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This document is a Project Management Plan (PMP) Template, and is a “best of breed” derived from the  IEEE Standard for Project Management Plans (Std 1058.1-1987), Carnegie Mellon’s Capability Maturity Model for Integration (CMMI) and the IBM IDL Model. 
The PMP provides an overview of the project and product(s), a list of deliverables, the plan for development and evolution of the PMP, reference material, and definitions and acronyms used within the PMP. It is used as a tool by the Project Team to plan the development process of the project and should be maintained with current information throughout the project’s life cycle. For definitions of terms included in the template, refer to the Project Management Plan Template Taxonomy document.

Help text is blue, italicized, and in the hidden text. A line has been reserved for you to begin entering data about your project.

Tailor as appropriate. If a section is not applicable to your project, do not delete the header and enter “N/A” to denote the section is not applicable. The level of detail contained within the Project Management Plan should be consistent with the size of the project.

Remove the appendix help section information prior to submitting this document for approval.

Use this procedure to remove the unwanted links to the appendix after completing the Project Management Plan template. These instructions are for Word 2003.
1. Click Edit ( Replace
2. In the Find and Replace window that appears, click the More button.

3. Click Format and select Style from the drop-down list.

	[image: image2.jpg]Eind what style:

TLALLT

Isi

1 Appendic

A Appendic 1.1
rticl | Section

Description

Cancel






4. In the Find Style Window, select CrossReference and click OK.

5. Click Replace All.

6. Repeat the procedure except search for CrossReference2.

This will remove any line using the CrossReference and CrossReference2 paragraph style so use this technique with extreme caution as it can cause unintended results. You can also manually delete the lines if you wish.
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The revision history cycle begins once changes or enhancements are requested after the Project Management Plan has been baselined.
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1. 
Introduction

Instructions in Section 

 REF Introduction2 \w \h 
 \* MERGEFORMAT A.1.

1.1. Project Overview

A.2Instructions in Section .

1.2. Scope Statements

Instructions in Section A.3.
1.3. Goals and Objectives

Instructions in Section A.4.
1.4. Stakeholders and Key Personnel

Instructions in Section A.5.

1.5. Definitions and Acronyms

1.5.1. Definitions

Instructions in Section A.7.
Table 1: Definitions
	Term
	Definition

	
	


1.5.2. Acronyms

Instructions in Section A.8.
Table 2: Acronyms
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	Definition

	
	


2. Project Organization

Instructions in Section A.9.

2.1. Organizational Structure

Instructions in Section A.10.
2.2. Organizational Boundaries and Interfaces

Instructions in Section A.11.
Table 3: Organizational Boundaries and Interfaces
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3. Management Process

Instructions in Section A.12.

3.1. Acquisition Strategy, Assumptions, Dependencies, Constraints, and Cost and Resources
Instructions in Section A.13.

3.1.1. Acquisition Strategy

Instructions in Section A.14.

3.1.2. Assumptions

Instructions in Section A.14.

3.1.3. Dependencies

Instructions in Section A.16.

3.1.4. Constraints

A.17Instructions in Section .



3.1.5. Cost and Resources

Instructions in Section A.18.

3.2. Monitoring and Control Mechanisms

Instructions in Section A.20.
4. Systems Security Plans and Requirements

Instructions in Section A.20.
5. Technical Process

Instructions in Section A.21.

5.1. Methods, Tools, and Techniques

Instructions in Section A.22.

5.1.1. Computing systems

Instructions in Section A.23.

5.1.2. Development Methodology

Instructions in Section A.24
5.1.3. Programming Language

Instructions in Section A.25.

5.1.4. Tools, Techniques, and Methods

Instructions in Section A.26.

5.1.5. Technical Standards

Instructions in Section A.27.

5.1.6. Policies

Instructions in Section A.28.

5.1.7. Procedures

Instructions in Section
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5.1.8. Guidelines

Instructions in Section A.30.

6. Work Breakdown Structure – Work Package Components, Schedules, and Budget

Instructions in Section A.31.

6.1. Work Packages

Instructions in Section A.32.

6.2. Dependencies, Resource Requirements, Resource Allocation, and Schedule

Instructions in Section A.33.

6.3. Control Account Definition and Control Account Manager (CAM) Assignment

Instructions in Section A.34
7. Project Success Criteria

Instructions in Section A.35.

7.1. Project Milestones

Instructions in Section A.36.

7.2. Key Deliverables

Instructions in Section A.37.

7.3. Approval Process

Instructions in Section A.38.

8. Communications Plan

Instructions in Section A.39.

Table 4: Communications Plan
	ID
	Communication Item
	Provided/ Received (P/R)
	Audience/Provider (A/P) 
	Media
	Frequency
	Responsible Provider (Specific person)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


9. Risk Management Plan

Instructions in Section A.40.

9.1. Risk Management Overview

Instructions in Section A.41.

9.2. Risk Identification List

Instructions in Section A.42
Table 5: Risk Identification List
	Risk #
	Date Raised
	Risk Description/Text Description
	Risk Impact
	Risk Severity
	Risk Owner
	Response (Tr/Av/Cn)

(In/Ac)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	Response Legend:
	Tr
	Transfer. Reassigning the risk to another group, department, or organization.

