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1 About This Document

This document is a template that provides the industry accepted guidelines to plan, execute, control, and close a project.  This document will need to be tailored and customized to the needs of the project; however, special care should be considered if major sections are “tailored out”.

1. “Tailoring” is the process that modifies the structural components of the template to the needs of a specific project.  As an example, the Project Manager may have a standard appendix that does not apply to the project.

2. Customization is the mechanical task of inserting customer or project logos, deliverable identifiers, names, and so on, into a copy of the template.  The copy then becomes the live version of the Project Management Plan for the project and will need to be updated, as project conditions require.

3. Any level of tailoring can be applied to the template, as long as the PMO is advised.  This notification has several purposes:

a. It allows Quality Assurance to adjust checklists and questionnaires,

b. It allows the Program Management Office (PMO) to adjust its oversight and QA activities to the project’s plan,

c. It allows the PMO to advise the project team of the potential effects and risks that may occur if materials are omitted, and

d. It serves as a trigger for possible improvement of the template by the PMO.

4. Any highlighted text indicates that there are some brief instructions for the completion of that section.

2 Revision History

	Revision Number
	Date
	Comment

	1.0
	February 15, 2001
	Original Scope



	2.0
	January 18, 2002
	PMO Refinement



	3.0
	June 26, 2005
	PMO Methodology Update Project Refinement


3 Project Overview 

3.1 Introduction

3.2 Current State

3.3 Future State

3.4 Need

4 Scope 

4.1 Project Justification

4.2 Project Objectives

4.2.1  Business Objectives

	Number
	Description

	Bus. Objective 1
	


4.2.2  Technical Objectives

	Number
	Description

	Tech. Objective 1
	


4.2.3  Quality Objectives

	Number
	Description

	Qual. Objective 1
	


4.3 Deliverables and work products

4.3.1 Deliverables

4.3.1.1 [Project Charter]
 
	Description
 - The project charter formally authorizes the [Insert Project Name]
 Project.  It sets forth scope, project justification, initial budget and schedule estimates, stakeholders, dependencies, assumptions, and risks for the project.
	Deliverable Acceptance Criteria 
- Includes the information necessary for senior management to proceed with the project including:

· Scope

· Justification

· Business, technical and quality objectives 

· Stakeholders

· High level budget and time estimates 

Constraints, assumptions, dependencies and risks.  

	
	Standards for Content and Format 
- Tailored from GTA-PMO-FOR-047 Project Charter

	
	Quality Review 
- Review by Project Team, Program Management Office, and Stakeholders. Final approval by Business Owner


4.3.1.2  [Project Management Plan]

	The Project Management Plan (PMP) provides the industry accepted guidelines to plan, execute, control, and close a project.  The PMP and the Project Charter are the two documents that establish the policies and procedures for managing the project.
	Deliverable Acceptance Criteria - Includes the processes and procedures to manage the project including:

· Project Overview

· Scope

· Deliverables and Acceptance Criteria

· Overall Strategy

· Project Organization

· Project Plan and Schedule

· Risk Management Plan

· Scope Management Plan

· Issue Management Plan

· Acceptance Management Plan

· Change Control Plan

· Communication Plan

· Project Metrics

· Quality Objectives

· Configuration Management

	
	Standards for Content and Format - Tailored from GTA-PMO-TEM-030 Project Management Plan

	
	Quality Review - Review by Project Team, Program Management Office, and Stakeholders. Final approval by Business Owner


4.3.1.3 [Microsoft Project Plan and Schedule]

	The Microsoft Project Plan is a schedule of tasks showing assigned resources, estimated effort, duration, start and finish dates.  The accepted Project Plan will be a baseline schedule and estimate for the project. The Project Manager uses the Project Plan to manage the project and report on status and variances to the customer.
	Deliverable Acceptance Criteria - Includes the following data items:

· Tasks Required for completion of the Project

· Organized in a Work Breakdown Structure

· Displays dependencies

· Assigns one or more resources to each task

· Display estimates of effort

· Shows start and finish dates

	
	Standards for Content and Format – Uses Methodology of Project Management Institute and Project Management Body of Knowledge. Delivered in electronic Microsoft Project (.mpp) format.

