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[bookmark: _Toc464136895]Introduction
Purpose of this document 
The purpose of the project plan is to define the project scope, schedule, budget, and quality expectations of the project, and to provide a comprehensive strategy for managing the project.
Background and Project Purpose
This information may be transferred from the background section of the project charter and updated as necessary. Include the business reason for doing the project and success measures (how do we know the project has solved the business need?). This could also include a summary description of the product of the project.
The purpose of this project is to…
Project Assumptions and Constraints 
[bookmark: _Toc245873325]Assumptions
The project has the following assumptions: 
· xxxx
Constraints
The project has the following constraints:
· [bookmark: _Toc226176831][bookmark: _Toc267922186]xxxx
· Cost, schedule, scope, and quality are often in conflict during projects. The sponsor elected to prioritize as follows: 1) Quality, 2) Scope, 3) Cost, 4) Schedule 
Consult with sponsor and arrange according to project priority.
[bookmark: _Toc267922187]Project Repository 
[bookmark: _Ref265590122]This area may need to be customized for agencies that have their own repository or if another type of repository is used.
The official project repository is the location where all project documentation will be stored. The project repository is a Microsoft SharePoint site and is located at insert. Project team members will have access to this repository. Security access for this SharePoint site must be granted by the project manager.
The Work Management System (WMS) will also be used for this project to track and record Information Technology Department (ITD) project team assignments. WMS is also used for approval of budget items such as planning estimates, budget estimates, and after-analysis cost estimates. Security access to WMS must be granted by ITD.
· WMS Work Order #xxx
· WMS Service Request #xxx


[bookmark: _Toc464136896]Governance
This responsibility matrix should be customized for each individual project when assigning the resource responsibilities. If there is a change in a management plan, this matrix may also need to be adjusted accordingly.
Include specific deliverables and activities in the Responsibility Matrix. This is only an example, however this example was adapted from the SDLC RACI and should be applicable to most projects.
The following section describes the authority of those involved in the project, lines of accountability, and the flow of information.

[bookmark: _Toc464136909]Table 1: Role Assignments
	Role
	Name
	Agency

	Sponsor
	
	

	Project Manager
	
	

	Business Analyst
	
	

	Technical Analyst
	
	

	User Interface (UI) Analyst
	
	

	Software Architect
	
	

	ITD Project Team Members
	
	

	Quality Assurance Analyst
	
	

	Team Lead
	
	

	Software Development Manager
	
	

	<Customer> Team Members
	
	




[bookmark: _Toc464136910]Table 2: Responsibility Matrix
	Resource Responsibility

	R
	Responsible (Primary) – Person who does the work to complete the task

	A
	Approval Authority (Accountable) – Person who signs off or is answerable for the thorough completion of task

	C
	Contributor (Consulted) – Person whose opinion is sought to complete the task or who contributes to the effort of the task

	I
	Information Only (Informed) – Person who needs to be informed about the task by the role listed as Responsible



	 Sponsor 
	 Project Manager
	 Business Analyst
	 Technical Analyst
	 UI Analyst
	 Software Architect
	 ITD Project Team Members
	 Quality Assurance Analyst
	 Team Lead
	 Software Development Manager
	 <Customer> Team Members

	Coordinate acceptance of deliverables
	
	R
	
	
	
	
	
	
	
	
	

	Project plan and schedule deliverable
	A
	R
	C
	C
	C
	
	C
	C
	
	C
	C

	Analysis package deliverable
	A
	I
	R
	C
	C
	C
	
	C
	
	
	C

	After-Analysis estimate
	A
	C
	R
	C
	C
	C
	
	C
	C
	C
	

	Design package deliverable
	A
	I
	C
	R
	C
	C
	C
	C
	
	
	C

	Schedule and facilitate ITD design reviews
	
	
	
	R
	
	
	
	
	
	
	

	Schedule and facilitate ITD code reviews
	
	
	
	R
	
	
	
	
	
	
	

	System test plan
	
	
	
	
	
	
	I
	R
	
	
	

	Request and monitor performance testing
	
	I
	
	R
	
	
	
	
	