	
	Av 
	Avoid. Change the project plan using Change Control processes 

	
	Cn
	Contain. Mitigation and contingency planning. Mitigation seeks to reduce the probability or impact of a risk to an acceptable level. Contingency planning identifies alternative strategies to be used to ensure continued project success if specific risk events occur.

	
	In
	Insure. Involves preplanned arrangements with external organizations or third parties. 

	
	Ac 
	Accept. Accept the consequences of the risk occurrence without further action.


9.3. Risk Tracking and Mitigation
Instructions in Section A.43
10. Configuration Management (CM) Plan

Instructions in Section A.44
10.1. Configuration Identification

Instructions in Section A.45.

Table 6: Configuration Identification
	Configuration Item 
	Hierarchy
	Version # Scheme
	Maintained by

	
	
	
	

	
	
	
	


10.2. CM Library

Instructions in Section

 REF CMLibrary2 \w \h 
 \* MERGEFORMAT A.46.

10.3. Change Request Management

Instructions in Section A.47.

10.4. Interface Control

Instructions in Section A.48.

10.5. Subcontractor/Vendor CM Compliance

Instructions in Section A.49.

10.6. Software Documentation

Instructions in Section A.50.
11. Testing

Instructions in Section 

 REF Testing2 \r \h 
 \* MERGEFORMAT A.51.

11.1. Testing Overview

Instructions in Section 

 REF TestingOverview2 \r \h 
 \* MERGEFORMAT A.52.

11.2. Types of Test

Instructions in Section 

 REF Stages_of_Test2 \r \h 
 \* MERGEFORMAT A.53.

The following Types of Test are planned for execution:

Table 7: Types of Test
	Types of Test
	Party Responsible for Plan and Execution

	Perform Product Component Test
	{Name}, Role

	Perform Product Component Installation and Integration Test
	{Name}, Role

	Perform System Tests
	{Name}, Role

	Perform User Acceptance Test 
	{Name}, Role

	Conduct Testing Service Activities
	{Name}, Role

	Conduct Field Testing
	{Name}, Role

	Conduct Final Review and Acceptance
	{Name}, Role


12. Quality Assurance Plan

Instructions in Section A.54
12.1. Quality Factors

Instructions in Section A.55.

12.2. Roles and Responsibilities

Instructions in Section A.56.

Table 8: Roles and Responsibilities
	Role
	Responsibilities

	Project SQA Analyst
	

	Stakeholders/Subject Matter Experts (SMEs)
	

	Project Team
	

	Test Personnel
	

	Test Sites
	


12.3. Artifact Reviews

Instructions in Section A.57.

Table 9: Artifact Reviews
	Artifact Reviews
	Applicable? (Y/N)
	Date Performed
	Responsible Person

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


12.4. Artifact Review Reports

Instructions in Section A.58.
13. Metrics Plan

Instructions in Section A.59
Table 10: Metrics Plan
	Measures
	Planned
	Revised
	Actual
	Comments

	Size
	
	
	
	

	Effort
	
	
	
	

	Duration
	
	
	
	

	Anomalies
	
	
	
	

	Change Requests
	
	
	
	

	Test Incidents
	
	
	
	

	Staff
	
	
	
	


14. Resource Plan

Instructions in Section A.60
14.1. Roles and Responsibilities Matrix

Instructions in Section A.61
Table 11: Roles and Responsibilities
	Activities
	Development Mgr.
	Project Planner
	SQA
	Developer
	Functional Analyst
	Technical Writer
	Security Engineer
	Financial Manager

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Responsibility Code:


	R =
	Responsible for the process

	A =
	Approves/ accepts the deliverables from the process

	C =
	Consult for inputs, information, and/or contributory deliverables

	I =
	Information needed about the status and content of the deliverables


14.2. Staffing Plan

Instructions in Section A.62
Table 12: Staffing Plan
	Task
	Type of Resource
	Year

	
	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Requirements
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Design
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Build (Coding)
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Testing
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	
	
	
	
	
	


14.3. Staffing Plan Summary

Instructions in Section A.63
Table 13: Staffing Plan Summary
	Area of Staffing
	Total FTE
	Jan
	Feb
	Mar
	Apr
	May
	Jun

	
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.

	<Resource 1>
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource 2>
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource n>
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Staffing Notes
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Area of Staffing
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.

	<Resource 1>
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource 2>
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource n>
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	

	Staffing Notes
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


14.4. Material Resource Acquisition/Reallocation Plan

Instructions in Section A.64
Table 14: Material Resource Acquisition/Reallocation Plan
	Resource 
	Supplier
	Qty
	Est. Unit Cost
	Actual Unit Cost
	Units
	Lead Time (days)
	Date

Req’d
	Date

Acquired
	Re-allocated Date
	Reallocated Location

	Space
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Hardware
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Software
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Office Equipment
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Facilities
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Other Tools
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


14.5. Training Plan

Instructions in Section A.65
14.6. Production Support and Operational Support Functions

Instructions in Section A.66
14.7. Recognition Plan

Instructions in Section A.67
15. Reference Materials

Instructions in Section A.68
A. Help Text

A.1. Introduction

It is mandatory that this section is completed for the kick-off meeting.