	
	Quality Review - Review by Project Team, Program Management Office, and Stakeholders. Final approval by Business Owner


4.3.1.4  [Client Requirements Document
]

	The Client Requirements Document specifies business owner expectations, requirements, and desirables.  


	Deliverable Acceptance Criteria - Includes the functional requirements to meet agreed upon business objectives in the scope of the Project Charter including:

· [Insert list of functional requirements]

· 

	
	Standards for Content and Format – [Insert name of template used or list other standards].


	
	Quality Review - Review by Project Team, Program Management Office, and Stakeholders. Final approval by Business Owner


4.3.1.5 [Test Plans]

	Description - 

The purpose of the test plans will be to establish a process to assure that the delivered product is thoroughly tested and ready for production. Test plans include test strategy, test cases, test data, test execution, and test reporting.
	Deliverable Acceptance Criteria – Test Plans include the following:

· Mapping from the test cases to the functional requirements

· Requirements for test data

· Requirements for test environment

· Test Cases

· Acceptance Criteria 

· Process for reporting failures

· Coordination process for correcting defects including escalation process

	
	Standards for Content and Format –  [Insert name of template used or list other standards].


	
	Quality Review - Review by QM Team Lead, Project Manager, Development, and Creative Team. Final approval by Business Owner


4.3.1.6  [Test Report]

	Description - The purpose of the test report will be to document and verify that the delivered product is thoroughly tested and ready for production. The test report will include test cases, expected results, actual results, and pass/fail percentage. 
	Deliverable Acceptance Criteria – Test Reports include the following:

· Test Cases 

· Acceptance Criteria 

· Date and name of person executing the Test Plan

· Expected results

· Pass Number of the Test (Pass 1, 2, or 3)

· Actual results

· Pass/Fail Percentage

	
	Standards for Content and Format – Uses format established by the QM Team

	
	Quality Review - Review by QM Team Lead, Project Manager, Development, and Creative Team. Final approval by Business Owner


4.3.2 [Work Products]

4.3.2.1 [Architectural Design Document]

	Description – The Architectural Design Document communicates to the users and technical staff the design and technical specifications of the system being developed.  The document at minimum should support the following conclusions:

1) All IT standards have been followed

2) Resources (people & infrastructure) identified and budget secured

3) Design approved by users and technical staff

4) Design objects traceable to project deliverables

System fully defined for programmers to begin development phase.
	Deliverable Acceptance Criteria – The Design Document will include the following:

· System Summary

· System Flow

· Functional Design Specifications

· Technical Design Specifications

· Traceability Matrix

· System Environment

· Operational Procedures

	
	Standards for Content and Format – Template used by development team for the Architectural Design Document

	
	Quality Review - Review by Project Team, and Project Manager. Final approval by Business Owner.


4.3.2.2 [Deployment Plan]

	Description – The deployment plan documents the procedures and resources required to migrate the updated application from development to test to production. The plan includes decision points and back-out procedures.
	Deliverable Acceptance Criteria – The Implementation Plan will include the following:

· Deployment Plan Narrative

· Implementation Planning Checklist

· Planned submission to the Configuration Advisory Board

· Steps for migration

· Decision points to make go/no-go decisions

· Names and contact numbers for all resources involved in implementation

· Implementation Contingency Plan

· Backout Plan

· SLA or Ongoing Support Plan

	
	Standards for Content and Format – Word Document using format of other implementation plans

	
	Quality Review - Review by Project Team and Stakeholders. Final approval by Business Owner


4.3.2.3 [Insert additional deliverables or work products as needed]

	Description – [Insert Description]
	Deliverable Acceptance Criteria – [Insert Acceptance Criteria]

