levels only, the assigned deliverable name.
Fourth Column – Indicates, at the task level only, the anticipated “effort in hours” to fully accomplish the defined task.
Fifth Column – Indicates, at the task and milestone levels only, the other tasks that this task or milestone is critically dependent on.
Sixth Column – Indicates, at the task and milestone levels only, the type of resource recommended, or most likely to have the skills to complete the assignment.

	#
	WBS Dictionary <Example Activities>
	Deliverable Name & #
	Duration
Estimate
	Critically Depend
	Skill

	1.  Phase 
	Initiate – Obtaining agreement on the business requirement and charting the project. 
	N/A
	
	
	

	1.1.  Activity 
	Develop the Business Requirement – Establish a common understanding of the base requirements that are to be addressed by the project.
	N/A
	
	
	

	1.1.1.  Task 
	Create the Product Description – define, scope, and give context to the product & services that the project will be chartered to develop, deliver, and support. 
	Product Description
	
	
	PM

	1.1.2.  Task 
	Prepare and Review the Product description – depending on audience preference, summarizes the content of the product description into an executive summary and deliver it or prepare and conduct a review of the product description.  Obtain approval to charter a project that will assign initial planning resources to develop the project plan.
	Project Proposal, Document Approval
	
	
	

	1.2.  Activity 
	Charter the Project – Obtain the commitment and agreement between the sponsor and project team indicating how the project will be conducted and who needs to be involved.
	N/A
	
	
	

	1.2.1.  Task 
	Create the Project Charter – define the mission, authority, and level of project planning and controls necessary for the project, and indicate the personnel or groups expected to be involved in the project.   Assign the project manager, sponsor, and any required resources to complete the overall project planning.
	Project Charter
	
	
	PM

	1.2.1.1.  Milestone 
	Project Proposal Approved by 
	N/A
	
	
	PM

	2.  Phase 
	Plan – Creation and approval of the core work plan and facilitating plans which will guide project execution and control.
	N/A
	
	
	

	2.1.  Activity 
	Develop the Core Work Plan (CWP) – The development of the work scope, supporting schedule, budget, and project organization that focuses and guides the project work effort.
	N/A
	
	
	

	2.1.1.  Task 
	Develop the Scope Statement – Develop the scope statement with the customer that indicates an agreement on work scope, project objectives and measurements, hi-level deliverables, assumptions, and completion criteria.  
	CWP – Scope Statement
	
	
	PM

	2.1.2.  Task 
	Develop the WBS – Define the work Activities, sequencing, effort estimates, and deliverables.  Indicate the type of resource (people, equipment, materials, facilities) needed to complete the work activities.  Review and obtain agreement of the WBS work activities with the customer, sponsor, and management of other groups expected to support the project.   
	CWP – WBS
	
	
	PM

	2.1.3.  Task 
	Develop the Project Schedule – Develop approximate cost estimates of all the types of resources. Build a project schedule from the WBS and cost estimates.  Produce a time-phased cost budget from the schedule.
	CWP – Schedule and Budget Projection
	
	
	PM

	2.1.4.  Task 
	(Note) On large projects, a feasibility study may be a major phase prior to detailed planning.  On very small or maintenance project the feasibility may be limited to cost/benefit assumption and recommendations.  This project is considered a small project.
Determine the Project Feasibility and Recommendation – Approximate and define the life span of the product or service being delivered.  Approximate and define a dollar value for soft and hard benefits and any cost reduction or avoidance that may be the result of the product or service delivery.  Chart or summarize the information and provide a recommendation
	CWP – Feasibility and Recommendations
	
	
	

	2.1.5.  Task 
	Organize Project & Staff Acquisition – provide an overall framework to describe the roles, responsibilities and membership of the Project. Obtain the staff needed for the core team and staff need from other groups in the organization that will be cross-committed to the project.  Obtain from management commitment of all non-contracted personnel.  (Note– any contracted staff is acquired via the contract activity, however none are planned for this project.)
	CWP – Organization
	