	
	

	Testing Package deliverable
	A
	I
	
	
	
	
	C
	R
	
	
	

	User acceptance test scripts may be a deliverable
	
	
	
	
	
	
	
	
	
	
	R

	User acceptance testing
	
	
	
	
	
	
	
	
	
	
	R

	Perform training
	
	
	
	
	
	
	
	
	
	
	R

	Training documentation
	
	
	
	
	
	
	
	
	
	
	R

	Implementation and transition plan deliverable
	A
	C
	C
	R
	
	C
	C
	
	I
	
	C

	Final acceptance deliverable
	A
	R
	
	
	
	
	
	
	
	
	

	Facilitate overall project team communication
	
	R
	
	
	
	
	
	
	
	
	

	Resolve conflict within the project team
	C
	R
	
	
	
	
	
	
	C
	C
	

	Manage and execute the project plan
	
	R
	
	
	
	
	
	
	
	
	

	Manage/update project schedule
	
	R
	
	
	
	
	
	
	
	
	

	Manage project costs and update project budget
	
	R
	
	
	
	
	
	
	
	
	

	Recommend corrective course of action for the project, if necessary
	
	R
	C
	C
	
	
	C
	C
	C
	C
	C

	Create WMS assignments for the ITD project team
	
	R
	
	
	
	
	
	
	C
	
	

	Monitor WMS assignments for the ITD project team (actual vs. assigned)
	
	R
	
	
	
	
	
	
	C
	
	

	Maintain project repository
	
	R
	
	
	
	
	
	
	
	
	

	Create and send out status reports
	
	R
	
	
	
	
	
	
	
	
	

	Post-Implementation Report
	A
	R
	C
	C
	
	
	C
	C
	
	
	C

	Archive project documentation
	
	R
	
	
	
	
	
	
	
	
	

	Add, change, or delete as necessary
	
	
	
	
	
	
	
	
	
	
	



[bookmark: _Toc226281930][bookmark: _Toc226283388][bookmark: _Toc464136897]Scope Management 
[bookmark: _Toc236719782]Project Scope Statement
[bookmark: _Toc236719783][bookmark: _Ref265504159]In Scope 
[bookmark: _Toc236719785][bookmark: _Ref265504139]The list included with this template should be modified to meet the needs of the individual project. 
For example:
· Analysis Package
· Project planning to produce project plan and schedule
· Design Package
· Solution 
Description of what will be developed? What interfaces or high-level functionality will it include?
· Status reports
· Unit testing
· System testing
· Performance testing
· User acceptance testing
· Training
Who will perform the training? Who will provide any training documentation?
· Implementation
· Closing
Out of Scope 
[bookmark: _Toc120084637][bookmark: _Toc120084638][bookmark: _Toc236719788]Sometimes it is as important to state what is out of scope for the project as it is to state what is in scope in order to ensure complete understanding of the scope of the project.
Any element not listed as “in scope” is considered out of the scope of the project. However, specifically, the scope of the project does not include:
· xxx
Deliverable Expectations
Have conversation with customer to determine what “good” looks like and what they are expecting to receive for each deliverable. You can use the table as is, or add acceptance criteria for each item along with expectations.

[bookmark: _Toc464136911]Table 3: Deliverable Expectations
	Deliverable
	Deliverable Expectations

	Analysis Package
	Document containing analysis artifacts:
· Business Process Model (current)
· Business Process Model (future)
· Requirements Document
· Entity Relationship Diagram
· Use Cases
· Security Roles and Processes Plan
· Conceptual Architecture
· Data Migration Plan
· Test Plan

	Project Plan and Schedule
	Documents created with the sponsor and project team during planning meeting(s), and finalized when the After-Analysis Estimate is approved

Schedule created using MS Project with a .pdf copy saved for viewing if needed

	Design Package
	Document containing design artifacts:
· Architectural Diagram
· User Interface Prototype
· Functional Design Specifications
· Conceptual Data Model

	Testing Package
	Document containing a summary and results of the ITD testing:
· Compliance (Accessibility) Test Report
· Functional (System) Test Report
· Solution (Usability) Test Report
· Performance Test Report
· Security (Vulnerability) Test Report