· [Insert bullet points for clarity]

· 

	
	Standards for Content and Format – [Insert Template name or other standards]

	
	Quality Review – [Insert names, titles, or groups, responsible for conducting quality reviews]


4.4 Delivery & Acceptance Process

4.4.1  Deliverable Approval Authority Designations

	Deliverable Number
	Deliverable or Work Product
	Approvers (Who can approve)

	PRJ-DEL-4.4.1.1

	Project Charter
	

	
	
	


4.4.2 Deliverable Acceptance Procedure

The Deliverable Acceptance Procedure assures that the deliverables meet the requirements of the customer and is a key factor in managing the project. 

· The Project Manager will deliver an Acceptance form (as shown in Appendix A) to the Business Owner with each Deliverable.  The Acceptance form will identify the deliverable, and the acceptance criteria. The Project Manager will sign the acceptance form indicating that the deliverable meets all requirements.

· Upon receipt of the Deliverable and Acceptance form, the Business Owner has 10 working days to formally approve or reject the Deliverable.  The form must be marked approved or disapproved.  There is no acceptance or rejection by default.  “Conditional” approvals are not allowed, as they would not be handled any differently than rejection of approval.

· If the Deliverable is disapproved, a detailed description of why it was rejected must be included on the form. All errors and omissions must be detailed in the first rejection.

· If the disapproval is based on factors that were not identified in the acceptance criteria, the Business Owner must submit a change request to add the factors to the acceptance criteria and the Project Manager will reschedule the due dates for the deliverable based on the change request.

· E-mail approval with the approver’s name typed on the form is an acceptable form of transmittal. When e-mail approvals are used, the e-mail with the approval should be saved as a text document and pasted into the acceptance form at the end of the form. Verbal approvals are not acceptable.

4.4.3 Criteria for Acceptance

The Project Manager and Business Owner must agree on acceptance criteria for all deliverables before delivery.  Acceptance criteria will describe deliverables by title or name, content requirements, or other measurable factors. 

Deliverable/Work Product specific acceptance criteria have been included in Section 4.3
 of this document.  Formal approval of this document constitutes acceptance of these criteria. 

4.5 Work Breakdown Structure (WBS)

5 Overall Strategy

5.1 Project Management Life Cycle

The Project Management Life Cycle for the [Insert Project Name]
 will follow the methodology of the Project Management Body of Knowledge published by the Project Management Institute. At a high level, the project will flow through the following phases:

5.1.1 Initiation Phase

The project initiation phase involves the initial activities to set up the project.  These activities include assigning the key personnel to lead the project and having an initiation meeting with the project sponsor team.

5.1.2 Planning Phase

The planning phase involves developing the three key defining documents for the project: Project Charter, Project Management Plan, and Project Plan.  These documents establish the scope, schedule, processes, deliverables, and stakeholders for the project.

5.1.3 Requirements Gathering Phase

The requirements gathering phase involves defining the client requirements and developing the framework for delivering the finished product. 

5.1.4 Execution and Control Phase

The execution and control phase involves the final development, testing, and deployment of the [Insert Project Name].

5.1.5 Closure Phase

The closure phase involves completing the project notebook and archiving all documentation.  It includes a review of lessons learned in order to build best practices.
5.2 Critical Success Factors

5.3 Project Logistics

The [Insert Project Name] 
project team includes [Insert the titles or groups making up the project team including managers, analysts, developers, and business owners] 
 Planning and management of the project will be directed from [insert location of the project headquarters. Include any other locations for team members such as remote or satellite sites] 
Customer meetings will take place at the [Insert location for customer meetings] 
Internal Team meetings will be held at [Insert location for internal team meetings].
 Meetings may be held via teleconference or video conference with team members and business owners.

5.4 Project/Product Life Cycle Model

The project team will follow a standard process for software development in which each step of the process becomes an input for the next. 

