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[bookmark: _Toc267922176]Document Control
The Document Control Section is to aid in documenting changes to the Project Plan after its initial approval. For small changes, such as a spelling error, increase the number on the right of the decimal by one.  Upon formal approval of the Project Plan for major modifications, integrate these changes in with the formally requested modifications.
Once the Project Plan is formally approved, changes must be requested utilizing the Integrated Change Control Process. Upon approval of requested modifications the version number will increase by one and the following information documented in the table below:
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[bookmark: _Toc277153887]Introduction
[bookmark: _Toc277153888]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.
[bookmark: _Toc277153889]Background
[bookmark: OLE_LINK2][bookmark: OLE_LINK3]This information can be transferred from the Background section of the Project Charter or ITD Cost Estimate.
The State has provided …
[bookmark: _Toc277153890]Project Purpose
Include the project justification and its relationship to the agency business/strategic plan. This could also include a summary description of the product of the project. This can be pulled/copied from the ITD Cost Estimate.
[bookmark: _Toc277153891]Project Assumptions and Constraints 
This can be pulled/copied, but not limited to the ITD Cost Estimate. 
[bookmark: _Toc277153892][bookmark: _Toc245873325]Assumptions
The project has the following assumptions: 
· xxxx
· xxxx
[bookmark: _Toc277153893]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: Consult with Sponsor and arrange according to project priority.
1. Quality
2. Scope
3. Cost
4. Schedule
[bookmark: _Toc277153894]Project Approach
[bookmark: _Toc267922187]The method of project management to be used in this project is based on the Project Management Institute’s Project Management Body of Knowledge (PMBOK) and the North Dakota Project Management Guidebook. Both methodologies are based on initiating, planning, executing, controlling, and closing processes to ensure that the project completes its objectives on time and on budget, while meeting the quality expectations of the stakeholders.
[bookmark: _Toc277153895]Project Repository
[bookmark: _Ref265590122]The official project repository is the location where all project documentation will be stored. This repository will be the primary repository of record in accordance with the records retention section of STD009-05 and/or the performing organization’s records retention policies.
The project repository is located at insert.
[bookmark: _Toc277153896]List of Related Documents
This list would cover any other planning related documents and may include the ITD estimates, contracts,  Statement of Work, and any other document deemed pertinent to the project plan.
The following documents are important to this project and provide additional information for review.
[bookmark: _Toc277153943]Table 1:  Related Documents
	Document Name
	Version/Date

	
	

	
	

	
	

	
	



[bookmark: _Toc277153897]Acronyms
Add acronyms that are specific to your program. This section is optional for small project.
[bookmark: _Toc277153944]Table 2:  Acronyms
	Acronym
	Description

	ITD
	Information Technology Department

	PMBOK
	Project Management Body of Knowledge

	WMS
	Work Management System


[bookmark: _Toc277153898]Governance
Governance identifies the key governance roles and responsibilities for the project.  In addition to documenting the stakeholders involved in managing the project, this governance section covers who is responsible for approving project documents, who approves deliverables and who makes the final decision to accept the system and product.   The escalation process for issues will also be defined.
The objective of this section is to detail the structure of the project organization, and the methods by which it reaches official decisions and carries out regular business. This ensures commitment and effective management of the project in order to:
· Approve all major deliverables.
· Authorize deviations through integrated change control.
· Arbitrate on internal project conflicts.
· Negotiate solutions to problems within the project if they arise and between the project and external bodies.
· Ensure communication between the vendors and project team is effective and consistent.
[bookmark: _Toc277153899]Process
[bookmark: _Toc277153900]Authority
Stakeholders are all of the people that are in any way affected by the new product or service. Since the organization will rely on various stakeholders prior to developing the project plan where roles and responsibilities are typically defined, it is important to understand the roles and responsibilities early in the process.
Sponsor 
The Sponsor has a demonstrable interest in the outcome of the project and has sole authority to make decisions determining the operation, order, and management of the project including the prioritization of cost, schedule, scope, and quality. The sponsor is responsible for conflict resolution, authorizing changes, managing contingencies, managing stakeholder expectations, and ensuring expected benefits are realized.  
Project Manager
The Project Manager is the person responsible for ensuring that the Project Team completes the project successfully by resolving the strategic problems/needs of the business that led to the origination of the project.  He/she is also the primary connection between the project team and the Sponsor/Performing Organization.  The Project Manager develops the project plan with the team and managers the team’s performance of project tasks.  It is also the responsibility of the Project Manager to secure acceptance and approval of deliverables from the Sponsor and Stakeholders.
Project Team
The Project Team will be responsible for identifying requirements and making recommendations for decisions.  The group will participate in the project, assist in the resolution of conflicts, and provide overall direction to the project efforts.  In addition, they will assist the Project Manager to develop a project plan including task details, budgets, schedules, risk management plan, scope control plan, communications plan, and other project planning documents. They will also perform tasks as needed to ensure successful completion of the project.  The Project Team will meet weekly, or on a more frequent basis as defined in the project plan. 











