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Project Plan Guidance Template

	Project Name:
	
	Control #

	Project Name:
	

	Agency(s):
	

	Program Area(s):
	

	Sponsor(s), Business Owners(s):
	

	Project Manager:
	Please insert name, title, and contact information

	Date:
	

	Notes:  
	Underlined sections are required. 
Modify non-required sections as needed, including adding or removing non-required sections.   The Project Plan Template and supporting plans, attempt to support both: Design / Build or COTS.  Please remove or N/A sections that do not apply, or add sections as needed. 

In the “Annotated Guidance Template”, the italicized text provided as guidance, to aid project managers in achieving OSCIO and LFO stage gate approval. 

The companion “Base Template” with no annotation - is used to conveniently enter project information while using, complying with, and maintaining the “Guidance Template” for reference. 

If a major Stage Gate governed project - contact OSCIO for the latest stage gate and independent quality assurance details.  Gates approval process understanding should be agreed by PM, PMO, and OSCIO.
IRR number may be used as Control number. 

[See PMBOK Chapter 4.2 Develop Project Management Plan]







Project Plan Reviews and Approvals
	Version Control

	Version
	Change Description 
	Date

	
	
	

	
	
	

	
	
	

	Internal Agency Review or Approval  (Include Sponsor, Business and Partners)

	Name
	Title/Position/Role
	Date

	
	
	

	
	
	

	
	
	

	External Review or Approval (include: Independent QA, Consultant and Contractor)

	Name
	Title/Position/Role
	Date

	
	
	

	
	
	

	
	
	

	OSCIO / LFO - Stage Gate Endorsements for Major Projects (fill out by OSCIO Analyst)

	
 Stage Gate 
	Approval / Name / Role
	Comments / Notes / Date

	Gate #1 High Level Plans, 
	
	

	Gate #2  Refined Detailed Business Case
	
	

	Gate #3  Go for Execution, Refined Detailed Project Plan and Supporting Plans
	
	

	Gate #4 + As requested by OSCIO, and near end - Product Acceptance, Benefit Realization
	
	

	Other Endorsements or Non-Stage Gate Projects
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[bookmark: _Toc425344478]Project Plan Overview
[See PMBOK Chapter 4.2 Develop Project Plan]
[bookmark: _Toc425344479][bookmark: _Toc138653649]Project Summary
Briefly cover the project background and summarize:  Who, What, When, Where, How and Why the project is being initiated.   Is the project focused on lifecycle replacement; upgrade of existing or deployment of new hardware, software, information systems, or telecommunications infrastructure? Has the agency does this type of project before?
[bookmark: _Toc425344480]Sponsor(s) and Partner(s)
Identify sponsor by name, title and describe authority and role of the sponsor for this project. List partners and describe partner involvement in the project:
· Other Oregon State Agencies
· External SaaS providers
· State or Agency Procurement Offices
· Local, County, Federal or other external  government
· DAS, OSCIO or ETS
· Contractors with partnership or project level role
· Other organizations
[bookmark: _Toc425344481]Problem or Opportunity Statement 
Identify the problem, opportunity, or mandate [legislative, Federal, etc.]. Present the problem or opportunity in agency program or business terms.
[bookmark: _Toc425344482]High Level Business Requirements
This section should identify such items as high level functional requirements such specific functionality from a customer or business user perspective.  Describes what must be accomplishing for the customer.  Describe what high business requirements must be delivered.   

	Customer or Solution’s Requirements
	Measure or  Notes
	Priority

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc425344483]Project Intended Outcomes
Express the outcomes (financial/non-financial), which are the intended benefits or results.  Include citizen or public use outcomes, Use numeric or other quantification where possible.