Back to Section 1.

A.2. Project Overview

Provide an executive summary of the project objectives, the product to be delivered, major work activities, major work products, major milestones, required resources, and master high-level schedules and budget requirements.  List high level service level requirements from all involved parties.
1.1Back to Section .

A.3. Scope Statements

Define the scope of the project. If necessary, define what is not in scope.  List detailed service level requirements from all involved parties along with the expected dates and service period. 
1.2Back to Section .

A.4. Goals and Objectives

· Specify the goals and objectives of the project.

· Identify the customer acceptance criteria for project implementation.

· Describe critical success factors (such as within budget, on schedule, 100% functionality) identified by the customer as well as the project quality goals. Identify and quantify all project goals. Prioritize the project goals: cost, schedule, functionality, or service level targets.
Back to Section 1.3.

A.5. Stakeholders and Key Personnel

List and define the needs and expectations for all of the individuals and organizations that will be actively involved in the project, or whose interests may be positively or negatively affected as a result of project execution or successful project completion. List all of the key personnel and their respective responsibilities as relevant to the project’s scope statement.  
Back to Section 1.4.

A.6. Definitions and Acronyms

A.7. Definitions

Define terms required to properly interpret the PMP. This section defines terms specific to this PMP.

Back to Section 1.5.1.

A.8. Acronyms

Define acronyms required to properly interpret the PMP. Once they are defined in this section, the acronyms alone may be used throughout the PMP.

Back to Section 1.5.2.

	Term
	Definition

	GUI
	Graphical User Interface


A.9. Project Organization

It is mandatory that this section is completed for the kick-off meeting. Refer to the sections A.10 and A.11 for details.
Back to Section 0.

A.10. Organizational Structure

Describe the internal management structure of the project. Graphical devices such as hierarchical organization charts or matrix diagrams may be used to depict the lines of authority and responsibility within the Project Team.

Back to Section 2.1.

A.11. Organizational Boundaries and Interfaces

Describe the administrative and managerial boundaries between the project and the following entities:

· Other agencies (e.g., Department of Defense);

· Other organizations (e.g., Veterans Benefits Administration);

· Subcontracted organizations (e.g., Austin Automation Center);

· Post development packages; and

· Any other entity interfacing with the project.

The following is an example of the appropriate content for this section.

	Organizational Grouping
	Boundaries
	Contact Person

	Inter-Organizational Program Office
	Manages project requirements and timelines, coordinates all communication
	Name, phone

	VHA Project Team
	Responsible for coding and implementation of all components on VHA side of the firewall
	Name, phone

	Vendor 1
	Provides support to VHA
	Name, phone

	Other VHA Team
	Responsible for User Interface on VHA side, provides support to VHA Project Team
	Name, phone

	Other Agency
	Responsible for coding and implementation of all components on the other agency’s side of the firewall
	Name, phone

	Vendor 2
	Provides support to DoD
	Name, phone

	Program Vendor 1
	Responsible for project components that facilitate communication between DoD and VHA components. Provides support to Program Office
	Name, phone

	Program Vendor 2
	Responsible for maintaining project requirements database. Provides support to Program Office
	Name, phone

	Workgroup 1
	Made up of subject matter experts from the other Agency, VHA, Vendor 1, and Vendor 2, responsible for bringing requirements updates to the Requirements Management Review Board
	Name, phone

	RMRB
	Responsible for validating requirements, made up of representatives from the Program Office, the VHA, and the other agency
	Name, phone


Back to Section 2.2.

A.12. Management Process

It is mandatory that this section is completed for the kick-off meeting. Refer to the sections A.13 – A.18 for details.
Back to Section 3.

A.13. Acquisition Strategy, Assumptions, Dependencies, and Constraints

Provide an in-depth analysis and the assumptions on which the project is based, the external events the project is dependent upon, and the constraints under which the project is to be conducted.

Back to Section 3.1.

A.14. Acquisition Strategy

Address the acquisitions planned that includes actual or anticipated award dates, nature of contract, and contract type, and which contracting facility the acquisition will be awarded and managed.

3.1.1Back to Section .
A.15. 
Assumptions

An example of an assumption is “A sufficient number of staff will be allocated and maintained throughout the life of the project.”
Back to Section 3.1.2.
A.16. Dependencies

An example of a dependency is “The Austin Automation Center will have their software ready when we are.”
Back to Section 3.1.3.

A.17. Constraints

An example of a constraint is “Critical training requirements will affect the outcome of the project.”
Back to Section 3.1.4.

A.18. Cost and Resources

Address how the following are created and who is responsible for creating and maintaining

· Independent Cost Estimate for the entire program and will include all future increments. 

· Project Baseline Cost Estimate

· Evidence of Project Funding Availability

Back to Section 3.1.5.
A.19. Systems Security Plans and Requirements
Discuss how system security will be managed during the project’s lifecycle and reference submission of SMART Inventory Checklist.