[bookmark: _Toc277153901]Authority/Responsibility Matrix
This responsibility matrix should be customized for each individual project. This matrix is the only place where information is duplicated within this project plan. If there is a change in a management plan, this matrix may also need to be adjusted accordingly.
The following section describes the authority of those involved in the project, lines of accountability, and the flow of information.
[bookmark: _Toc277153945]Table 3:  Authority/Responsibility Matrix
	Resource Responsibility

	P
	Primary Responsibility

	A
	Approval Authority

	R
	Responsibility
       (Contributor or Reviewer)

	I
	Information Only



	Sponsor
	Project Manager
	Administrative Staff Support
	Business Analyst
	Project Team
	Quality Assurance Manager
	Technical Lead
	Test Lead
	
	

	Create Deliverables
	I
	P
	
	R
	R
	R
	R
	R
	
	

	Review and Approve Deliverables
	A
	P
	
	I
	I
	I
	I
	I
	
	

	Project Plan & Schedule
	A, R
	P
	
	R
	R
	R
	R
	R
	
	

	Analysis Document
	A
	P
	
	P
	R
	I
	R
	I
	
	

	Design Documents
	A
	P
	
	P
	R
	I
	R
	I
	
	

	Implementation Plan
	A
	R
	
	I
	I
	R
	R
	R
	
	

	Test Cases/Test Plans/System Testing
	I
	R
	
	R
	R
	R
	R
	A,P
	
	

	Acceptance Testing
	A
	I
	
	R
	R
	R
	I
	P
	
	

	Post Implementation Report
	A
	P
	
	R
	R
	R
	R
	R
	
	

	Schedule Meetings
	R
	R
	P
	
	
	
	
	
	
	

	Team Status Meetings
	R
	P
	
	I
	R
	I
	I
	I
	
	

	Communicate Status to Management
	P
	R
	
	
	I
	
	
	
	
	

	Monitor Time and Cost
	A, R
	P
	
	R
	R
	R
	R
	R
	
	

	Identify Issue
	R
	R
	
	R
	R
	R
	R
	R
	
	

	Resolve Issue
	A
	P
	
	R
	R
	R
	R
	R
	
	

	Impact of Change
	A
	P
	
	R
	R
	I
	R
	R
	
	

	Secure Required Resources
	P
	R
	
	
	I
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


[bookmark: _Toc277153902]Acceptance Management
[bookmark: OLE_LINK1]All project deliverables are date driven and aligned with the project schedule. When a deliverable is ready for acceptance, the responsible party creating the deliverable will submit the deliverable information to the project manager. The project manager will coordinate review and approval of the deliverable with the sponsor and whoever else is identified as an approver.
Due dates for action will be established for each deliverable. If the assignee fails to take action (accept, reject, escalate), the deliverable is assumed to be accepted. When the action is escalation, refer to the issue management process.
[bookmark: _Toc267922195][bookmark: _Toc277153903]Escalation Process 
To reference this process in another section of the project plan, include a statement such as the following: “In the event a resolution cannot be reached by the stakeholders, the issue may be escalated via the Escalation Process”. The second paragraph should be customized based on individual project escalation requirements.
The Escalation Process addresses those situations when an agreement cannot be reached between the project and one or more of its stakeholders in a timely manner.  The project may enlist the assistance of its stakeholders in the resolution of an issue to ensure the resolution represents the best interests of the project and its stakeholders.
The first level in the escalation path would be to the project team.  If the issue cannot be resolved at that level within the defined time period, the issue is escalated to the Sponsor.  
The project team should always strive to make decisions and address items at the lowest level possible; however, when a resolution cannot be reached, the item should be escalated to ensure a decision is made before it impacts the project.
[bookmark: _Toc277153904]Scope Management 
[bookmark: _Toc236719782][bookmark: _Toc277153905]Project Scope Statement
This section should be developed as a paragraph statement. It should contain a full description of the product of the project. The scope statement should also include a summary of the project objectives and major deliverables (what’s in scope and what’s out of scope). This can also include a summary of any other systems or projects that might have a potential impact on this project. 
[bookmark: _Toc236719783][bookmark: _Ref265504159][bookmark: _Toc277153906]In Scope 
[bookmark: _Toc236719785][bookmark: _Ref265504139]The following items are considered to be within the scope of the project:
(The items in scope are listed in the ITD Cost Estimate)
· The < product> will be installed and configured to meet the business requirements
· The following interfaces to the <product> will be developed
· <Interface 1>
· <Interface 2>
· The new system will undergo full integration testing according to the defined test plan
· The new system will be load tested
· The new system will undergo full user acceptance testing according to the defined test plan
· System users will be fully trained according to the defined training plan
 