	User Acceptance Package
	Document containing a summary and results of the agency testing:
· User Acceptance Plan
· User Acceptance Testing Cases
· User Acceptance Test Scripts

	Training
	Agency-provided training to the system users, including documentation

	Implementation and Transition Plan
	Implementation content created by ITD that contains specific information about the implementation (e.g., architectural diagram, information on the environment, tasks and strategy for the implementation)

Transition content provided by ITD and the agency that contains specific information about the transition of the business to the new product

	Final Acceptance
	Upon completion of UAT, approval for ITD to implement the product

	Post-Implementation Report
	Created during closeout meeting with project team

Will take the form of meeting minutes documenting final budget and schedule variance, lessons learned, and success stories

	Add, change, or delete as needed
	



[bookmark: _Toc464136898]Time Management  
The schedule for this project will be maintained using Microsoft Project. The project schedule will be baselined before work on activities begins, and performance will be measured against the baseline.
The project is expected to start on X date and complete on X date. Refer to the project schedule for deliverable and activity due dates: link to .pdf of baseline schedule.
[bookmark: _Toc245873333]Schedule Control
The schedule will be monitored and controlled by the project manager(s) in the following manner:
· Monitor the project schedule on a weekly/biweekly basis to determine if the project will be completed within the original effort, cost, and duration
· Integrate any approved change requests into the project schedule baseline and provide project teams with an assessment of the impact on the timeline
· Obtain weekly/biweekly progress reports from the various project teams to monitor the status of tasks by collecting information such as start and finish dates, remaining durations for unfinished activities, and any known risks or issues
· Changes to the schedule will be managed through the integrated change control procedure
· The project control register will be used as a tool to manage and report schedule variance
[bookmark: _Toc464136899]Cost Management 
[bookmark: _Toc120002704][bookmark: _Toc245873336]Budget
The budget for this project is $... with an additional $... set aside for management reserve.
Ongoing costs for the project are estimated to be $... per year.
When the budget above reflects the after-analysis budget, this next paragraph may be removed.
The original cost estimate is based on the product scope defined in this project plan. A revised cost estimate will be created at the end of the analysis phase. This estimate is done based on the requirements identified in the analysis document. 
[bookmark: _Toc245873337]Cost Control
Changes to the budget will be managed through the integrated change control procedure.
The cost baseline will be logged in the project control register. As costs accrue, the actual costs will be entered into the register and measured against the planned costs to determine the cost variance. Updates to the register will occur weekly/biweekly. 
Unless approve by their team lead, ITD projects managers are required to update their variance reports on a minimum of a biweekly basis.
Other items to note include: Where does cost information come from? Who signs off on invoices? Is there a process for authorizing payments?
[bookmark: _Toc464136900]Communication Management 
[bookmark: _Communications_Management_Plan][bookmark: _Toc267922209]Verbal and written communication is a responsibility for all members of the project team, and is important to project success. The communication tools and documents addressed in the project plan are used for communication between project team members, and between the project team members and stakeholders. All of these documents will be stored in the project repository.
Meetings
Minutes for meetings should be released within two days of the meeting and approved within five days of receipt. 
The minutes will be saved to SharePoint and routed via SharePoint workflow for attendee approval. Non-response will equal acceptance. Therefore, if the minutes are not approved within five days of receipt, the project manager will auto-approve the minutes.
The following are the types of meetings to be held during this project, the frequency of the meetings, and who should attend:
Fill in/change as applicable. 

[bookmark: _Toc464136912]Table 4: Meetings
	Meeting Type
	Purpose
	Frequency
	Facilitator(s)
	Attendees
	Minutes Required?

	Design
	Create use cases and determine how the system will work
	As needed
	Technical project lead
	Project team members
	Yes

	Project Team
	Discuss topics relevant to the project
	As needed
	Project manager
	Project team members
	Yes

	Status
	Review progress, upcoming activities, and discuss issues and risks
	Weekly
	Project manager
	Project team members
	Yes

	Project Closeout
	Discuss what worked and didn’t work in the project
	Within three months after implementation
	Project manager
	Project team members
	Yes


[bookmark: _Toc267922210]
Project Team Communication Tools and Documentation
Following are the types of tools used for internal communication in this project:
Fill in/change as applicable.