Back to Section 

 REF SystemsSecurityPlansAndRequirements1 \w \h 
 \* MERGEFORMAT 4
A.20. Monitoring and Control Mechanisms

Explain the reporting mechanisms, report formats, information flows, review and audit mechanisms, and other tools and techniques to be used in monitoring, tracking, and controlling adherence to the Project Management Plan. The relationship of monitoring and control mechanisms to project support functions can be delineated in this section.  Explain the measurement approach that will be used to measure success.  If using Earned Value, list the thresholds for SPI and CPI.
The Project Repository (TSPR), RequisitePro, and TeamPlay are mandatory monitoring and control mechanisms. Their use must be defined in this section.

Back to Section 3.2.

A.21. Technical Process

It is mandatory that this section is completed with as much data as available prior to the kick-off meeting. Refer to section A.22 – A.30 for details.
Back to Section 5.
A.22. Methods, Tools, and Techniques

Specify the computing system, development methodology, team structure, programming language, and other notations, tools, techniques, and methods to be used to specify, design, build, test, integrate, document, deliver, modify, or maintain the project deliverables.. In addition, the technical standards, policies, procedures, and guidelines governing development can be included or by reference to other documents.

Back to Section 5.1.

A.23. Computing systems

Back to Section 5.1.1.

A.24. Development Methodology

Back to Section 5.1.2.

A.25. Programming Language

Back to Section 5.1.3.

A.26. Tools, Techniques, and Methods

Back to Section 5.1.4.

A.27. Technical Standards

Back to Section 5.1.5.

A.28. Policies 
This section should also include any travel policies or procedures that need to be followed along with any misceallaneous notes about the project.
Back to Section 5.1.6.

A.29. Procedures

Back to Section 5.1.7.

A.30. Guidelines 
Back to Section 5.1.8.

A.31. Work Breakdown Structure – Work Package Components, Schedules, And Budget

It is mandatory that this section is completed for the kick-off meeting. The information must include data through the requirements phase. If more data is available, include it in this section. Refer to sections A.32– A.34 for details.
Back to Section 6.

A.32. Work Packages

Define the work packages for the activities and tasks that must be completed in order to satisfy the project agreement. Each work package must be uniquely identified; identification may be based on a numbering scheme and descriptive title. This should correlate with the project’s current management tool's identification number.

Back to Section 6.1.

A.33. Dependencies, Resource Requirements, Resource Allocation, and Schedule

Provide a pictorial view of project information from TeamPlay/Platinum showing the dependencies, resource requirements, allocation, and schedule. You can choose a Network Diagram or GANTT chart format for display.

Back to Section 6.2.

A.34. Control Account Definition and Control Account Manager (CAM) Assignment

To assign work responsibility to appropriate organizational elements, any WBS and organizational structure must be interrelated with each other; that is, organizational responsibility must be established for identified units of work. The assignment of lower level work segments to responsible lower level managers provides a key control point for management purposes and cost collection. This is called the control account (CA). A CA represents a defined work scope (with the associated charge number or numbers) given to a single organizational unit (and single manager or team leader) for work performance. When effort is to be contracted (or subcontracted) out, the applicable contractor is identified and related to, or integrated with, the appropriate WBS element(s) and/or organization charged with acquiring the contracted item. Reference material for the CA and CAM setup is at: http://vaww.ppoe.oit.va.gov/PPOEOIT/docs/evms/VA_EVMS_Application_Guide_02-14-2007.pdf 

Back to Section 6.3
A.35. Project Success Criteria

It is mandatory that this section is completed for the kick-off meeting. The information must include data through the requirements phase. If more data is available, include it in this section. Refer to sections A.36– A.38 for details.
Back to Section 7.

A.36. Project Milestones

Identify the project milestones. A milestone is a significant event that occurs at a single specific point in time, usually denoting an initiation or completion of something (e.g., Kick Off Meeting completed, Application Structure & Integration System reviews completed, tool recommendations received, decision to proceed to Field Testing made, current project management tool and Project Repository closed). Milestones are also used to communicate decisions made or received. Since milestones represent the occurrence of an event at a single point in time, they do not have durations or effort hours. As with other tasks, this task will need to be marked as complete by the single assigned resource. The zero duration aspect of a milestone helps with the clarity of that milestone that it either has or has not occurred. Milestones are not tasks that are in the process of being done. Milestones are often tied to or result from the work effort from a number of tasks that lead up to the occurrence of that milestone.

Back to Section 7.1.

A.37. Key Deliverables

It is mandatory that this section is completed for the kick-off meeting. The information must include data through the requirements phase. If more data is available, include it in this section.

Identify the key deliverables. A deliverable is a produced, tangible product that can be inspected or handled, is another single point in time event with zero duration, which constitutes the availability of a completed deliverable. Examples of products that are delivered and thus the name a ‘Deliverable’ are documents such as “Requirement Specifications Document (RSD)” or “Software Design Document (SDD)”. Other deliverables are Test plans, test scripts, project management plans, software code or software patches. There are often numerous tasks that lead up to the completion and availability of a given deliverable. The duration and effort involved in creating the deliverable should be reflected on the task or tasks that denote the specific start date, finish date, planned, actual, and remaining hours, associated with the production of that specific deliverable. Having a single event in time with zero duration and zero effort affords the ability of quickly seeing if the deliverable available is completed. It also allows management a quick high- level view of progress on a project of specific key tangible deliverables that should be available on a set time frame. It demonstrates how closely the team has come on actual delivery date vs. planned delivery date, and how they are looking on projected delivery dates vs. planned. The aspect of that deliverable event is reflected by it being complete and available, lends it to quality checks against the tangible products that are reported as complete, and thus should be available for inspection or review.