[bookmark: _Toc277153907]Out of Scope 
[bookmark: _Toc120084637][bookmark: _Toc120084638][bookmark: _Toc236719788]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:
· The <component> component of the <product> was not purchased and will not be implemented
· The interface to the <system> system will not be developed
[bookmark: _Toc277153908]Scope Control
Scope control is concerned with influencing the factors that create scope changes, determining that a scope change has occurred, and managing the actual changes when and if they occur. The control of changes to the scope will be managed through the Integrated Change Control Procedure. 
[bookmark: _Toc277153909]Schedule Management  
The objective of the Schedule Management Plan is to establish a structured, repeatable schedule management process to ensure the following:
· Creation of a master, detailed schedule 
· Creation of a baseline for the originally planned work’s start and finish dates
· That updates to the schedule are maintained regularly 
· Routine monitoring of the progress of all activities against the baseline
· Corrective action is taken if the project deviates significantly from the plan
· Any new commitments or changes to planned work follow the Integrated Change Management Process
· Utilization of a scheduling tool to maintain a consistent  schedule structure
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.
[bookmark: _Toc245873333][bookmark: _Toc277153910]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 basis to determine if the project will be completed within the original effort, cost and duration
· Identify activities that have been completed during the previous time period and update the schedule to show they are finished and determine whether there are any other activities that should be completed but have not been
· If not, determine the critical path and look for ways to accelerate these activities to get the project back on its original schedule
· Integrate any approved change requests into the project schedule baseline and provide project teams with an assessment of the impact on the timeline
· Utilize performance reports to identify which dates in the schedule have or have not been met, as well as for alerting the project team to any issues that may cause schedule performance problems in the future
· Obtain weekly 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
[bookmark: _Toc261527114][bookmark: _Toc277153911]Implementation and Transition Plan
To ensure a smooth transition from project to operations the project team will coordinate with the customer.  ITD will provide an implementation plan for review and approval by customer prior to moving the final release to the production environment.  
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 Customer Support and open an Information Technology Service Management (ITSM) for any application issues.

[bookmark: _Toc277153912]Cost Management 
[bookmark: _Toc120002704][bookmark: _Toc245873336]Project Cost Management includes the processes required to ensure that the project is completed within the approved budget.  The costs addressed in this plan are for describe what the costs cover.







[bookmark: _Toc277153913]Budget
The chart below illustrates the high-level budget.
(Information is pulled/copied from ITD cost estimates)
[bookmark: _Toc277153946]Table 5:  Budget
	Project Costs 
	 