5.4.1 Project Planning Documents

The Project Planning documents include the Project Charter, Project Management Plan, and Microsoft Project Plan and Schedule.  These three documents establish the strategy, approach, and schedule for the project.
5.4.2 Client Requirements Document

The Client Requirements Document specifies business owner expectations, requirements, and desirables. It is the first step in the product development life cycle.
5.4.3 Architectural design document

The Architectural Design Document uses input from the Client Requirements Document to identify and document the hardware and software components required to deliver the product to meet the functional requirements.
5.4.4 Test Plans

The Test Plans include the test strategy, test plans, test cases, test execution, and test reporting.  The test plans are developed based on the Client Requirements Document.

5.4.5 Development

Software developers will use the architectural design document as the road map to develop the application. 
5.4.6 Testing and quality Assurance

5.4.6.1 Unit & Integration Testing

Developers will conduct tests in the development environment of the application to assure that it functions as designed. Developers may make corrections and changes to code as needed while in the development environment.  When unit and integration testing is complete, the lead developer will recommend promotion of the code from the development environment to the test environment.

5.4.6.2 Quality Assurance Testing

After development the project team will coordinate through the Configuration Advisory Board to promote code to a test environment, load test data, and conduct thorough quality testing. The test environment should match the production environment as closely as possible. The test environment should not use live production data that contains sensitive information. When the test team discovered defects that require a change in the code, the changes must be made in the development environment, and re-promoted to the test environment for another full pass of testing. The Business Owner may accept the test report from the project team as the user acceptance test or may choose to conduct independent user acceptance testing.

5.4.7 Final Deployment

During the testing phase, the project team will develop a deployment plan and schedule the deployment through the Configuration Advisory Board. The [insert project name]
 will fully deploy on or about [insert a date].
 The delivered project plan will establish a specific release date. 
5.5 Technical Strategy

6 Project Organization

6.1 Stakeholders

	name
	Stake in Project
	Organization
	Title

	
	
	
	


6.2 Customers

6.3 Project Team

6.3.1 Project Team Organizational Breakdown Structure

[Insert an Organizational Chart from Visio or similar program here – Note: The Figure 1 text below is in caption style which automatically populates the list of figures – do not delete or change the style]

Figure 1: Project Team Organizational Breakdown Structure
6.3.2 Project Team Roles and Responsibilities

6.3.3 

	Role
	Responsibility
	Name
	Functional Manager

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7 Project Management and Controls

7.1 Staffing Planning and Acquisition

7.2 Assumptions

 

	Number
	Description

	
	


7.3 Constraints


	Number
	Description

	
	


7.4 Dependencies

7.4.1 Mandatory Dependencies

	Number
	Description

	
	


7.4.2 Discretionary Dependencies

	Number
	Description

	
	


7.4.3 External Dependencies

	Number
	Description

	
	


7.5 Risk Management

7.5.1 Risk Management Strategy

7.5.2 Project Risk Identification

7.5.3 Project Risk Analysis

7.5.4 Project Risk Mitigation Approach

7.5.5 Risk Reporting and Escalation Strategy

7.5.6 Project Risk Tracking Approach

7.6 Scope Management Plan

7.7 Issue Management

7.7.1 Internal Issue Escalation and Resolution Process

7.7.2 External Issue Escalation and Resolution Process

7.8 Procurement Management Plan

7.9 Change Control

7.9.1 Change Control Process

7.9.2 Change Control Board (CCB)

7.10 Project Timeline

7.11 Project Budget

	Phase / Activity
	Associated Deliverables
	Estimated Budget

	Umbrella Tasks
	
	

	Phase 1

Project Preparation & Planning
	Project plan

Project Schedule
	

	Phase 2
	
	

	Phase 3
	
	

	Phase 4

Project Closing
	
	

	TOTALS
	
	