	Project Intended Outcomes
	For / To Whom
	Priority

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc425344484]Strategic Alignments
· [bookmark: _Toc138653655]Agency Wide Strategic Plans  and Agency Business Goals or Objectives
· Agency Business Line, Plans, Goals, Objectives
· Agency Information Technology Plans, Strategy, Goals Objectives
· Oregon or Federal Statutes, rules, executive orders, legal requirements
· Oregon Statewide Enterprise or IT policy and standards
· Enterprise or Cooperative SaaS  shared IT infrastructure, systems, data or services 
[bookmark: _Toc425344485][bookmark: _Toc399429352]Modularity Planning
Describe if the solution will be implemented in an incremental or modular fashion to reduce risk, add value and provide working functionality transferability.  Indicate specific (Modularity or Re-usability of the solution) Plan for modular reuse of project artifacts and software modules to the maximum extent possible.  Document/describe how the solution will be documented and packaged in such a way that other agencies can re-use the work. To support reuse submit the core plans and supporting documents to the Enterprise PPM Tool via the OSCIO PPM solution manager for possible sharing with others who do similar projects.  The state can gain significant benefits from reuse of project artifacts, research and risk analysis work
[bookmark: _Toc425344486]Organizational or Business / IT Process Impacts
[bookmark: _Toc398810384][bookmark: _Toc398810385]Describe the current “As Is” Business process affected, Project Related Business or IT Process or Organizational Change Required.  If extensive a separate supporting plan can be created.

	AS IS NOW – Business Process with IT Component

	Business Service Process Area
	Business Activity or Process
	Related IT Process or Application 

	
	
	

	
	
	

	
	
	

	TO BE AFTER PROJCT - Business Process with IT Component

	Business Service or Process Area
	Adapt Business Activity
	Adapt IT Process or Application

	
	
	

	
	
	

	
	
	



[bookmark: _Toc425344487]Project Management Plan Details 
[bookmark: _Toc425344488]Stakeholder Management Plan
[See PMBOK Chapter 13 Project Stakeholder Management]
The stakeholder analysis can result in a stakeholder classification – such as Supporter/Neutral/Resistor.   Identify the management strategies required to effectively engage stakeholders.  Project managers should be aware of the sensitive nature of the stakeholder management plan and take appropriate precautions.  For example, information on stakeholders who are resistant to the project can be potentially damaging and due consideration should be given regarding the distribution of such information.  The stakeholder management plan can be formal or informal, highly detailed or broadly framed, based on the needs of the project. The stakeholder register should be updated on a regular basis.  The stakeholder management plan often can include:
· Support / Resist / Neutral
· Engagement level or impacted level
· Scope and impact of change to stakeholders
· Identified interrelationships and potential overlap between stakeholders
· Stakeholder communication requirements and preferences. Information to be distributed to stakeholders.  Time frame and frequency for the distribution of required information to stakeholders; and
· Method for updating and refining the stakeholder management plan 
[bookmark: _Toc425344489]Stakeholders Register
	Stakeholder Name / Title / Role
	Needs / Engagement Level
	Support / Resist / Neutral
	Comments / Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc425344490]Project Manager (PM) and Team Members 
· Project Manager.  Specify the assigned project manager and define responsibility and authority.  If a longer or more costly project, will team members report to the PM for the project timeframe?  If Matrix defines the PM’s relationship to team members reporting managers.   PM responsibility and authority for example:  Team – selection, supervision, scheduling and management.  Project Budget – Budget management, approval of expenditure of funds, changes to project budget, up to $100k over the project lifecycle.  Project Schedule – changes to project schedule up to 60 days over the project lifecycle.  Project Scope – authorize changes to project scope only with approval of the steering committee or sponsor.   Procurement/Contracting – management of contractors, acceptance of deliverables.  

· Project Team.  Project team members can be designated as CORE or EXTENDED, with CORE team members working the project on a full time or daily basis.   Roles can include; Project Manager, Project Coordinator, Administrative Support, Analyst, QA Analyst, Security Analyst, Business Analyst, Requirements Analyst, Technical Lead, Developer Lead, Operations Lead, Hardware Technician, DBA, Trainer, Web Designer, Business Lead, Technical Writer, Architect, Systems Engineer, Software Engineer, Developer, Tester, Helpdesk Lead, Field Services Lead,  Lead Power User  Contractor, Contractors Manager, Other Manager.
	