	Software/Licenses
	$-

	Training
	$-

	Software Development
	$-

	Server/Database Hosting
	$-

	Add/delete more as needed
	$-

	Budget Total
	$-



	On-Going Costs / Post Implementation Costs
	 

	Hosting
	$-

	Storage
	$-

	Software Development Maintenance Costs
	$-

	On-Going Costs Total
	$-



[bookmark: _Toc245873337][bookmark: _Toc277153914]Cost Control
Changes to the budget will be managed through the Integrated Change Control Procedure. 
[bookmark: _Toc277153915]Communication Management 
[bookmark: _Communications_Management_Plan]Communications management includes the processes required to ensure timely and appropriate generation, collection, dissemination, storage, and ultimately disposition of project information.
[bookmark: _Toc277153916]Communications Management Plan
[bookmark: _Toc267922209]Depending on the size and complexity of the project, communications management may be informal or highly sophisticated. Regardless of formality, the communications plan should be incorporated into your overall project plan for the project and reviewed regularly. You will commonly see a communications plan represented in a table format with the following fields:
· The type (description) of the communication – status meetings, status reports, presentations, memos, newsletters, meeting notes, etc.
· To whom the communication will be given – senior management, team members, the sponsor, etc.
· The facilitator of the communication – the project manager is the facilitator for most communications!
· The frequency of the communication – daily, weekly, monthly, etc.
· How the communication will be stored?
It should be clearly stated which meetings required formal minutes.
Where “location” is noted below, please state where these documents will be stored.
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 location, which will be the repository for the project. All project team members will have access to this database. Other locations will be used for document communication and storage on this project. These, along with the repository are noted below:
Note the exact locations (links showing the website address if applicable) of the document storage.
· Link to SharePoint site
*Login required to access this link.
· WMS Project #
*Login required to access this location.
· Link to website
· ITD’s X-drive
*Security permissions required to access this location.
[bookmark: _Toc277153917]Meetings
Meetings are one of the major communication tools used in this project and should be documented in the format of minutes stored in location. The minutes should be released within X days of the meeting and approved within X days of receipt.
Minutes for a meeting will be approved by the sponsor or designee.
The following paragraph can be used instead if your project does not have a shared repository or if minutes will not be approved via the workflow in the repository.
The minutes will be e-mailed by the author to the meeting attendees for approval, along with a deadline for any comments or changes. Non-response to the e-mail will be considered approval of the minutes. Once approved via this e-mail process, the author or project manager will approve and store 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.
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: _Toc277153947]Table 6:  Meetings
	Meeting Type
	Purpose
	Frequency
	Facilitator(s)
	Attendees
	Minutes Required?

	Planning
	Create the project charter and/or the project plan
	
	Project manager
	Project team members
	

	Analysis
	Gather the requirements for the project and creating the ITD after-analysis cost estimate
	
	Technical project lead
	Project team members
	

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

	Project Team
	Discuss issues relevant to the project
	
	Project manager
	Project team members
	

	Other relevant communications outside of meetings
	Discuss issues relevant to the project
	
	Determined as needed
	Determined as needed
	

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

	Project Closeout
	Used to discuss what worked and didn’t work in the project
	Within 2 months after implementation
	Project manager
	Project team members
	


[bookmark: _Toc267922210]
[bookmark: _Toc277153918]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: _Toc277153948]Table 7:  Communication tools and documents
	Communication Tool
	Description
	Frequency
	Author(s)
	Recipient(s)
	Location
	Approval Required?

	Progress Reports
	Summarize individual progress, and plan upcoming activities and inputs to the Status Reports
	
	Project team members
	
	
	No

	Status Reports
	Summarize progress of the project and upcoming activities, including reporting budget and schedule variance
	Monthly
	Project manager
	
	
	No

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


[bookmark: _Toc267922211][bookmark: _Toc277153919]External Stakeholder Communication Tools and Documentation
Following are the types of tools used for external communication in this project:
Fill in/change as applicable.
[bookmark: _Toc277153949]Table 8:  External Communication Tools
	Communication Tool
	Description
	Frequency
	Author(s)
	Recipient(s)
	Distribution Method

	Status Reports
	
	
	
	
	

	Website
	
	
	
	
	

	Newsletter
	
	
	
	
	

	Email
	
	
	
	
	

	Presentation
	
	
	
	
	

	WebEx
	
	
	
	
	