7.11.1 Budget Tracking

7.12 Communication Plan

7.12.1 Communication Matrix

7.12.2 Status Meetings

7.12.3 Project Status Reports

7.13 Performance Measurement 
(Project Metrics)

7.13.1 Baselines

7.13.2 Metrics Library

7.14 Quality Objectives and Control

7.14.1 Customer Satisfaction

7.14.2 Deliverable Definition

7.14.3 Deliverable Quality

7.14.4 Project/Product Deliverable Presentation

7.15 Configuration Management

7.15.1 Version Control

7.15.2 Project Repository (Project Library)

8 6.0 Project Close

8.1 6.1 Administrative Close

8.2 6.2 Contract Close

9 7.0 Glossary

9.1 7.1 Acronyms and Abbreviations

9.2 7.2 Definitions

� This document is a reference from the Georgia Technology Authority (GTA) Program Management Office (PMO) created as part of the strategic continuous process improvement initiative. Questions or recommendations for improvement of this document may be forwarded to any GTA PMO member.


� Assumptions are planning factors that, for planning purposes, will be considered true, real, or certain.  Assumptions generally involve a degree of risk.  They may be documented here and converted to formal risks.


� Constraints are factors that will limit the project management team’s options.  Contractual provisions will generally be considered constraints.





�PAGE \# "'Page: '#'�'"  �Page: 4���There may be numerous appendices that are needed for a project.  All appendices should be referenced in the PMP with a high level summary of the details contained in the appendices and should be listed here.


�PAGE \# "'Page: '#'�'"  �Page: 4���All forms that will be used as a part of the management of the project and that are referenced in the PMP should be included as a part of Appendix C.  This will include Deliverable Acceptance Form, Project Acceptance Form.  Issue Escalation and Resolution Form, Change Request Form, Project Status Report.  Also a Team Directory and a Calendar of Recurring Meetings are suggested.


�PAGE \# "'Page: '#'�'"  �Page: 1���The Project Overview sets the stage for the details of the project and begins the “story” of the project and plan.  It states the vision for the project (and larger effort, if applicable) in terms of a business need – not a solution. It answers “What is the specific answer that will move the business owner from the current state to a valuable future state?” The Project Overview describes the difference (gap) between the current state and future state in terms of the business need.  The content structure order is the introduction, which provides background, the current state, the future state, and the need.


�PAGE \# "'Page: '#'�'"  �Page: 1���State the business benefits the project is to accomplish


�PAGE \# "'Page: '#'�'"  �Page: 1���The business objectives should relate to the Business Owner’s Strategic Plan


�PAGE \# "'Page: '#'�'"  �Page: 1���Technical Objectives relate to the technical issues or goals that the project is to accomplish


�PAGE \# "'Page: '#'�'"  �Page: 1���Quality Objectives relate to the quality and methods of measuring quality that the project is to accomplish


�The Deliverables listed below are deliverables common to most projects.  All deliverables should be listed along with acceptance criteria


�PAGE \# "'Page: '#'�'"  �Page: 1���Sample Project Charter – tailor as needed


�PAGE \# "'Page: '#'�'"  �Page: 1���Deliverable description conveys the features and/or the functions that will be included in the project product. Each deliverable is a subsidiary element of the project product (final deliverable), each with its own separate but interdependent deliverable scope


�Insert Project Name Here


�PAGE \# "'Page: '#'�'"  �Page: 1���Acceptance Criteria are quantifiable measures of the success of each deliverable (or set of deliverables). Its how the executive sponsor and the project team know when a deliverable is acceptable and can be approved. Acceptance criteria are similar to measures of success except they are for a specific deliverable. The criteria may include functional and technical testing and utility verification at defined points in the process; methodology and criteria should be published.


