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Project Plan

Purpose

The project plan contains the commitments made by the project management team to produce the deliverables and achieve the results established for this project.

Audience

Stakeholders, The Project Management Team, Quality Assurance Representatives.

Document Control

Author:

<<Name>>, Project Manager

Approved by:
<<Name>>, Sponsor
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Executive Summary

NOTE:
This section is prepared when the entire document is complete.  This is the basis for the first highlight report.  This will be updated whenever the plan is updated and re approved.  

	Project Summary




	Phase
	Schedule
	Cost

	
	Plan
	Expect
	Actual
	Change
	Plan
	Expect
	Actual
	Change

	Initiation
	
	
	
	
	
	
	
	

	Phase 1
	
	
	
	
	
	
	
	

	Phase 2
	
	
	
	
	
	
	
	

	Phase n
	
	
	
	
	
	
	
	

	Project Total
	
	
	
	


Completion Dates only in above table
	Risk / Issue / Problem Status

	Risks
	Risk Actions

	
	

	
	

	
	

	Issues/ Problem
	Issue / Problem Actions

	
	

	
	

	
	


Project Charter and Scope Statement

	Background
	

	Project Objectives
	

	Project Approach
	

	Project Scope
	

	Exclusions
	

	Project Deliverables or Outcomes
	

	Assumptions
	

	Constraints
	

	Organizational Interfaces
	

	Project Tolerance
	


Project Organization
1.1 Project Team Structure

Include a reference to the management system for the picture of the project management team or provide an alternative structure.

1.2 Roles and Responsibilities

	Name
	Roles
	Notes

	
	Sponsor
	

	
	Senior Supplier
	

	
	Senior User
	

	
	Project Manager
	

	
	Team Manager
	

	
	Team Member
	

	
	Project Support
	

	
	Team Member(s) unique roles (see life cycle process)
	


Phase Plans

1.3 Life Cycle Process

The Solution Development Life Cycle has been used to structure the project phases.

1.4 Initiation Phase

	Phase Objectives
	

	Phase Scope
	

	Phase Deliverables / Outcomes
	

	Phase Pre-Requisites
	

	Phase Activities and Schedule
	(Refer to the Project Schedule contained in a MS Project MPP File)



	Phase Tolerance
	


1.5 Second Phase Name

	Phase Objectives
	

	Phase Scope
	

	Phase Deliverables / Outcomes
	

	Phase Pre-Requisites
	

	Phase Activities and Schedule
	(Refer to the Project Schedule contained in a MS Project MPP File)



	Phase Tolerance
	


2. Resources

	Personnel
	(Resource quantity assumptions for each person working on the team)  See the MPP file for more detail. List the people to be assigned to the project and the number of days they are available to work for each month that is relevant for this project.  Take into consideration holidays, vacation days, sick days, estimates, special scheduling considerations.

	Equipment
	List any special equipment needed for this phase of the project

	Facilities
	List any special facility needs for this phase of the projec

	Other (subcontractors, etc)
	Any other needs for this project should be listed here.  This can include subcontractors, training needs , including materials and classes, etc.


3. Financial

	Financial History
	

	Budget
	

	Change Budget if needed
	

	Spending Plan
	


4. Project Dependencies

	Dependencies on Outside Projects / Events
	

	Dependencies on this project by outside Projects / Events
	


5. Appendices

5.1 Estimation Data

This is information that has been gathered to assist in the estimation of the resources and time required to complete activities.  This may include information that sets the expectations for skill levels, experience, where skills can be found, etc.

5.2 Alternative Approaches Evaluated

Include any alternative approaches that were evaluated to complete this project.
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