The PMP, Requirements Document, and User Documentation are mandatory deliverables.  List any deliverables from a Service Level Agreement.
The data should exist within your project schedule. A deliverable representation from TeamPlay is acceptable.

Back to Section 7.2.

A.38. Approval Process

It is mandatory that this section is completed for the kick-off meeting.

Identify the management process for obtaining approval of project deliverable completion, as well as how any “go” / “no-go” decision points in the project will be reached.

Back to Section 7.3.

A.39. Communications Plan

If a separate Communications Plan has been created you should provide reference to it in this section in place of the table below. 

It is mandatory that this section is completed for the kick-off meeting. The information must include data that is available at the time of the meeting.

Describe and/or provide reference to a Communications Plan. Describe who needs project information, how it is disseminated, from whom information is needed and the frequency of these distributions. Describe what kinds of information are available and how it should flow as well as who is responsible for the distribution of the different types of information either by role, name and/or e-mail group. The matrix below is provided as a sample for small projects.

	ID
	Communication Item
	Provided/ Received

(P/R)
	Audience/Provider (A/P) 
	Media
	Frequency
	Responsible Provider (Specific person)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Back to Section 8.

A.40. Risk Management Plan

Risk Management is the art and science of identifying, analyzing, and responding to risk factors throughout the life of a project and in the best interests of its objectives. The project identifies, analyzes, tracks, and monitors risks that may negatively impact the project’s performance, costs, and schedule as well as any risks that impact other projects.

If a separate Risk Management Plan has been created you should provide reference to it in this section in lieu of sections provided.

This plan is mandatory to be completed including conducting a risk identification session prior to the project kick-off meeting to list specific risks that may negatively impact project performance, cost or schedule. 
Refer to sections A.41 – A.43 for details.

Back to Section 8.

A.41. Risk Management Overview

Provide a high-level overview of the project’s risk management activities. The project may describe the conducting of a risk identification session, the periodic review of risk, the assignment of risk owners, the mitigation process when risks occur, and the inclusion of risk associated with test execution.

Back to Section 9.1.
A.42. Risk Identification List

The risk identification table is a tool that assists the project with recording the risks. Ensure that the “risk characteristics” for each risk are documented:

· Risk identifier – a unique numerical designation.
· Date raised – date that the risk was identified.

· Description – a statement in detail that specifies the nature of the potential risk.

· Risk impact - an evaluation of project risks and performance variances to determine the effect on project variables such as quality, scope, cost and schedule. Designate the risk impact as High (H), Medium (M), or Low (L).]

· Risk severity – an estimate of the potential damage if the risk event were to occur. Designate the risk severity as High (H), Medium (M), or Low (L).]

· Risk Owner- the person who is responsible for driving the mitigation of the risk.
· Risk response – transfer, avoid, contain, insure, and accept

List the risks identified during the risk identification session. Specify the impact, severity, risk owner, and response for each risk.

	Risk #
	Date Raised
	Risk Description/Text Description
	Risk Impact
	Risk Severity
	Risk Owner
	Response (Tr/Av/Cn)

(In/Ac)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	Response Legend:
	Tr
	Transfer. Reassigning the risk to another group, department, or organization.

	
	Av 
	Avoid. Change the project plan using Change Control processes 

	
	Cn
	Contain. Mitigation and contingency planning. Mitigation seeks to reduce the probability or impact of a risk to an acceptable level. Contingency planning identifies alternative strategies to be used to ensure continued project success if specific risk events occur.

	
	In
	Insure. Involves preplanned arrangements with external organizations or third parties. 

	
	Ac 
	Accept. Accept the consequences of the risk occurrence without further action.


Back to Section 9.2.
A.43. Risk Tracking and Mitigation
Describe how the project tracks risks from risk identification to closure. If the project utilizes an automated tool, such as Rational ClearQuest, specify the automated tool. If the project tracks its risks manually, specify the documentation and where it is stored.  If slippage were to occur, list mitigation plans.
Back to Section 9.3.
A.44. Configuration Management (CM) Plan

If a separate Configuration Management Plan has been created you should provide reference to it in this section in lieu of sections provided.

This plan is mandatory to be completed for the Kick-Off meeting. 
The plan describes and references the disciplined and structured process that identifies all initial versions of configuration items (i.e., RSD, SDD, Use Cases, Class Diagrams, etc), controls changes to those configuration items, and records and reports change processing status. 
Refer to sections A.45 – A.50 for details.
Back to Section 10.
A.45. Configuration Identification

List all software and hardware configuration items (CI). CIs may be specific technical documentation selected as part of the baseline and the production schedule of these documents. The software CIs may include library structures consisting of documentation, source code, object, etc. The following list contains potential CIs:

· Requirements Document;

· Design Document;

· User Manuals;

· Test Plan;

· COTS Hardware; and

· COTS Software.