�PAGE \# "'Page: '#'�'"  �Page: 1���Standards for Content and Format describe the format that the executive sponsor can expect to receive the deliverable. This section ensures that the deliverable will be usable to meet its objective upon delivery. The tools, techniques, and processes used to develop the deliverable must compliment the executive sponsor’s environment and enable the executive sponsor to use the deliverable


�PAGE \# "'Page: '#'�'"  �Page: 1���Quality review provides the opportunity for peer and cross-discipline reviews of the deliverable. This process will improve the Quality Control metrics by reducing the testing cycle and the number of exceptions reported by Quality Control and eventually the executive sponsor.


�Sample PMP – Tailor as needed


�Sample Project Plan Description – Tailor as needed


�Sample Client Requirements Description – Tailor as needed


�Insert listing of functional requirements here


�Insert the name of the template used or list other standards


�Sample Test Plan Description – Tailor as needed


�Insert name of template used or list other standards


�Sample Test Report – Tailor as Needed


�Work Products are the same as deliverables with the exception that the business owner does not have to approve.  Work Products are generally technical documents that relate to the internal project team and do not require business owner involvement. A work product may be given to the business owner but does not require formal acceptance. Classification as a deliverable or work product is made at the early stages of the project


�Sample Architectural Design Document – Tailor as Needed


�Sample deployment plan description – Tailor as needed


�PAGE \# "'Page: '#'�'"  �Page: 2���Complete the following table to identify the deliverables this project is to produce, and to name the person or persons who have authority to approve each deliverable.  Each deliverable should be assigned a control number for tracking. The date approved column serves as a log of when each deliverable was approved.


�Use the cross-reference feature to link back to the deliverable reference:  From the tool bar: Insert>Reference>Cross Reference


�PAGE \# "'Page: '#'�'"  �Page: 2���Describe the process that this project will use for the formal acceptance of all deliverables.  Generally, a Deliverable Acceptance Form is utilized with specific timeframes allowed for review, approval, rework, etc. Issues identified in this Deliverable Acceptance Procedure should follow the Issues Escalation Process that is defined in a later section.


�[Note: This is a cross-reference field be sure to right click and chose update when finalizing the document – delete this note]


�PAGE \# "'Page: '#'�'"  �Page: 2���A WBS is a deliverable-oriented grouping of project elements that organizes and defines the total work scope of the project.  Each descending level represents an increasingly detailed definition of the project work. Include at least the highest level grouping for the project in this section and include the detailed WBS as Appendix A.


�PAGE \# "'Page: '#'�'"  �Page: 2���The Overall Strategy is a high-level scheme and/or specific methodology used to guide the work effort for the project. It tells the story of how the project will be done. It may include what is to be done (actions/activities), why it is being done in this way, why doing it this way (logic, reasons, justifications) is recommended, and what the added value of the strategy and results are.  Items to consider and identify either as separate sections or within one section for overall strategy are the details concerning project management strategy, project logistics, the product life cycle model and technical strategy.  Describe the strategy/approach at the necessary and relevant level of detail for the specific project.


�PAGE \# "'Page: '#'�'"  �Page: 2���Discuss the key project management strategies for achieving success in this project.


�[Insert Project Name]


�[Insert Project Name].


�PAGE \# "'Page: '#'�'"  �Page: 2���Identify the critical success factors for achieving success in this project.


�PAGE \# "'Page: '#'�'"  �Page: 3���Logistics describes how the project manager, project team, the business owner/customer and any vendor resources will physically work together.  Include anything to do with moving or starting resources.  Identify a role to coordinate logistics with the business owner/customer and vendors.  Logistics includes factors, issues, notes, etc. relating to operational details (space, materials, access, etc.) at the customer or vendor site.  It can also be used to describe the need and use of a forthcoming logistics document.  Cross-reference any risk, assumption or exclusion that is related to logistics


�[Insert Project Name]


�[Insert the titles or groups making up the project team including managers, analysts, developers, and business owners]


�[insert location of the project headquarters. Include any other locations for team members such as remote or satellite sites]


�Insert location for customer meetings]


�[Insert location for internal team meetings].�


�PAGE \# "'Page: '#'�'"  �Page: 3���Identify the life cycle model being used to develop the project product or service, and discuss each of its phases. This should align with the phases listed above.


