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Revision History

Updates to the Project Management Plan are recorded in the revision history table.  Older versions of the Plan will remain archived on the project’s SharePoint site hosted by the State.
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1 Project Management Plan Introduction
[In the Introduction, provide a high-level overview of the project and what is included in this Project Management Plan (PMP). Include a high level description of the project scope and an overview of the project deliverables and benefits.]

2 Project Management Plan Roles and Responsibilities

 [In the Roles and Responsibilities section, identify the names, roles and specific responsibilities each participant will perform in regards to planning and the development of the PMP. Below is a draft table that can be modified and added to for your specific project.]

	Name
	Role
	Responsibility

	[Enter Name]
	Project Sponsor
	· Provides overall direction during the planning process.

· Approves the Project Management Plan (PMP and subsidiary plans).

· Establishes and maintains planned communication with external Stakeholders. 

· Participates in identification of risks.

· Oversees the establishment of planned governance processes and structures.

· Ensures the project obtains the resources needed to proceed with project planning.

· Clarifies priorities among schedule, cost, and project scope.

· Ensures timely resolution of project issues.

· Reviews and approves materials submitted for project approval.

· Reviews and approves the procurement strategy and related documents.

· Reviews and approves funding documents.

· Advocates for project funding and approval.

	[Enter Name]
	Project Manager
	· Leads the preparation of the PMP and subsidiary plans.

· Oversees implementation of the plans.

· Establishes planned governance processes and structures.

· Coordinates development of the requirements documents.

· Leads Stakeholder analysis and management of Stakeholder activities.

· Forms teams and begins work to plan scope, schedule, and cost.

· Leads the development of project approval documents.

· Conducts an initial risk management brainstorming session to generate an initial risk registry.

· Initiates Kickoff Meeting(s) with the project team, Stakeholders, and Project Sponsor.


3 Project Management Procedures

The Project will utilize, to the greatest extent possible and practicable, the project management practices set forth in the Project Management Body of Knowledge (PMBOK). Many management procedures have been developed that will be applied to the major aspects of the project, and these are described in further detail in a number of subsidiary plans that collectively comprise this Project Management Plan.

The subsidiary plans that describe the project management procedures for the Project include:
· Scope Management Plan

· Schedule Management Plan 
· Cost Management Plan 
· Requirements Management Plan

· Change Management Plan

· Risk Management Plan  
· Quality Management Plan 
· Human Resources Management Plan

· Communications Management Plan

· Stakeholder Management Plan 
· Procurement Management Plan 
· Issue Management Plan
· Implementation Management Plan
· Maintenance & Operations Transition Management 
· Governance Management Plan  
4 Subsidiary Management Plans:
[Within each section below, describe your project’s plan or link a separate Plan document. EPMO minimum deliverables for “robust” projects require separate Plans for Communications Management and Implementation Management. See the EPMO website  for a variety of subsidiary plan templates that you may use.]
4.1 Scope Management Plan

[For the Scope Management Plan, describe how scope will be defined and managed.  Include roles and responsibilities as they pertain to scope management, the scope definition process (including the creation of a work breakdown structure), scope verification and control measures, and how project deliverables related to project scope will be accepted and approved.]
4.2 Schedule Management Plan
[For the Schedule Management Plan, describe the processes and procedures for creating, maintaining and managing project schedules. Include how frequently the schedule will be updated, how variances will be addressed, and what will be considered an unacceptable variance. Reference and include an initial Project Schedule in Appendix B.]

4.3 Cost Management Plan
 [For the Cost Management Plan, describe how costs will be planned, documented, measured and controlled. This includes the process for setting a cost baseline and comparing to actual costs.]

4.4 Requirements Management Plan

[For the Requirements Management Plan, describe how requirements will be defined and managed.  Identify the requirements definition methodology, tools, techniques, and documentation to be utilized, and identify the planned processes to ensure that requirements are complete, concise, and unambiguous.  Describe the roles and responsibilities for requirements management and the activities and tasks that will be performed as part of the requirements management effort.]
4.5 Change Management Plan
 [For the Change Management Plan, describe the processes and procedures for how changes will be managed, including how project change requests are collected, evaluated, approved, and implemented.]
4.6 Risk Management Plan

[For the Risk Management Plan, describe how a project’s associated risks will be identified, categorized, documented, analyzed, communicated, and managed. Outline what risk management activities will be recorded, reviewed, monitored, and escalated should a risk event occur anytime in the project lifecycle. Identify the roles and responsibilities associated with risk management.]
4.7 Quality Management Plan

[For the Quality Management Plan, describe the approach that will be followed to manage and ensure quality during the project. Include an overview of practices, methods, and/or techniques for how to perform and manage quality. Describe what metrics will be used to measure quality and how  quality defects will be addressed.]
4.8 Human Resources Management Plan 

[For the Human Resources Management Plan, describe how the project’s human resources will be defined, staffed, and managed. Reference and include a Project Organization Chart in Appendix C.]
4.9 Communications Management Plan 

[Link a Communications Management Plan that describes the following and includes a link to a Communications Matrix:

· Communication Infrastructure:  Defines the roles and responsibilities of project participants in the review, approval and dissemination of project information.

