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Notes to the Author

[This document is a template of a Project Assurance Plan document for a project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

· Blue italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project. These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.

When using this template, the following steps are recommended:

1. Replace all text enclosed in angle brackets (e.g., <Project Name>) with the correct field document values. These angle brackets appear in both the body of the document and in headers and footers. To customize fields in Microsoft Word (which display a gray background when selected) select File->Properties->Summary and fill in the appropriate fields within the Summary and Custom tabs.

After clicking OK to close the dialog box, update all fields throughout the document selecting Edit>Select All (or Ctrl-A) and pressing F9. Or you can update each field individually by clicking on it and pressing F9.

These actions must be done separately for any fields contained with the document’s Header and Footer.
2. Modify boilerplate text as appropriate for the specific project.

3. To add any new sections to the document, ensure that the appropriate header and body text styles are maintained. Styles used for the Section Headings are Heading 1, Heading 2 and Heading 3. Style used for boilerplate text is Body Text.
4. To update the Table of Contents, right-click on it and select “Update field” and choose the option - “Update entire table”.
5. Before submission of the first draft of this document, delete this instruction section “Notes to the Author” and all instructions to the author throughout the entire document.
VERSION HISTORY

[Provide information on how the development and distribution of the Project Assurance Plan will be controlled and tracked. Use the table below to provide the version number, the author implementing the version, the date of the version, the name of the person approving the version, the date that particular version was approved, and a brief description of the reason for creating the revised version.]
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1 Introduction

1.1 Purpose of the Project Assurance Plan Document

A Project Assurance Plan (PAP) is used to authorize and document the justifications for using, not using, or combining specific Enterprise Performance Life Cycle (EPLC) Stage Gate Reviews and the selection of specific deliverables applicable to the investment/project, including the expected level of detail to be provided. A PAP should be signed by the project manager and sponsor. Once approved by a governance committee this document authorizes the project to proceed according to agreed upon scope, time, costs, and quality including any EPLC related exceptions as outlined within this document. 
General Information

	Date Prepared
	<mm/dd/yyyy>

	Requested By
	<Enter full name and title/role on project>

	Email
	<Enter email address>

	Phone
	<000-000-0000>

	Project Name
	<Enter a name for the investment/project being requested>

	Description
	<Enter a detailed description of the investment/project>


2 Summary of Project tailoring and justification

<Provide a brief summary of what specific aspects of the EPLC Framework are being tailored and why.  Also identify how you will manage the additional risk associated with implementing this tailored approach.>
3 Stage Gate Consolidation/Waiver Request

	
	Action
	Justification

	Concept
	<Valid actions include:

· Use

· Don’t Use

· Combine>
	<Enter justifications for using, not using, or combining specific EPLC Stage Gate Reviews and identify how you are going to respond to any associated risk>

	Initiation
	
	

	Planning
	
	

	Requirements Analysis*
	
	

	Design
	
	

	Development*
	
	

	Test*
	
	

	Transition
	
	

	Operations & Maintenance*
	
	

	Disposition*
	
	


* All stage gates are required; but may be waived or delegated based on IT governance organization approvals.

4 Deliverable Consolidation/Waiver Request

	(d) = Draft, (f) = Final        
	Action
	Justification

	Concept
	
	

	Concept Document (f)
	<Valid actions include:

· Use

· Don’t Use

· Combine>
	<Enter justifications for using, not using, or combining specific EPLC Deliverables identify how you are going to mitigate any associated risk >

	Initiation
	
	

	Business Needs Statement (f)
	
	

	Business Case with Components (f)
	
	

	Project Charter (f)
	
	

	Project Management Plan with Components (d)
	
	

	Planning
	
	

	Project Management Plan with Components (f)
	
	

	Requirements Statement (d)
	
	

	Procurement Plan (d)
	
	

	Requirements Analysis 
	
	

	Requirements Statement w/Components (f)
	
	

	Procurement Plan (f)
	
	

	Design Document (d)
	
	

	Operational Readiness Review (d)
	
	

	Design
	
	

	Design Document with Components (f)
	
	

	Security/BC/DR Plans (d)
	
	

	Test Plan (d)
	
	

	Training Plan (d)
	
	

	Operations/User Manuals (d)
	
	

	Development
	
	

	Security/BC/DR Plans (f)
	
	

	Operations/User Manuals (f)
	
	

	Implementation Plan (d)
	
	

	Training Plan (f)
	
	

	Training Materials (d)
	
	

	SLAs/MOUs (d)
	
	

	Organizational Readiness Assessment (d)
	
	

	Business Product (d)
	
	

	Test
	
	

	Implementation Plan (f)
	
	

	Test Plans (f)
	
	

	Test Reports (f)
	
	

	Organizational Readiness Review (f)
	
	

	Organizational Readiness Assessment (f)
	
	

	Project Completion Report (d)
	
	

	Transition
	
	

	SLAs/MOUs (f)
	
	

	Training Material (f)
	
	

	Security Risk Assessment (f)
	
	

	Business Product (f)
	
	

	Project Completion Report (f)
	
	

	Annual Operational Assessment (d)
	
	

	Disposition Plan (d)
	
	

	Operations & Maintenance
	
	

	Annual Operational Assessment (f)
	
	

	Disposition Plan (f)
	
	

	Disposition Review (d)
	
	

	Disposition
	
	

	Project Archives (f)
	
	

	Disposition Review (f)
	
	


	Non-Phase Specific
	
	

	Independent Verification & Validation Reports
	
	

	Integrated Baseline
	
	

	Documentation
	
	

	Project Schedule
	
	

	Periodic Project Status Report
	
	


Appendix A: Project Assurance Plan Approval

The undersigned acknowledge that they have reviewed the <Project Name> Project Assurance Plan and agree with the information presented within this document. Changes to this Project Assurance Plan will be coordinated with, and approved by, the undersigned, or their designated representatives.

[List the individuals whose signatures are desired.  Examples of such individuals are IT Governance Representatives; Business Owner, Project Manager (if identified), and any appropriate stakeholders.  Add additional lines for signature as necessary.]

	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	


	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	


	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	


APPENDIX B: REFERENCES

[Insert the name, version number, description, and physical location of any documents referenced in this document.  Add rows to the table as necessary.] 

The following table summarizes the documents referenced in this document.

	Document Name
	Description
	Location

	<Document Name and Version Number>
	<Document description>
	<URL or Network path where document is located>

	
	
	

	
	
	


APPENDIX C: KEY TERMS

The following table provides definitions and explanations for terms and acronyms relevant to the content presented within this document.

	Term
	Definition

	[Insert Term]
	<Provide definition of term and acronyms used in this document.>
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