[bookmark: _Toc277153920]Quality Management 
Project Quality Management includes the processes and activities of the performing organization that determine quality policies, objectives, and responsibilities so that the project will satisfy the needs for which it was undertaken.  It implements the quality management system through policy and procedures with continuous process improvement activities conducted throughout, as appropriate. 
[bookmark: _Toc277153921]Plan Quality
The process of identifying quality requirements and/or standards for the project and product, and documenting how the project will demonstrate compliance.
The following documents provide input in determining the quality assurance and quality control processes for this project and the product:
· The State of North Dakota’s Project Management Guidebook – located on the web at http://www.nd.gov/epm/resources/doc/guide.pdf
[bookmark: _Toc277153922]Perform Quality Assurance
The process of auditing the quality requirement and the results from quality control measurements to ensure appropriate quality standards and operational definitions are used.
Following are the quality assurance processes for this project:
· Integrated change control – Verifies that any changes to quality during the project are discussed and approved by the appropriate person. Please see the Integrated Change Control section of this document for details.
· Monitoring schedule and cost – Ensures oversight of the project schedule and cost in relation to the project baseline to provide visibility to any potential project schedule or cost issues.
· Acceptance management – Verifies that the deliverables are of acceptable quality and that they meet the established project requirements.  
· Peer review of project documents – Documents associated with this project (business case, project charter, and this project plan) have been reviewed by other ITD project managers 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.
· Proof-of-concept –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 – This happens periodically during development to ensure sections of code are meeting the design specifications.
· System testing – Verifies the system operates per the design specifications. A System Test Plan will be produced as a deliverable of this project.
· Regression testing – Retesting 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.
· Load testing – Ensures that the system can support the number of users or data.
· Agency/User acceptance testing – Ensures compliance with the design and that the system operates as expected using “real life” scenarios. An Acceptance Test Plan will be produced as a deliverable of this project. 
[bookmark: _Toc245873339][bookmark: _Toc277153923]Perform Quality Control
The process of monitoring and recording results of executing the quality activities to assess performance and recommend necessary changes.
Following are the quality control measures the project manager will apply to this project:
· 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.
[bookmark: _Toc120084656][bookmark: _Toc267922216][bookmark: _Toc277153924]Risk Management 
[bookmark: _Toc120084657][bookmark: _Toc267922217]Risk Management is the systematic process of identifying, analyzing, and responding to project risks. It includes maximizing the probability and consequences of positive events and minimizing the probability and consequences of adverse events to project objectives.
[bookmark: _Toc277153925]Risk Management Plan
[bookmark: _Toc267922218]A risk is considered to be an event that has the potential to occur. The practice of risk management is intended to plan and prepare for those possibilities and identify new potential risks throughout the duration of the project.  
The process for flagging and managing risks is as follows:
· Risk Identification - This will be done by reviewing project documentation and by conducting brainstorming sessions with the project team. During the planning phase, an initial evaluation of risks will occur by the project team, lead by the project manager. A project team member can identify new risks at any point during the project.
· Qualitative & Quantitative Assessment - The risks identified will be assessed for impact and probability of occurrence.  During this process the impact and probability will be computed using numerical (cardinal) scales. A Risk Index (RI) will be calculated using RI = P * I as per the scoring table given later in this section. For the purpose of this plan only a qualitative analysis will be performed.
· Risk Response Planning - The Risk Index will be used to prioritize risks. Response plans will be created for all risks with a Risk Index of 20 or greater. The risks will be rated using the probability and impact as estimated and the risk trigger and owner will be identified for further monitoring of the risk. All risks of a Risk Index less than 20 will still be documented in the Risk Response Plan as low severity risks, and will be reviewed periodically to see if the impact or probability has changed during the course of the project.
· Risk Monitoring & Control - For all the risks with a Risk Index of 20 or greater, the risk owner will be responsible for monitoring this risk through the project execution and will report the status during every project management meeting. Any updates to the probability or impact of the risks will be communicated to the Project Manager of the project. When a risk occurs during the project it will be considered an “issue” and be handled according to the agreed response plan. 
· Risk Reporting - The Risk Response Plan will be reviewed and updated for change in probability / impact of the existing risks, new risks identified and any risk that occurred with the status of the response in action. The risks will be reviewed regularly at project management meetings. 
· Change Requests & Lessons Learned -   Any change to the project activities to mitigate a risk or workaround for an unidentified risk may generate change requests. These change requests will follow the procedures detailed in the Integrated Change Control section of this document. Any lessons learned will be documented in the lessons learned document / repository for the project. 
[bookmark: _Toc277153926]Issues Management
An issue is defined as any point at which an unsettled matter requires a decision. In this case, it is necessary to identify the specific effects and/or alternative(s) of an issue. Alternatives replace the current item or plan. The issue could be to an application system, a workflow, a procedure, or equipment.  Issues differ from Risks because an Issue already exists; Risks are only a potential event.  If a Risk occurs, it can become an issue, and conversely, a new Issue can generate new Risks.
[bookmark: _Toc277153927]Issues Management Plan
An issue can be created due to the following: 
· Questions or Problem that needs a decision
· Functionality that is outside the scope of the project is being requested
· An 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 WMS/SharePoint.  The procedures for handling an issue are as follows:
Raising the issue:
· Any team member can raise an issue by notifying the project manager of the issue
· The Project Manager is responsible for entering the issue.  Each issue entry will contain a description of the situation, any recommendations or alternatives, and/or effects to the project.
· The Project Manager will be responsible for determining the person(s) who are responsible for resolving the issue.  The project manager will be responsible for notifying the responsible person of the issue
Analysis:
· The assigned team member is responsible for identifying potential alternatives for issue resolution.
· Each alternative will be analyzed to determine its affect on schedule, scope, cost and/or quality.  
Prioritization:
· Each issue will have a priority assigned to it.  Priority ‘3’ is for issues assigned to a person(s) for resolution, priority ‘2’ is for issues that have been escalated to the project manager and sponsor for resolution and priority ‘1’ is for issues that have been escalated to the sponsor for resolution.  The project manager will be responsible for determining the initial priority.
Resolution:
· It is the responsibility of the assigned person(s) to lead the effort in resolving the issue.  The resolution of some issues may require an escalation to the Project Sponsor.  The assigned person will be responsible for entering the resolution to the issue. 
· If the resolution results in a change to cost, schedule, scope, and/or quality a change request is also required. This will utilize the integrated change control processes.
Communication:
· Open issues on the Issue Log will be addressed on the status reports and at Project Team meetings to ensure resolution.  
· After the issue has been resolved, it is the responsibility of the project manager to review the resolution and to communicate the resolution to the Project Team and/or person(s) affected to the decision. 
Closing the issue:
· After the issue has been resolved and communicated, it is the responsibility of the issue owner to close the issue.  The project manager will audit to ensure issues are resolved and closed.
[bookmark: _Toc277153928]Action Items
An action item is defined as a question, problem, or condition that requires a follow up activity for resolution. If unsettled, and action item can become an issue, or depending upon the severity of the impact, a risk.
[bookmark: _Toc268695520][bookmark: _Toc277153929]Action Items Management Plan
All action items will be documented in the WMS/SharePoint.  The procedures for handling an action item are as follows:
Raising the Action Item:
· All project members are responsible for identifying action items 
· The project manager designates the team member who will act as the “action item owner.” 
· The owner is primarily responsible for entering the action item.  
· The owner will be responsible for determining the person(s) who are assigned to resolve the action item and for notifying the responsible person of the action item.
· The owner is the primary point of contact responsible for action item tracking, resolution and closure. 
Evaluate/Prioritize Action Items:
· The project management team, with key stakeholders, objectively assesses the priority each action item will receive with respect to its impact on the project. Consideration in determining priority (High, Medium, Low) includes: 
· Assessing the consequences of a delayed response to an action item on quality, project cost, scope, technical success, and schedule
· Assessing the impact of an outstanding action item on the overall project—not just the discrete action item
· Identifying potential risks associated with the action item
· Determining possible response to resolve an outstanding action item
Monitor and Control:
· The project team is responsible to monitor and control action items weekly as follows:
· Review action item log and assess existing action items that are not in a Closed status to determine if:
· The Priority has changed
· The Due Date needs to be changed
· If the Due Date is past due it either needs to be extended out further, or an explanation needs to be added to the Notes text providing an current update on the action item and when it is expected to be completed
· Ownership needs to be changed
· The action item Status is “Completed” and can be “Closed“
· Identify and assess new action items 
Communication:
· Communicate status of action items to team members and stakeholders
Escalation:
· Once the project management team identifies that an action item due date has passed without resolution, the action item may become an issue, based on the priority and potential impact to the project.
Closing the action item:
· After it has been completed and communicated, it is the responsibility of the owner to close the action item. 
·  The project manager will audit to ensure action items are resolved and closed.
[bookmark: _Toc277153930]Integrated Change Control
Integrated change control is concerned with a) influencing the factors that create changes to ensure that changes are agreed upon, b) determining that a change has occurred, and c) managing the actual changes when and as they occur.
Changes to the project can impact a variety of areas including Cost, Scope, Schedule, and Quality. Changes to the project that impact one or more of these areas must be approved via the change control process. 
A change request is used to identify a change in cost, schedule, scope, and/or quality relating to the project.  The change request will specify what the change is and how it will affect cost, scope, schedule, and/or quality.  There are times when the change may affect one without the others.  
All change requests must be approved or rejected by the sponsor or designee and will be documented in Project WMS/SharePoint.  
[bookmark: _Toc277153931]Change Request Procedure
ITD and customer will implement a change control process to manage changes during the life of the project. This process is as follows:
1. A change request must be in writing to document the potential change. The write-up for the proposed change must be submitted to ITD and customer’s Project Managers who will in turn provide it to relevant parties for assessment
2. All change orders will be logged and tracked. The customer’s Project Manager will record the request in the change control log and will update the log throughout the process.
3. The change will be reviewed and, if acceptable to customer, ITD will submit to customer an estimate of the impact to cost, schedule, scope, and quality. 
4. ITD will continue performing the services in accordance with the original agreement unless otherwise agreed upon by the customer’s project manager. Work cannot commence on any new activities related to the change request until all parties agree in writing.
5. ITD’s Project Manager and customer’s Project Manager will adapt project plans to incorporate approved changes.
Based on the size of the change, ITD and customer will determine if a contract amendment is warranted
[bookmark: _Toc277153932]Change Control Process
Steps for the change control process are as follows:
1. Complete a write-up for the proposed change and submit copies to ITD and customer’s Project Managers who will in turn provide to relevant parties for assessment.
2. Record the request in the change control log.
3. Investigate the impact of the proposed change and evaluate the impact of not performing the change.
4. Prepare a response to the proposed change.
5. Retain the original in the project library.
6. ITD and customer agree whether the change should be performed and obtain authorization sign-off of the change request. The appropriate document is created.
If change is not accepted:
1. ITD’s Project Manager will discuss and document the issue with customer’s Project Manager
1. The proposed change can be modified and re-submitted or withdrawn if it is agreed to be non-essential. In this case, the reasons will be documented.
If change is accepted:
1. Once the change request has been approved and signed by the authorized parties, work may begin.
1. ITD’s Project Manager and customer’s Project Manager will adapt project plans to incorporate the approved change.
1. Both ITD and customer must sign-off that a change has been complete
1. The log will be updated
1. The log will be supplied at the progress meetings and/or in status reports.
[bookmark: _Toc277153933]Human Resource Management
Human Resource Management includes the processes required to make the most effective use of the people involved with the project.
[bookmark: _Toc245873342][bookmark: _Toc277153934]Team Directory
The following is a list of all team members on the project.
[bookmark: _Toc277153950]Table 9:  Team Directory
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	Department
	Role
	Phone Number
	Email Address