For each CI, list, its hierarchy, version-numbering scheme, and who will maintain it. 

	Configuration Item 
	Hierarchy
	Version # Scheme
	Maintained by

	
	
	
	

	
	
	
	


Back to Section 10.1.

A.46. CM Library

The CM Library is a repository for all released software media and documents that represent official product configurations that are maintained and controlled by CM. Copies of master documents or software media may be released by the CM librarian and should be specified if they are to be updated or are for reference. Explain how the Project Team uses the CM Library.

Define the operation and responsibilities of the Software Development Library used during development of the software to provide a controlled environment for partially or conditionally completed computer program documents and media. It is established at the start of the software design process and continues until the end of the project.

Address security of the library (not the system). Identify the disaster facility or archival repository. Describe disaster scenarios and responsibilities. Explain how often backups are made and where they are stored. Describe recovery procedures and data retention periods. Include temperature control, humidity, and security measures involved. If the project has a Contingency Plan, refer to it in this section.

Back to Section 10.2.

A.47. Change Request Management

The change request originator is responsible for prioritizing the Change Request (CR) for decision-making. Standard priorities are the following:

· Critical applies when system capability is prevented or seriously degraded. A critical problem may not have time to go through a Change Control Board (CCB). It must; however, have approval from the CCB Chairperson before correction. The critical change request will go through the next CCB to allow members the opportunity to review the information.

· High applies when system capability is significantly degraded or the potential exists for serious degradation.

· Medium applies when system capability is affected, but not a serious degradation in performance or usability.

· Low applies when there is a request for cosmetic changes or enhancements to the system.

Define the process of change management to be applied for each different type of CI. For example, code, documents, hardware, etc. 

When the CCB is established, identify the members. In the initial planning stages, you may identify the role of each member instead of the actual member’s name. For example, the CCB may consist of the Development Manager, Software Quality Assurance (SQA) Manager, Key Developer, Key Functional Analyst, Release Manager, Product Support Release Coordinator, Trainer, VISN 3 CIO, Sponsor, Scribe, CM Manager, etc. As each name is known, replace the member role with the actual name. For each member, indicate if the member has voting authority.

Back to Section 10.3.

A.48. Interface Control

Interfaces are common boundaries between two or more systems. Identify the interfaces to be managed. Describe the procedures for identification of interface requirements, establishment of interface agreements, and participation in Interface Control Working Groups (ICWGs).

Include interfaces to external systems such as Commercial Off-the Shelf software and National Databases, as well as, Graphical User Interface (GUI) or Web based client applications and inter-facility applications.

Explain CM’s role in the coordination of interface management reviews, organization of ICWGs, and the collection and coordination of interface management recommendations.

Back to Section 10.4.

A.49. Subcontractor/Vendor CM Compliance

Identify the method project CM will use to ensure subcontractor/vendor compliance with the CM guidance in this plan. How will the project CM be performed by the subcontractor/vendor? Identify what reports, measures, and oversight project CM will have with subcontractor/vendors. Identify any contractual agreements, Memoranda of Understandings that will be created to identify this in more detail. Identify the composition and schedule of audits to be performed on subcontractor/vendor CIs.

Back to Section 10.5.
A.50. Software Documentation

Specify directly, or by reference, the documentation plan for the software project. The documentation plan shall specify configuration management and version control requirements along with storage and media requirements.

Back to Section 10.6.

A.51. Testing

If a separate Master Test Plan has been created you should provide reference to it in this section in lieu of sections provided.

The Master Test Plan describes as the process of validating and verifying that the software program/application/product meets the business and technical requirements that guided its design and development and works as expected,  and can be implemented with the same characteristics.  The plan describes how it will meet the following objectives:

· Provide test coverage for 100% of the documented requirements

· Execute 100% of the test cases during User Acceptance Testing

· Create, maintain and control the test environment

This plan is mandatory to be completed for the Kick-Off meeting. The plan must include data that is available at the time of the meeting. Refer to sections A52 – A53 for details.
Back to Section 11.

A.52. Testing Overview

Provide a high-level overview of testing and the purpose of the tests. Describe the range of items to be tested and items not to be tested.

Back to Section 

 REF TestingOverview1 \r \h 
 \* MERGEFORMAT 11.1.
A.53. Types of Test

Specify the Types of Test to be performed. The Types of Test are defined in the Product Build and Test and Certification Process Maps located on the Process Asset Library (PAL). Further guidance can be found in the OED Testing Guide.

Back to Section 

 REF Stages_of_Test \r \h 
 \* MERGEFORMAT 11.2.
A.54. Quality Assurance Plan

If a separate Quality Assurance Plan has been created you should provide reference to it in this section in lieu of sections provided.

This plan is mandatory to be completed for the Kick-Off meeting. The plan must include data that is available at the time of the meeting. Refer to sections A55 – A58 for details.
The Quality Assurance (QA) Plan details the overall approach to quality assurance activities for a project. The plan documents how the project defines, implements and assures quality during the software development process.  The plan is also a communication vehicle for the entire project team, including the project manager, development manager, developers, test analysts, SQA analysts, technical writers, functional analysts, other project teams, and users.  