[bookmark: _Toc464136913]Table 5: Communication Tools and Documents
	Communication Tool
	Description
	Frequency
	Author(s)
	Recipient(s)
	Location
	Approval Required?

	Status Reports
	Summarize progress of the project and upcoming activities, including reporting budget and schedule variance
	
	Project manager
	Sponsor, team lead, project team
	SharePoint
	No

	Minutes
	Written record of a meeting
	See meeting table above
	Facilitator or designee
	Meeting attendees and other interested parties
	SharePoint
	Yes


[bookmark: _Toc464136901]Quality Management 
Perform Quality Assurance
If there are any vendors participating in this project, review and include their quality processes.
Following are the quality assurance processes for this project:
· Acceptance management – verifies that the deliverables are of acceptable quality and that they meet the established project requirements  
· Peer review of project documents – provides documents associated with this project (e.g., project charter and this project plan) a review by an ITD project management office team lead for clarity and implementations of previous lessons learned
Following are the quality assurance processes for the product produced by this project:
Add or remove as necessary 
· Web design walkthroughs with ITD’s software architect and web design team – verifies compliance with the design specifications and web design quality
· Prototype walkthroughs – screen shots are shown to the appropriate user group to confirm that the requirements were understood and the system designed correctly
· Usability testing (before development) – provides further validation that the requirements were understood and the system designed correctly (while no databases are in place, this is used to walk users through the application and determine if requirements need to be clarified or changed before the design is complete)
· Code walkthroughs with ITD’s software architect – verifies compliance with the design specifications and code quality
· Unit testing – happens periodically during development to ensure sections of code are meeting the design specifications
· System testing – verifies the system operates per the design specifications
· Regression testing – retests a modified program to verify that the fix did not introduce any additional errors
· Usability testing (after system testing) – determines if the design is “user-friendly” and to provide lessons learned for the ITD web design team (this can also provide notice of possible future enhancements for the product)
· Performance/Load testing – ensures the system can support the number of users or data; automated test that may utilize existing test scenarios to determine system performance and identify any system issues
· Security testing – ensure that the system adheres to appropriate security levels; test vulnerabilities, as well as user roles and data security
· Agency/User acceptance testing – ensures compliance with the design and that the system operates as expected using “real life” scenarios
[bookmark: _Toc245873339]Perform Quality Control
Following are the quality control measures the project manager will apply to this project:
· At a project milestone, the project cost variance will not exceed the baseline budget by 20% or more
· Project schedule variance will not exceed the baseline schedule by 20% or more
· Acceptance management process requires approval of deliverables as criteria to move forward with the project (the submission of a deliverable does not constitute acceptance or approval)
Following are the quality control measures the project manager will apply to the product produced by this project:
· The product will not move forward to agency/user acceptance testing if any “show stopper” errors are present
· The product may move forward to agency/user acceptance testing at the discretion of the sponsor if high-level errors are present
· The project will move forward to agency/user acceptance testing if minimal/cosmetic errors are present
Ideas: What metrics are associated with the performance test plan (e.g., how many users will be simulated and what are the expected results)? Will the product be moved to either the system test or acceptance test phases if there are known errors? If so, what level of errors will be allowed? 
[bookmark: _Toc464136902]Implementation and Transition
The Implementation and Transition Plan discusses how to transition the project from the project team to the organization (e.g., post-implementation activities, organizational change, end-user support, and any plans for ongoing training).
This section must include a description of the high-level elements required to successfully transition the project.
ITD will prepare an implementation plan.
ITD will be responsible for the maintenance of the application after it has been implemented. 
<Customer> will be responsible for product administration and training.
After implementation, end user support calls will be directed to customer staff for resolution. <Customer> will contact ITD Service Desk for any application issues.
[bookmark: _Toc120084656][bookmark: _Toc267922216][bookmark: _Toc464136903]Risk Management 
[bookmark: _Toc267922218]A risk is considered to be an event that has the potential to occur. All risks will be documented in the Risks section of SharePoint. A definition of the elements contained in a risk can be found here: http://www.nd.gov/itd/sites/itd/files/legacy/services/pm/SharePoint_List_Data_Elements_Descriptions.docx  
The process for flagging and managing risks is as follows: Flow chart may be modified or deleted if desired.