�Insert Project Name


�Insert an approximate date


�PAGE \# "'Page: '#'�'"  �Page: 3���Discuss the key technical strategies for achieving success in this project.


�PAGE \# "'Page: '#'�'"  �Page: 3���The Project Organization describes the roles and responsibilities of the project team. It also identifies the other organizational groups that are part of the project and graphically depicts the hierarchical configuration of those groups.  It exists to clarify interaction with the project team


�PAGE \# "'Page: '#'�'"  �Page: 3���List all of the major stakeholders in this project, and state why they have a stake.  Also, identify stakeholders required to sign-off on the PMP by an asterisk after their name. Stakeholders are individuals and organizations that are actively involved in the project, or whose interests may be positively or negatively affected as a result of project execution or project completion.  They may also exert influence over the project and its results.  


�PAGE \# "'Page: '#'�'"  �Page: 3���List the customers or end users of this product.


�PAGE \# "'Page: '#'�'"  �Page: 3���Insert a graphical Organization Chart here.  The Organizational Breakdown Structure (OBS) is a hierarchical configuration defining levels of program management and may identify all project personnel.  The OBS should be simple and straightforward.  Include role names and people’s names.  Consider identifying the core project team by shading their respective boxes on the chart.  On complex projects, consider using a second OBS to identify core project team. The OBS can also be used for management reporting.


�[Insert an Organizational Chart from Visio or similar program here – Note: The Figure 1 text below is in caption style which automatically populates the list of figures – do not delete or change the style]





�PAGE \# "'Page: '#'�'"  �Page: 3���List the team members, their role, responsibility and functional manager. Make sure to include a comprehensive listing including those from the organization managing the project, business members involved to ensure business objectives are met and the vendor members that may have a specific role.


�PAGE \# "'Page: '#'�'"  �Page: 3���Complete the chart below identifying the project team members and details concerning their project commitment.  Type should be State, Contract, Customer (Business Owner), or Vendor


�PAGE \# "'Page: '#'�'"  �Page: 4���Assumptions define conditions not known but under which the project is planned, budgeted, and managed.  They can include anything that supports the scope.  Aim to tie risks to assumptions and place risks in risk documentation.


�PAGE \# "'Page: '#'�'"  �Page: 4���Constraints are factors that restrict the project by scope, resource, or schedule.  Constraints can include parameters that force the project or work effort to fit a particular timeframe.  They lead us into a certain way of doing things.


�PAGE \# "'Page: '#'�'"  �Page: 4���Provide a detailed explanation on the strategy for how risks are identified, analyzed/ quantified, mitigated, reported, escalated and tracked.  Include the use of tools such as project management software, forms, and templates.  Refer to GTA-PMO-PRO-202 for procedures that should be included in this area.  A separate risk management plan may also be developed if needed for the project and included as an Appendix to this document.  If that is the case, a high level summary of this plan needs to be included here with the specific reference.


�PAGE \# "'Page: '#'�'"  �Page: 5���Describe the process that is going to be used to manage the scope of the project.  Make sure to address managing stakeholder expectations


�PAGE \# "'Page: '#'�'"  �Page: 5���This internal process is provided for issues that involve project resources, processes, procedures, or methodology that should be resolved within the Division that is responsible for managing the project without affecting the overall project schedule, cost, or quality.  This process should be used for improving project processes as the project is executed and where the implementation of such improvements should not be postponed to Lessons Learned during Project Close.


�PAGE \# "'Page: '#'�'"  �Page: 5���The external process is provided for issues that involve project resources, processes, procedures, or methodology that cannot be resolved within the Division that is responsible for managing the project without affecting the overall project schedule, cost, or quality.