Back to Section 

 REF QualityAssurancePlan1 \w \h 
 \* MERGEFORMAT 12
A.55. Quality Factors

Identify what is needed to ensure quality work products. This should include identifying requirements-based quality factors and any associated quality controls that ensure implementation of the quality factors. Depending on the respective project’s requirements, the following quality factors may be applicable: correctness, reliability, efficiency, integrity, usability, maintainability, testability, flexibility, portability, reusability, and interoperability. Associated quality controls include, but are not limited to, RSD review, documentation reviews, SDD review, code review, and testing. This information may be copied from the Project Summary Document.

Back to Section 12.1.

A.56. Roles and Responsibilities

	Role
	Responsibility

	
	

	
	

	
	

	
	

	
	


List the roles and responsibilities of each role. The project's SQA Manager’s responsibilities will include interfacing with various project entities and coordinating the SQA activities outlined in this document.

Describe how the Stakeholders/SMEs interact with the SQA Manager to ensure that delivered products fulfill their needs. This may entail anything from providing information required for contract performance to participating in meetings together.

Briefly describe how the members of the team will play an active role in SQA activities. The Project Team consists of the Development Team, the Release Manager, and Implementation Team members. Briefly describe how each member of the team interacts with the SQA Manager as both parties proceed through the software development life cycle. For example, “The SQA Manager and developer participate in Artifact Reviews, ASSESS Reviews, DD Reviews, HL7 Reviews, Integration Agreement Reviews and testing.” For each review, define the interaction as follows:

Artifact Reviews –The SQA Manager schedules reviews and implements quality practices. The developers prepare for the reviews and participate in the reviews, and perform any necessary follow-up as a result of the reviews.

If applicable, describe how SQA activities interact with CM activities. CM activities involve identifying the configuration of the software and related work products at given points in time, systematically controlling changes to the configuration, and maintaining the integrity and traceability of the configuration throughout the software development life cycle. The work products placed under CM may include the software products that are delivered to the customer (i.e. code or requirements document), items that are created in the process of producing these software products (i.e. project plans, test plans, design documents), and the items that are identified with or required to create these software products (i.e. data models). The SQA Manager interacts with CM by ensuring that CM activities are performed in accordance with standards, plans, and procedures, and by providing guidance and assistance as needed; particularly in the interpretation of standards, specifications, policy, and procedures.

Describe how Test Personnel interact with SQA activities. Test activities include all testing, both internal and external to the Project Team. Some of Test Personnel activities may include conducting the following tests: unit testing, integration testing, system testing, regression testing, and field testing.

Back to Section 12.2.

A.57. Artifact Reviews

Describe which artifact review(s) will be performed and the Development Team member responsible for the reviews. Refer to Artifact Review Guide, for instructions on conducting artifact reviews. The table below lists the entire mandatory artifact reviews as stated in the Quality Policy. Enter 'No' if a particular Artifact Review is not required for this particular type of project.

	Reviews
	Applicable? (Y/N)
	Date Performed
	Responsible Person

	
	
	
	

	
	
	
	

	
	
	
	


Back to Section 12.3.

A.58. Artifact Review Reports

List the artifact review reports that will be produced, who they will be distributed to, and where they will be stored. These will consist of the <name of artifact> Review Findings Summary. 
Back to Section 12.4
A.59. Metrics Plan

It is mandatory that this section is completed for the kick-off meeting.

Describe the metrics plan using the table provided below. The Metrics Plan accounts for measurement and provides the quantitative information required for effective project management and process improvement. Measurements of size, effort, duration, anomalies, change requests, test incidents, and staff, combined with environmental characteristics, are used to monitor current projects and to provide the historical information necessary to estimate future work. Analysis of historical information is used to identify areas for process improvement and to determine the effects of process improvement efforts.

	Measures
	Planned
	Revised
	Actual
	Comments

	Size
	
	
	
	

	Effort
	
	
	
	

	Duration
	
	
	
	

	Anomalies
	
	
	
	

	Change Requests
	
	
	
	

	Test Incidents
	
	
	
	

	Staff
	
	
	
	


Back to Section 13.

A.60. Resource Plan

It is mandatory that this section is completed for the kick-off meeting. Refer to sections A.61 – A.67 for details.
Back to Section 14.

A.61. Roles and Responsibilities Matrix

A roles and responsibilities matrix is a graphical representation for depicting the roles and responsibilities of Project team members. It consists of a chart documenting roles and responsibilities of the Project team, the customer, and suppliers. The responsibilities should address all the specific project elements. Elements include processes, work to be done, deliverables, and outputs. This matrix assigns who is responsible for specific project activities. Assign a responsibility code to define the type of responsibility. Enter “N/A” if no responsibility is to be assigned for the activity.  Provide an organizational chart as well.
	Activities
	Project Mgr.
	Project Planner
	SQA
	Developer
	Functional Analyst
	Technical Writer
	Security Engineer
	Financial Manager

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Responsibility Code:


	R =
	Responsible for the process

	A =
	Approves/ accepts the deliverables from the process

	C =
	Consult for inputs, information, and/or contributory deliverables

	I =
	Information needed about the status and content of the deliverables


Back to Section 14.1.