[bookmark: _Toc464136914]Figure 1: Risk Process
Qualitative assessment:
· The risks identified are assessed for impact (I) and probability (P) of occurrence and the project manager will assign them the appropriate numerical score
· The project manager calculates the risk index (RI) using RI = P * I 
[bookmark: _Toc464136904]Issues Management
An issue can be created due to the following: 
· Question or problem that needs a decision
· Requested functionality that is outside the scope of the project
· Escalation of an action item
· The technical lead, business lead, and/or the project manager determine that an action item or problem could affect the schedule, cost, scope, and/or quality of the project 
All issues will be documented in the Issues section of SharePoint. A definition of the elements contained in an issue can be found here: http://www.nd.gov/itd/sites/itd/files/legacy/services/pm/SharePoint_List_Data_Elements_Descriptions.docx 
The procedures for handling an issue are as follows: Flow chart may be modified or deleted if desired.


[bookmark: _Toc464136915]Figure 2: Issue Process
Prioritization:
· Low – for issues that do not affect tasks on the critical path and may have a minimal impact or require a minor project adjustment; these will be monitored and resolved by the project team
· Medium – for issues that will cause a minor delay to a milestone with no impact on the critical path; these will be escalated to the project manager for resolution
· High – for issues that will cause a milestone on the critical path to be missed or has the potential to stop the project completely; these will be escalated to the sponsor for resolution
[bookmark: _Toc464136905]Action Items
An action item is defined as a question, problem, or condition that requires a follow up activity for resolution. If unsettled, an action item can become an issue or a risk, depending upon the severity of the impact. All action items will be documented in the Action Items log section of SharePoint. A definition of the elements contained in an action item can be found here: http://www.nd.gov/itd/sites/itd/files/legacy/services/pm/SharePoint_List_Data_Elements_Descriptions.docx 
The procedures for handling an action item are as follows: Flow chart may be modified or deleted if desired.



[bookmark: _Toc464136916]Figure 3: Action Item Process
[bookmark: _Toc464136906]Integrated Change Control
Integrated change control is the process of reviewing all change requests, approving changes, and managing changes to deliverables, project documents, and the project management plan. Changes to the project after the project’s budget, scope, and schedule have been baselined may impact a variety of areas including cost, scope, schedule, and quality. Changes that impact one or more of these areas must be approved via the change control process. A change request must specify what the change is, the reason for the change, and how it will impact cost, scope, schedule, and/or quality.  
All change requests must be approved or rejected by the sponsor, unless they designate a threshold for project manager approval, and will be documented in the Change Requests section of SharePoint (the change management log for the project). A definition of the elements contained in a change request can be found here: http://www.nd.gov/itd/sites/itd/files/legacy/services/pm/SharePoint_List_Data_Elements_Descriptions.docx 
Steps for the change control process are as follows: Flow chart may be modified or deleted if desired.



[bookmark: _Toc464136917]Figure 4: Integrated Change Control Process
[bookmark: _Toc464136907]Procurement Management Plan
Procurement for this project will follow processes as required by the State of North Dakota Office of Management and Budget: www.nd.gov/spo/legal/guidelines. 
Identify what the project will procure, what type of procurement will be used (e.g., RFP or work order), what entity will procure each item, who will act as the procurement officer, and who will administer and close the contract.
The project will procure…
[bookmark: _Toc464136908]Human Resource Management
New or Departing Members
New members will be provided necessary security access and given a copy of the charter and project plan. New members will meet with the project manager for a short orientation regarding the project status, goals, expectations, responsibilities, and roles.  Members of the project team that are leaving the project will be asked to have a meeting with the project manager to debrief prior to their last day. The purpose of this meeting will be to gather outstanding information, obtain status of any work, reassign any issue resolutions or action items, discuss replacement if necessary, terminate security, and obtain any comments or concerns regarding the project.
image2.emf
Enter into 

SharePoint

Perform 

qualitative risk 

assessment

Is risk score > 

20?