· Communication Vehicles:  Identifies the types of communications (i.e., the communication deliverables) and their frequency, as well as the methods used to deliver them.

· Communication Storage:  Provides a description of where project information will be stored and organized in order to ensure accessibility.  

· Communication Effectiveness Evaluation:  Describes the method for reassessing the effectiveness of the project’s communications and identifying any new communication needs. ] 
4.10 Stakeholder Management Plan

[For the Stakeholder Management Plan, describe the processes and procedures required to identify people, groups and/or organizations that could affect or be affected by the project. Create and include a Stakeholder Register.]
4.11 Procurement Management Plan
[For the Procurement Management Plan, describe the overall strategy necessary to accomplish and manage acquisition of products and/or services.]
4.12 Issue Management Plan
[For the Issue Management Plan, describe the approach taken to identify and manage issues associated with the project.]

4.13 Implementation Management Plan
 [Create and link a separate Implementation Management Plan that describes the operational preparation necessary for implementing the deliverable(s), include how you will assess readiness for implementation, the tasks and processes for managing the implementation on the “Go-live” date(s), the post installation verficiation process you will use to ensure the implementation went as planned, and the contingency plan(s) should significant issues arise with implementation.]

4.14 Maintenance & Operations Transition Management
[For the Maintenance and Operations Transition Management Plan, describe the plan for on-going maintenance and support, the roles and responsibilities, and how this work will be transitioned from the project team to daily operations.  Link the Service Level Agreement (SLA) if already defined and describe how the SLA will be managed and evaluated on-going.]
4.15 Governance Management Plan
[For the Governance Management Plan, describe the approach for how decisions will be made during the project lifecycle and who has responsibility for making project decisions. Clarify the level of autonomy to make decisions. This is often the most ignored part of a project, yet is one of the most important to a project’s success.]
5 Appendix A:  Definitions and Terms

It is anticipated that the following terms and related definitions will be utilized during the course of the project. When appropriate, definitions for project management terms were adopted from the Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK).
[Add other project relevant definitions and terms as appropriate.]
Table 1: Project Terms and Definitions 

	Term
	Definition

	Business Process
	A set of linked activities that creates value by transforming an input into a more valuable output. Both input and output can be artifacts and/or information, and the transformation can be performed by human actors, machines, or both.

	DII
	Vermont Department of Information and Innovation 

	Issue
	As distinguished from a project risk, a project issue is a factor originating either external or internal to the project that has already occurred and is actively affecting the course of the project. Typically, issues are recognized as impeding some element of project progress, and it is the Project Team’s responsibility to implement a suitable resolution plan for each identified issue.

	PM
	Project manager, the State resource or person contracted on behalf of the State, and given the authority to direct project team members assigned to complete the planning and execution of project tasks identified.  In addition to other areas of responsibility, the PM oversees communications and manages the triple constraint (scope, schedule, and budget). 

	PMBOK
	Project Management Body of Knowledge

	Project Management Plan
	This document, which will be used to understand project structure, scope, and overall plan of execution by which the project will be managed. 

	Project Team
	The team charged with performing the project tasks required, including the planning and execution through to completion. 

	Project Schedule
	Ghant chart style work breakdown structure that reflects an up to date timeline of tasks, subtasks, milestones, and deliverables, identifying resource assignments and task relationships (i.e. dependencies). 

	Risk
	Risks are defined as factors internal or external to the project that have a possibility of occurring and affecting the project’s course either negatively or positively. Typically, negative risks may cause the project to be delayed, go over-budget and/or not meet its objectives.

	RTM
	Requirements traceability matrix, a document that maps system functionality to system requirements. 

	Scope
	The sum of the products, services, or results to be provided by the Project.

	SOW
	Statement or scope of work

	Stakeholder
	A person or group who/that has as vested interested in the successful outcome of the project. 

	Triple Constraints
	The most commonly known project constraints of cost, schedule, and scope. The implication of the triple constraints is that when any one of the three is impacted, there is a direct impact on the remaining two.

	WBS
	Work breakdown structure, which is the total work of a project defined in a deliverables based expression.   It is typically displayed in the form or a project schedule.