�PAGE \# "'Page: '#'�'"  �Page: 5��� Projects often have some element of procurement, i.e. the requirement to purchase goods and/or services from outside the organization.  The procedures to be used to handle these procurements should be included here.  Activities such as a make-or-buy analysis; writing requirements; solicitation planning, evaluation and selection; inspection and acceptance; contract closeout should all be included.


�PAGE \# "'Page: '#'�'"  �Page: 5���Change Control establishes how change will be managed, including capturing, tracking, communicating, and resolving change. Due to much ambiguity regarding change, it is vital that we document and discuss the change process with the executive sponsor.


�PAGE \# "'Page: '#'�'"  �Page: 5���Insert a graphic or textual description identifying the Change Control Board (or function) for this project.  The CCB may be an individual or group of individuals authorized to approve changes to the project plan.


�PAGE \# "'Page: '#'�'"  �Page: 5���The project timeline is a high-level view of project activities with a focus on project milestones.  The project timeline does not replace the need for a detailed project schedule and it is to highlight key events such as deliverable due dates and when go/no-go decisions are made.  A summary-level Gantt chart can be used to meet the timeline requirement. The detailed project schedule should be referenced as Appendix B.


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


�PAGE \# "'Page: '#'�'"  �Page: 5���Communication planning involves determining the information and communication needs of the stakeholders, executive sponsors, project team and others as needed.  The communication plan needs to address who needs what information, when they will need it, how it will be given to them, and by whom.  The complexity of the project may require a separate communication plan; however a high level summary of that plan will need to be included here and a reference made to the appropriate Appendix.


�PAGE \# "'Page: '#'�'"  �Page: 6���The Project Manager and Executive Sponsor define the project metrics that will be used to control the project.  Each project will need to have an established metrics program.    Metrics are collected for measuring the progress of a project against its planned budget, schedule, resource usage, and error rates, and of establishing a historical database, which will aid in planning and forecasting future projects.  At a minimum metrics must be established for time (schedule), cost (budget) and quality.  Reference Project Management Metrics Guidebook, GTA-PMO-GUI-002 for examples and explanations of each metric.


�PAGE \# "'Page: '#'�'"  �Page: 6���Quality Management includes the processes required to ensure that the project will satisfy the needs for which it was undertaken.  It includes all activities of the overall management function that determine the quality policy, objectives, quality assurance, quality control, and quality improvement, within the quality system.  If a separate Quality Plan is used, include a high level summary in this document and refer to the appropriate appendix.


�PAGE \# "'Page: '#'�'"  �Page: 6���Configuration Management determines how project information (files, reports, designs, memos, documents, etc.) will be managed (tracked, approved, stored, secured, accessed, version control, etc.) and owned by (e.g., Agency managing the project or the Customer).  Standards and team awareness are critical.


�PAGE \# "'Page: '#'�'"  �Page: 6���Project Close will always consist of administrative project activities and possibly contractual project activities and an external vendor is employed.  Completing both sets of activities is a mandatory step in the project life cycle.  Administrative activities complete the internal needs for the Agency/Unit that is responsible for managing the project, such as lessons learned, recording the last hours against the project, and providing transition for the staff to other assignments.  Contractual activities meet the contractual needs, such as executing a procurement audit and formal acceptance of the project work products.  Reference, “Project Closeout Procedure”, GTA-PMO-PRO-204 for details.


�PAGE \# "'Page: '#'�'"  �Page: 6���Administrative Close occurs at both the end of phase and end of project.  This closure consists of verification that objectives and deliverables were met. Acceptance is formalized and phase activities are administratively closed out.  Administrative closure occurs on a “by-phase” basis in accordance with the WBS and should not be delayed to project end.  At that point, the burden of closing is too great and audits inaccurate.  The specific project close activities for a given project is contingent on the project’s complexity and size.  Project managers should work with the project’s project management consultant to tailored Project Close procedures to compliment the project’s objectives


�PAGE \# "'Page: '#'�'"  ��Contract close is similar to administrative close in that it involves product and process verification for contract close.
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