A.62. Staffing Plan

The staffing plan is an essential part of the Contract or Project Management Plan because it provides the link between the human resource requirements identified in the baseline schedule and the specific personnel for the Contract or project.

This worksheet is a resource plan to address labor requirements for a project. This worksheet identifies the number of people, job category and skills, and time frame. Timeframe may be any selected periods that work for the Project Plan, typically by the month.

Data for the table below may be extracted from TeamPlay.

	Task
	Type of Resource
	Year:

	
	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Requirements
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Design
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Build (Coding)
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Testing
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	
	
	
	
	
	


Back to Section 14.2.

A.63. Staffing Plan Summary

This plan is a high-level head count projection within categorized areas of staffing needs. Enter the estimated and actual number of Full Time Employees (FTEs) the project will need for each resource.

Data for the table below may be extracted from TeamPlay.

	Area of Staffing
	Total FTE
	Jan
	Feb
	Mar
	Apr
	May
	Jun

	
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.

	<Resource 1>
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource 2>
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource n>
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Staffing Notes
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Area of Staffing
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.
	Est.
	Act.

	<Resource 1>
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource 2>
	
	
	
	
	
	
	
	
	
	
	
	

	<Resource n>
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	

	Staffing Notes
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Back to Section 14.3.

A.64. Material Resource Acquisition/Reallocation Plan

Describe and/or provide reference to the Acquisition Plan.  The objective of this plan is to optimize the patterns of material resource acquisition activities over the life of the Contract or Project. Estimates calculated during the Contract or Project planning phase are used as the basis for the creation of this acquisition plan. The acquisition plan should include material resources needed over the life cycle of the Contract or Project.

	Resource 
	Supplier
	Qty
	Est. Unit Cost
	Actual Unit Cost
	Units
	Lead Time (days)
	Date Req’d
	Date

Acquired
	Re-allocated Date
	Reallocated Location

	Space
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Hardware
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Software
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Office Equipment
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Facilities
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Other Tools
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Back to Section 14.4.

A.65. Training Plan

Describe the process to coordinate the implementation and training for approved information technologies in collaboration with all other Office of Information services, and all other interested parties. This ensures efficient, effective and quality national rollout of information systems in support of health care to veterans for the VA, through its Veterans Integrated Service Networks (VISNs) and their health care facilities.

Back to Section 14.5.

A.66.  Production Support and Operational Support Functions

This section can contain, either directly or by reference, plans for the supporting functions of the project. 

Back to Section 14.6.

A.67. Recognition Plan

The Recognition Plan is management’s proposal for addressing the exemplary performance within the Project Team. A sample may be plans to have a bi-annual deliverable recognition ceremony to acknowledge performance in achieving project deliverables. This is only an example. The Recognition Plan is not limited to this.

Back to Section 14.7.

A.68. Reference Materials

Provide a complete list of all documents and other sources referenced in the Project Management Plan including all referenced policies and procedures.

Back to Section 15.

Attachment A - Approval Signatures

This section is used to document the approval of the Project Manaement Plan during the Formal Review.  The review should be conducted face to face where signatures can be obtained ‘live’ during the review. If unable to conduct a face-to-face meeting then it should be held via LiveMeeting and concurrence captured during the meeting. The Scribe should add /es/name by each position cited. Example provided below.

 //es// Kelli Montali________________________________________

Signed:







Date:

Kelli Montali

Director, Process Management Service

NOTE:  Delete the entire section above prior to final submission.

REVIEW DATE: <date>
SCRIBE: <name>
· __________________________________________________________

Signed:






Date: 

< Program/Project Manager >

· __________________________________________________________

Signed:






Date: 

< Business Subject Matter Experts Representative >  

· __________________________________________________________

Signed:






Date: 

< Software Engineering Representative >

· __________________________________________________________

Signed:






Date: 

< Software Development Manager > 

· __________________________________________________________

Signed:






Date: 

< Information Protection Representative > 

· __________________________________________________________

Signed:






Date: 

< Section 508 Compliance Representative >  
· __________________________________________________________

Signed:






Date: 

< Enterprise Infrastructure Engineering (EIE) Representative >  
· __________________________________________________________

Signed:






Date: 

< Field Operations and Development (FOD) Representative >  
· __________________________________________________________

Signed:






Date: 

< Independent Verification and Validation Representative >  
· __________________________________________________________

Signed:






Date: 

< Operational Readiness Testing Representative >  
· __________________________________________________________

Signed:






Date: 

< Release Management Representative >  
· __________________________________________________________

Signed:






Date: 

< Product Support Representative >  
· __________________________________________________________

Signed:






Date: 

< Implementation Manager >  
· __________________________________________________________

Signed:






Date: 

< Planner >  
· __________________________________________________________

Signed:






Date: 

< Training Manager >  
· __________________________________________________________

Signed:






Date: 

< Contracting Officer >  
· __________________________________________________________

Signed:






Date: 

< General Counsel >  
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