6 Appendix B: Initial Project Schedule 

A preliminary project schedule is available on the project SharePoint site and inserted below. Once a solution vendor(s) contract is in place, the schedule will be updated to reflect details around the implementation.  Further information on the project schedule can be found in the Schedule Management Plan. 
[Delete the example and insert your project’s schedule.]
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7 Appendix C:  Project Organization Chart

[Below is a sample format.  Modify as necessary to be specific to your project or insert your own chart.] 
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8 Project Management Plan Approvals

	 Role
	Name and Title
	Signature
	Date

	Project Sponsor
	
	
	

	Oversight Project Manager
	
	
	

	
	
	
	


______________________________________________________________________________
Instructions adapted from: http://capmf.cio.ca.gov/Templates.html

Page 2 of 13

_1455626639.pdf
ID Task Name Duration Start Finish January March May July September
M B | E M B | E M B E M B | E M B |
1  APCD Re-Procurement Project 192days  Mon 1/6/14 Tue /30714 ?ﬁ
2 |Phase 1: PM Initiation 20 days Mon 1/6/14 Fri 1/31/14
3 Conduct Initial Project Management 15 days Mon 1/6/14  Fri 1/24/14
Pre-Kickoff Meetings
4 Initial Project Charter Submitted 0 days Fri 1/31/14  Fri 1/31/14 & 1/31
5 Initial Draft Project Management Plan 0 days Fri 1/31/14  Fri 1/31/14 ¢ 1/31
Submitted
6 Project Log & RACI Matrix Submitted 0 days Fri 1/31/14 Fri 1/31/14 @ 1/31
7 Go/No-Go Evaluation to Proceed 5 days Mon 1/27/14 Fri 1/31/14 =
8 |Phase2: PM Planning 150 days Mon 2/3/14  Fri 8/29/14 e —
9 High-Level Business Requirements 5 days Mon 2/3/14  Fri 2/7/14 ]
Elaboration
10 Internal Review of Draft RFP 15 days Mon 2/10/14 Fri 2/28/14 [
11 Obtain Enterprise Architect Review 25 days Mon 3/10/14 Fri 4/11/14 [
12 Legal Review of Draft RFP 25 days Mon 3/10/14 Fri 4/11/14 [
13 Bidder's Questions Due 0 days Fri 3/28/14 Fri 3/28/14 7S 3/28
14 Bidders Conference 0 days Wed 4/2/14 Wed 4/2/14 & 4/2
15 Department Reponse to Bidder 0 days Fri 4/4/114  Fri 4/4/14 7Y 4/4
Questions/Posting to EBB
16 Proposal Due 0 days Fri 4/18/14 Fri 4/18/14 7S 4/18
17 Bid Opening 0 days Mon 4/21/14 Mon 4/21/14 7S 4/21
18 RFP Evaluation, Scoring, and Selection 15 days Mon 4/21/14 Fri 5/9/14 [
19 Selection Notification 0 days Wed 5/14/14 Wed 5/14/14 7Y 5/14
20 Vendor Contract Development 30 days Mon 5/19/14 Fri 6/27/14
21 Independent Review 30 days Mon 5/19/14 Fri 6/27/14
22 Finalized Schedule Submitted 0 days Mon 6/30/14 Mon 6/30/14 @ 6/30
23 Commencement of Contract 0 days Tue 7/1/14 Tue 7/1/14 7S 7/1
24 Project Kickoff Meeting with Vendor(s) 0 days Tue 7/1/14 Tue 7/1/14 ¢ 7/1
25 Help Design UAT Protocol for Data Housing ¢ 60 days Mon 6/9/14  Fri 8/29/14
26 Go/No-Go Evaluation for New System 10 days Mon 8/18/14 Fri 8/29/14
27 |Phase 3: PM Execution and Monitor 70 days Mon 6/9/14 Fri 9/12/14 —— )
28 Formal Acceptance and Sign-Off 10 days Mon 9/1/14  Fri 9/12/14 [
29 |Phase 4: PM Closure 12 days Mon 9/15/14 Tue 9/30/14 —
30 Project Closure Report 0 days Tue 9/30/14 Tue 9/30/14
31 Conduct Project Close Out 12 days Mon 9/15/14 Tue 9/30/14
32 Archive Project Artifacts 12 days Mon 9/15/14 Tue 9/30/14 :
Task G Project Summary v ¥ Inactive Milestone Manual Summary Rollup === Deadline
Project: APCDschedule Split v External Tasks G Inactive Summary U~/ Manual Summary Pr———=W Progress
Date: Thu 3/6/14 Milestone * External Milestone ® Manual Task L3 startonly C
Summary PIII===¥ Inactive Task (] Duration-only Finish-only u|
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