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· 
1.0 Project Overview
· State the business case or the problem that this project will be solving. 
· 
· 

· 
· 
· 

· 
· 
· 
· 
· 
· 
· 
2.0 In Scope

· List the deliverables that are to be included in the scope of the project.  These deliverables should support the business case and/or the problem.
3.0 OUT OF SCOPE

· List the deliverables that will not be included in the scope of the project.  This list should indicate which deliverables would not directly support the business case and/or the problem.
4.0 Deliverables

List the deliverables expected to be produced in order to complete this project, the date they are due and the person responsible for delivering them.  Also indicate the % of the persons time will be needed to complete these deliverables.

	Deliverable
	Date Due
	Person/Role Responsible
	% Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Resource Name
	Duration
	Start
	End
	% Needed

	
	
	
	
	

	
	
	
	
	


· 
· 


· 
5.0 Project Operating Procedures
5.1 Project Training Plan
· Use this section to further define the training requirements. An example of training needs may include: 

· Skills that are required to complete the project (training on existing system)
· Training courses, programs, seminars and planned on-the-job training


5.2 Project Change Control Rules
· Determine and document the ground rules for processing project change controls by establishing thresholds that will be applied for reporting and obtaining approvals of changes.  An example of Change Control rules may include:
· 
· 
· 
· Schedule – If the project dates are delayed or accelerated by more the 10% of the project elapsed time or two weeks, whichever is less.
· Budget (purchases, hours, and dollars) – the cumulative amount of changes equal or exceed 10% over/under budget or 100 hours, whichever is less.












5.3 Project Communications 
· The following are required for each project:

· Project Documentation will be stored in Sharepoint

· Project Plans

· Status Meetings with Meeting Minutes

· Status Reporting

· Issue Lists

· Budget Tracking
· List other reporting for this project
· Document schedules for periodic communications
· State the methods of communication between all affected project groups

· Determine communication method for tracking the work to be performed. 
· Document project standard response timeframes for e-mail, phone messages, etc.
· 
· 
· 
· 
· 
· 
5.4 Vendor Subcontract Completion and/or Acceptance Criteria
· Negotiate with the vendor and document the completion and/or acceptance criteria of the subcontracted work product(s). (Once a work product is complete, it is assumed that any additional effort expended is beyond normal maintenance of the implemented functions.)  Examples include:

· The percent of acceptable anomalies in the delivered product

· The definition of “Implementation”

· Documentation requirements
5.5 Completion Criteria and Acceptance Criteria
5.5a Completion Criteria

Project completion criteria are used to determine the completion of key project activities or tasks and the readiness to initiate subsequent activities or tasks.  Projects are to establish a structured method for defining the dates associated with project milestones, reviews, and deliverables and the completion criteria associated with each date. 

Examples of the types of completion criteria that might be used for project activities are as follows.

· All action items closed

· System is fully tested

· No known “show stopper” defects
5.5b Acceptance Criteria

Acceptance criteria include the conditions, standards, and requirements that a system must satisfy in order to be accepted by the customer or users of the system.  Acceptance criteria should be documented for each deliverable of the project.
6.0 Project team information

· List all project members and their roles.  The core project team consists of the individuals who have the most input and/or are the primary stakeholders in the project.  




	Core Team Role
	Name(s)
	       Phone Number(s)
	Email Address(es)

	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 











7.0 Project Management 

7.1 Assumptions
· Information you are aware of that you know is true and accurate. Assumptions can pertain to budget, resources, and schedule.  











7.2 Project Constraints/Impacts
· Factors that are pre-determined that affect the project.  Predefined budget, dependences, imposed dates.










7.3 Project Estimates and Budget

· List the source of funds (grant, general), document the method used to estimate the budget. 








7.4 Project Phase Dates/Milestones

· List the phases of the project and the planned start and end dates.  Once the phase has actually started, updated the actual start and end dates.  In the even the planned date is not met, indicate what the new start and end date is in forecast.




	Phase
	· Planned
	Actual
	Forecast
	    Comments

	· 
	Start
	End
	Start
	End
	Start
	End
	· 

	· 
	· 
	· 
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 
	· 
	· 
	· 



8.0 RISK MANAGEMENT
8.1 Application Risk Management

· Indicate any risks associated with the application being used for this project.

· 






8.2 Project Risk Management
· List all high exposure risks in this document.  Manage and report on risks in MS Project Server.

9.0 AGREEMENTS

· List the appropriate stakeholders and project team members who are required to sign off on the project plan upon initiation.

9.1 Original Agreement
· 
	Role
	Print Name
	Signature
	  Date

	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 



· 
· 
10.0 Revision HisTory
· List revision history below.  Determine if revision is significant enough warrant additional agreement.
· 
· 
· 
· 
· 
· 
	Version #
	Revision
 Date
	Revision Description
	Revision Reason
	Revision Owner

	· 
	· 
	· 
	· 
	· 
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