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc277153935]Staffing Management Plan
The Project Manager will be responsible for ensuring that the appropriate levels of staffing are available throughout the life cycle of the project. The staffing levels will be based upon the requirements found within the project management plan and project schedule to ensure that the project is successful. 
Any personnel issues will be handled via the team project manager with their respective functional managers and/or sponsor. Any additions or changes to members of the Project Team will be handled as follows:
[bookmark: _Toc277153936]New or Returning Members:
New members will be setup with necessary security 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.  
[bookmark: _Toc277153937]Parting Members:
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.
[bookmark: _Toc277153938]Procurement Management
Project Procurement Management includes the processes necessary to purchase or acquire goods and services from outside the project team. It also includes the contract management and change control processes required to develop and administer contracts or purchase orders issued by the project.
[bookmark: _Toc277153939]Procurement Management Plan
The following processes will be followed for the Procurement Management of this project as required by the State of North Dakota, Office of Management and Budget: www.nd.gov/spo/legal/guidelines <If INSTITUTIONS OF HIGHER EDUCATION, Legislative Branch, Judicial branch insert must adhere to Policies and Procedures established by the branch>
The procurement process will be documented and tracked using the Project Procurement Log.
Plan - The process of documenting project purchasing decisions, specifying approach, and identifying potential sellers.
· Identify what will be procured
· Provide a bulleted list and hyper link the tool (i.e. Requirements Document, Make-or-Buy Analysis, Expert Judgment, etc…) you used to identify what you want to procure. 
· Document the outcome in the procurement log in the project workbook
· Identify who will procure it i.e.: ITD, Agency, etc.
· Certified State Procurement Officer required
· Document the outcome in the procurement log in the project workbook
· Identify how to acquire what will be procured
· i.e, Request for Proposal (RFP), Work Order (Vendor Pool – to review the ) Purchase Order
· Contract Type
· i.e. Fixed-price, Cost-reimbursable, Time & Material
· Document the outcome in the procurement log in the project workbook
· Identify when it needs to be acquired
· Document the outcome in the procurement log in the project workbook