	
	PM

	2.2.  Activity 
	Develop the Facilitating Plans for Controls (FPC) – The plans for ongoing work required to ensure that the project can anticipate possible problems, solve, and make coordinated work plan adjustments. 
	N/A
	
	
	

	2.2.1.  Task 
	Project Risk Management – Determine which risks are likely to affect the project, evaluate potential risk outcomes and indicators, define plan to respond to key risks indicators.
	FPC – Risk Id and Mgmt
	
	
	

	2.2.2.  Task 
	Change Management – Outline a simple change management process to coordinate approved changes in the project plan.
	FPC – Chg Mgmt
	
	
	

	2.2.3.  Task 
	Project Standards, Approval, And Document Controls – Define and setup the documentation standards, document storage locations, project notebook, document approval and promotion process, and securities.  
	FPC – Stds, Apvls, Cntls
	
	
	

	2.2.4.  Task 
	Communication Plan and Management – Outline a plan that identifies “who” needs “what” communications, in “what” media, “how” often and by “whom”.  
	FPC – Comm. Plan & Mgmt
	
	
	

	2.2.5.  Task 
	Status Reporting – Define how status will be reported, by whom, how often, and in what formats and media.  
	FPC – Status Rptg
	
	
	

	2.2.6.  Task 
	Procurements & Contracting – Determine what to procure and when, document requirements and identify potential sources.
	FPC – Proc.  &  Cntrkg
	
	
	

	2.2.7.  Task 
	Quality Assurance – Identify the project’s relevant quality standards and determine how to satisfy them. 
	FPC- QA
	
	
	

	2.2.8.  Task 
	Time Tracking – Determine what level to track time at, how time will be tracked, how frequently, and administer the time tracking activities.
	FPC – Time Tracking
	
	
	

	2.2.9.  Task 
	Issue and Decision Management – Determine process for raising and resolving project issues that impact the scope, schedule, cost or quality of the project.  
	FPC – Iss. &  Decision Mgmt
	
	
	

	2.3.  Activity 
	Develop the Project Plan – Integrating the results of the other planning activities into a coherent document to guide the project execution and control.  
	N/A
	
	
	

	2.3.1.  Task 
	Plan Integration – Summarize and incorporate the outputs of the planning activities into a single reference document – the <project name> Project Plan.  The plan is the reference document for work to be performed by all involved in the project and must be made easily accessible to all in electronic format.
	Project Plan
	
	
	

	2.3.2.  Task 
	Plan Presentation and Review – Distribute, review and obtain approval of the project plan from the project directing authority(ies) and managers who have staff assigned to the project.  
	Presentation, & Document Approval
	
	
	

	2.3.2.1.  Milestone 
	Plan and Schedule Approved by 
	N/A
	0
	
	PM

	3.  Phase 
	Execute – Definition of the required work activities to define, construct, pilot, and implement the product scope or selected system functions.
	N/A
	
	
	

	3.1.  Activity 
	<Activity Title, i.e. Requirements Analysis> – <activity description>.
	N/A
	
	
	

	3.1.1.  Task 
	<Task title> – Task Description
	
	
	
	

	3.1.1.1.  Milestone 
	<Milestone Title>
	N/A
	0
	
	

	3.2.  Activity 
	<Activity Title, i.e. Design> – <activity description>
	N/A
	
	
	

	3.2.1.  Task 
	<Task title> – Task Description
	
	
	
	

	3.2.1.1.  Milestone 
	<Milestone Title>
	N/A
	
	
	

	3.3.  Activity 
	<Activity Title, i.e. Construct> – <activity description>
	N/A
	
	
	

	3.3.1.  Task 
	<Task title> – Task Description
	
	
	
	

	3.3.1.1.  Milestone 
	<Milestone Title>
	N/A
	
	
	

	3.4.  Activity 
	<Activity Title, i.e. Test> – <activity description>
	N/A
	
	
	