Plan and 

document risk 

response

Review and 

monitor risk

Project Team

Project Team 

Member

Project Team Project Team

Yes

No

Risk Owner Project Manager

Start

Identify risk

Close risk when 

applicable

End

Risk does not 

occur?

Yes

No

Issue 

Management

A

A


Microsoft_Visio_Drawing1.vsdx
Enter into SharePoint
Perform qualitative risk assessment
Is risk score > 20?
Plan and document risk response
Review and monitor risk
Project Team
Project Team Member
Project Team
Project Team
Yes
No
Risk Owner
Project Manager
Start
Identify risk
Close risk when applicable
End
Risk does not occur?
Yes
No
Issue Management
A
A



image3.emf
Any impacts?

Yes

No

Enter into 

SharePoint and 

assign owner

Project Team 

Member

Identifies 

potential 

resolution(s) and 

who will resolve

Issue Owner

Determines 

priority and 

resolution (if 

options)

Project Team

Leads effort in 

resolving issue

Issue Owner

Monitors issue

Project Manager

Integrated 

Change 

Control

Project Team Issue Owner

Start

End

Raise Issue

Enters resolution 

and closes issue

A

A


Microsoft_Visio_Drawing2.vsdx
Any impacts?
Yes
No
Enter into SharePoint and assign owner
Project Team Member
Identifies potential resolution(s) and who will resolve
Issue Owner
Determines priority and resolution (if options)
Project Team
Leads effort in resolving issue
Issue Owner
Monitors issue
Project Manager
Integrated Change Control
Project Team
Issue Owner
Start
End
Raise Issue
Enters resolution and closes issue
A
A



image4.emf
Enter into 

SharePoint

Project Team

Project Team 

Member

Prioritize action 

item

Project Team

Review and 

monitor action 

item

Assign person to 

work on action 

item

Action Item 

Owner

Project Manager

Passed due 

date?

Yes

No

Update action 

item status

Action Item 

Assignee

Action Item 

Owner

Evaluate impact

Project Team

Become an 

issue?

Yes

No

Issue 

Management

Start

Identify Action 

Item

End

Close action item 

when completed

Update due date

Action Item 

Owner

A

A


Microsoft_Visio_Drawing3.vsdx
Enter into SharePoint
Project Team
Project Team Member
Prioritize action item
Project Team
Review and monitor action item
Assign person to work on action item
Action Item Owner
Project Manager
Passed due date?
Yes
No
Update action item status
Action Item Assignee
Action Item Owner
Evaluate impact
Project Team
Become an issue?
Yes
No
Issue Management
Start
Identify Action Item
End
Close action item when completed
Update due date
Action Item Owner
A
A



image5.emf
Enter into 

SharePoint and 

provide to 

relevant parties

Project Manager

Investigate impact

Project Team

Provide decision 

on if change 

should be 

performed

Sponsor

Change 

approved?

Yes

No

Discuss and 

document with 

relevant parties

Project Manager

Modify 

change?

Yes

No

Project Manager

Adapt project plan

Project Manager

Perform work

Project Team

Requestor and 

Sponsor

Start

Write up 

proposed change

Project Team 

Member

End

Sign off that 

change is 

complete

Document 

decision on 

change request


Microsoft_Visio_Drawing4.vsdx
Enter into SharePoint and provide to relevant parties
Project Manager
Investigate impact
Project Team
Provide decision on if change should be performed
Sponsor
Change approved?
Yes
No
Discuss and document with relevant parties
Project Manager
Modify change?
Yes
No
Project Manager
Adapt project plan
Project Manager
Perform work
Project Team
Requestor and Sponsor
Start
Write up proposed change
Project Team Member
End
Sign off that change is complete
Document decision on change request



image1.wmf
 


oleObject1.bin
[image: image1.png]