Conduct – The Process of obtaining seller responses, selecting a seller and awarding a contract.
· The processes of submitting a Request for Proposal (RFP), obtaining responses, selecting a seller, and awarding a contract can be located at the following location: www.nd.gov/itd/planning/procurement.
· The process of submitting a Work Order (Vendor Pool), refer to www.nd.gov/spo and reference the State Term Contract 095, IT Professional Services Contract Pool.
· For a ITD service create a WMS service request.
· When submitting a Purchase Order, contact your agency purchasing agent.

Administer – The process of managing procurement relationships, monitoring contract performance and making changes and corrections as needed.
· Determine who will administer what has been procured
· i.e., Contract, Maintenance and Service, Professional Services, etc…
· Document the outcome in the procurement log in the project workbook
· Who will administer human resources and system access. 
· Contact Human Resources (HR) for a current copy of the “New Contract Employee Orientation Checklist”. This checklist and form will be required to be submitted for all contractors working on this project.
· i.e., Human Resources – background checks, training videos, finger printing, confidentiality agreements, etc…
· i.e., Security – building access, system access, etc…
· If there are any changes to a contract, follow the Integrated Change Control section of this document.

Close – The process of completing each project procurement.
· Determine who is responsible for close-out of what has been procured
· Document the outcome in the procurement log in the project workbook
· Determine how close-out will be completed
· Finalizing open claims
· Audit acceptance criteria and sign-off of acceptance that procurement is complete
· Review security management
· [bookmark: _Appendix_II_–_Project_Budget][bookmark: _Appendix_III_–_Organizational_Chart][bookmark: _Appendix_IV_-_Team_Development_Plan]Records management will follow state retention policies

A description of the procurement log data elements is available in Appendix I
















[bookmark: _Toc277153940]Appendix I – Log Data Elements Descriptions
[bookmark: _Toc268695531][bookmark: _Toc277153941]Risk Log
· Risk # - The ID number of the risk.
· Date Raised – The date the risk was identified.
· Risk Description – A description of the risk.
· Risk Probability – The likelihood that the risk will occur. In this category the descriptive words Very Unlikely, Low, Maybe, Probably, and Very Likely will be used.
· Risk Impact – The effect to the project if the risk event occurs. In this category the descriptive words Very Low, Low, Moderate, High, or Very High will be used.
· Risk Score – To allow for easier oversight and prioritization of risks, the following scoring table will be used.  Those risks trending towards high impact and high probability will require more extensive review regularly by the Project Team.









· Risk Assignment – Person(s) responsible for the risk if it should occur.
· Agreed Response – The strategy that is most likely to be effective.
· Avoidance – Risk avoidance entails changing the project plan to eliminate the risk or condition or to protect the project objectives from its impact.
· Transference – Risk transference is seeking to shift the consequence of a risk to a third party together with ownership of the response. Transferring the risk simply gives another party responsibility for its management; it does not eliminate it.
· Mitigation – Risk mitigation seeks to reduce the probability and/or consequences of an adverse risk event to an acceptable threshold. Taking early action to reduce the probability of a risk occurring or its impact on the project is more effective than trying to repair the consequences after it occurs.
· Acceptance – This technique indicates that the project team has decided not to change the project plan to deal with a risk or is unable to identify any other suitable response strategy.
· Risk Response Plan – The actions the project team or the assignee will follow should the risk occur.
· Action Taken – The actions taken to date on the risk response plan.
· Status – Identifies whether the risk is potential, active, or closed.
· Date Updated – Date the information regarding the risk was updated.

Risk Log Example
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[bookmark: _Toc277153942]Procurement Management Log
· Description – Description of the Item to be procured
· Procurement Officer – Individual responsible for procuring the item
· Procurement Process – Identify type of process to follow (RFI, RFP, Alternate Procurement, Work Order or Purchase Order)
· Acquire by Date – Date the item needs to be acquired 
· Contract Type – Firm Fixed Price, Time and Material
· Award Date – Date contract executed 
· Administrator – Individual responsible for administering what has been procured
· Business Area Affected – Name of the Business Area(s) that will receive the benefit from what is being procured
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