	3.4.1.  Task 
	<Task title> – Task Description
	
	
	
	

	3.4.1.1.  Milestone 
	<Milestone Title>
	N/A
	
	
	

	3.5.  Activity 
	<Activity Title, i.e. Implement> – <activity description>
	N/A
	
	
	

	3.5.1.  Task 
	<Task title> – Task Description
	
	
	
	

	3.5.1.1.  Milestone 
	<Milestone Title>
	N/A
	
	
	

	4.  Phase 
	Controls – Administer and manage work controls to ensure project performance.
	N/A
	
	
	

	4.1.  Activity 
	Project Procedures and Controls – 
	N/A
	
	
	

	4.1.1.  Task 
	Risk Management – Manage risks by responding to identified risk indicators as they occur.
	FPC – Risk Id and Mgmt
	
	
	

	4.1.2.  Task 
	Change Management – Identify, plan, and conduct ongoing change control of the project. Ensure that the requirements, budget, and schedule milestones remain in line with the current approved project plan or are changed officially providing new requirements, budget, or schedule milestones.
	FPC – Chg Mgmt
	
	
	

	4.1.3.  Task 
	Project Standards, Approval, And Document Controls – Conduct administration of approvals, project library, administrative filing, and securities.
	FPC – Stds, Approvals, & Cntls
	
	
	

	4.1.4.  Task 
	Communication Management – Deliver communications or facilitate communication delivery and conduct ongoing administration of communications
	FPC – Comm. Plan & Mgmt
	
	
	

	4.1.5.  Task 
	Status Reporting –Conduct ongoing project status reporting of work activities, budgets achievements and issues. 
	FPC – Status Rptg
	
	
	

	4.1.6.  Task 
	Procurements & Contracting Management – obtain quotations, bids, offers, or proposals, choose from among potential vendors, administer the contract, and close.
	FPC – Procurements &  Contracting
	
	
	

	4.1.7.  Task 
	Quality Assurance – monitor and identify way to eliminate causes of unsatisfactory quality performance.
	FPC- QA
	
	
	

	4.1.8.  Task 
	Time Tracking – administer the time tracking activities and team recording of individual time
	FPC – Time Tracking
	
	
	

	4.1.9.  Task 
	Issue and Decision Management – Administer the issue and decision process.
	FPC – Issue and Decision Mgmt
	
	
	

	5.  Phase 
	Close – Evaluate the projects achievement of scope, objectives, and measurements.  Identify the maintenance plan, turn-over to maintenance, and release project resources.
	N/A
	
	
	

	5.1.  Activity 
	Project Evaluation – Recognize the achievements and lessons learned of the project, and determine readiness to close the project.
	N/A
	
	
	

	5.1.1.  Task 
	Prepare a project evaluation – Review the project’s completion criteria, scope, objectives, measurements, and lessons learned.  Document and analyze the information and review with the sponsors.  Obtain agreement from the sponsors on readiness to proceed with project closure.
	Project Evaluation & Lessons Learned
	
	
	PM

	5.2.  Activity 
	Plan for Maintenance and Turn-over – Coordinate “what” will be maintained and prepare supporting materials to enable smooth transition to maintenance.  Close Project.
	N/A
	
	
	

	5.2.1.  Task 
	Coordinate Maintenance Turn-over – Identify all items or components, and their production version/location, which will become maintenance responsibility.  Ensure change request log is accurate and up-to-date.  Ensure all issues and prior decisions are documented for turn-over.  Identify maintenance staff and any associated budgets.  Meet with maintenance lead and review this information.
	Maintenance Turn-over
	
	
	

	5.2.2.  Task 
	Close out Project – Prepare for and celebrate project closure.  Release project resources. 
	Project Celebration Closing
	
	
	

	5.2.2.1.  Milestone 
	Project successfully turned-over to maintenance and closed
	N/A
	0
	
	

	5.2.3.  Task 
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