	Project Team Member Name / Title
	Role / Core / Extended
	Source
	% of FTE

	J. Jones, ISS 7, PM
	Project Manager, Core
	In House
	80%

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: See also TAB Project Roster and Staffing Supporting Plan, RACI Matrix and Team Member Assignment Agreement, when more detail is needed. Optionally include a Project Governance/Organization Chart or Graphic.
[image: ]

[bookmark: _Toc425344491]Project Goals
List measurable goals, and related success criteria for this project.  To the greatest extent possible, project goals and success criteria should be expressed in business terms and focused on what the project aims to achieve for the state, agency, program area, sponsor, customer, or the public.
· Project objectives should be SMART: Specific, Measurable, Attainable, Realistic and Timely.  
· Commonly used criteria to judge projects are: 

· Project delivery within allocated budget/cost
· Project delivery within required schedule targets
· Customer satisfaction
· Enhanced product/service quality 
· Improved information flow 
· Improved employee productivity
· Stakeholder satisfaction
· Adherence to/delivery of required or desired project scope
· Achieving financial objectives
· Achieving technical objectives
· Receiving customer approval or acceptance
· Processing time/service level targets
· Meeting and satisfying federal, state, local government mandates
· Meeting contractual or other legal or regulatory requirements


	Objectives or Goals
	Measure or Notes
	Priority

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc425344492]Deliverables 
If the project is fully contracted out, a deliverables based contract is required per State CIO.  For multiple contracting projects, contact OSCIO for clarification and consultation.

	Deliverables
	Measure or Notes
	Priority

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc425344493]Requirements Management Plan
[See PMBOK Chapter 5.2 Collect Requirements]
Document how requirements will be analyzed, documented, managed and controlled throughout the project lifecycle. Define how acceptance or non-acceptance of deliverables will be managed.  A Requirements Management Plan can include: How requirements activities will be planned, tracked, reported and managed. Requirements prioritization process, Measures that will be used and the rationale for using them; and Traceability structure to reflect which requirement attributes will be captured on the traceability matrix
[bookmark: _Toc425344494]High Level Requirements
	Customer or Business Need
	High Level Requirement
	Priority
	ID #

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note:  These are the high level Requirements from the customer’s perspective.  The lower level Technical Requirements can be documented in the in Requirements Supporting Plan or the Requirements Traceability Matrix is used to track accomplishment of meeting requirements.  
[bookmark: _Toc425344495]Scope Management Plan
[See PMBOK Chapter 5 Project Scope Management]
Document how the project scope will be defined, approved and managed throughout the project’s lifecycle.  The scope management plan can be formal or informal, broadly framed or highly detailed, based on the needs of the project. The major components of a scope management plan can include: Process for preparing a detailed project scope statement
How formal acceptance of the completed deliverables will be obtained; and Process to control how requests for change to the detailed project scope statement will be processed. 
[bookmark: _Toc425344496]Scope Statement
Scope Inclusions:
· Business Features and Functions
· Technical Features and Functions
· Requirement Areas
· Completion / Acceptance Criteria 
Scope Exclusions or Boundaries
Assumptions, Dependencies and Constraints
What are the critical dependencies between this initiative and other agency projects/initiatives - what has to be “true” in order for the project to achieve the aims for which it is being initiated? What are the assumptions, dependencies and constraints critical to the initiation, planning and successful execution/completion of this project?  Is there a deadline by which a solution must be in place? Is there a known maximum not to exceed budget available to spend on this project?  Are there funding constraints/strings attached to available funding that have caused the agency to include or exclude available alternatives?  
[bookmark: _Toc425344497][bookmark: _Toc398195969]Project Governance Framework
[bookmark: _Toc425344498]Project Governance Framework, and Change Control
[bookmark: _GoBack][See PMBOK Chapter 2.2.2 Project Governance, Chapter 4.5 Integrated Change Control and Chapter 2.1.3 Organizational Structures]
How will the project be governed, managed, and controlled?  Governance includes a framework for making decisions; defines roles, responsibilities, and accountabilities for the success of the project; and determines the effectiveness of the project manager and team.  Examples of the elements of a project governance framework can include:

· Business Owner, Sponsor and Accountable Managers
· Responsible Managers PM, others, and backup or Coordinator(s)
· Key Stakeholders Boards, Commissions or other oversight groups
· Partners, Contractors managers and governance
· Use of RACI charts – roles and responsibility assignments Steering 
· Agency IT management or CIO governance
· Committee or other Boards, or Management Teams involvement
· Charter approval authority, charter review schedule
· Agency and Contractor PMO governance
· Change Control process and approving authority
· Dollar and Time amount under Project Manager’s decision authority.
· Status report frequency and format
· Independent 3rd Party Quality Assurance
· Agency Business management accountability
· Independent auditing, internal or external management reviews
· Project, quality, risk, change reviews
· Gate or review approval process – Agency CIO or business lines
· State Gate approval process – OSCIO including  Statewide Enterprise PPM System Project Entry
[bookmark: _Toc425344499]Project Logs
What project logs will be maintained and updated at what frequency?  See - Project Logs, Issues, Action, Risk, Change and Decision Logs Artifact for an Excel logging artifact for all logs in one spreadsheet. 
[bookmark: _Toc425344500]Project Management Methodology Approach
· Dedicated or part-time fractional project manager 
· Contracted project management or team resources
· Team members Matrix fractional staffing
· Core and Extended Team members
· Formal or Informal project management processes
· Waterfall, Agile or Other Methodology
· Will the Project Manager have direct management/supervisory responsibilities for staff throughout a portion or the full duration of the project?  
· Will a business case or feasibility study be performed? 
· Will the State CIO (OSCIO) Enterprise PPM system be used? 
· Will a proof of concept test/pilot be performed?  
[bookmark: _Toc425344501]Project Status Reporting Framework
· Schedule Status Reports 
Weekly, Monthly, etc.
· Inclusions: Quality, Risk, Scope, Cost, Schedule, Resources, Governance, Other
· Metrics
Metrics:  For example if schedule varies from baseline by 15 % or 60 days (whichever is greater) then status is Yellow for schedule.  Allowable Project Management Metric for status variance measurement examples: 

	Project Component
	Yellow Status Variance (example)
	Red Status Variance

	Schedule
	15% or 60 days

	30% or 120 days

	Budget
	 10 % or $100k

	25% or $250k


· [bookmark: _Toc398652724][bookmark: _Toc398712110]Schedule Major Project over 3 years – Re-baseline if over 2 years behind or 50% whichever is less.
· Schedule less than 3 years – Re-baseline if over 1 year or 50% behind schedule, whichever is less.
· Budget – Major Project over $1 million - $1 million or 25% whichever is less
· Budget – Project less than $1 million - $250k or 50% whichever is less
Note: Document Re-baseline decisions through change control.
[bookmark: _Toc425344502]Staffing Management Plan 
[See PMBOK Chapter 9 Project Human Resource Management]
For larger projects use the TAB Staffing Supporting Plan, RACI charts and Assignment Agreement artifacts when needed.  The staffing management plan describes when and how project team members will be acquired and how long they will be needed.  It describes how the human resource requirements of the project will be met.  The plan should be updated throughout the project.  The staffing plan documents and describe when and how project team members will be acquired and how long they will be needed.   Information in the staffing management plan can include:
· Staff acquisition and release plan
· Team Resource calendars, Team member Resource Calendar, and availability / vacation schedules 
· Team Roster - Agency Staff FTE and Contractors assigned to the project? If Staff Time is fractionalized, include % committed to project on team register. Matrix team – Include Staffs Line Manager(s) involvement
·  RACI Roles and Responsibility Chart
· Sub Team Leads, SME roles and specific roles
· Individual or Team Progress Reports
· Recognition and rewards
· Staffing development or training needs
· Backup roles- 2 deep on key roles
· Contingency staffing considerations
[bookmark: _Toc425344503]Cost and Budget Management
[See PMBOK Chapter 7 Project Cost Management]
[bookmark: _Toc425344504]Cost and Budget Management Plan
The cost management plan describes how the project costs will be planned, structured and controlled.  Document/describe the approach, tools and techniques or process, that will be used for planning, estimating, managing, expending and controlling project costs so that the project can be completed within the approved project budget.  Document the sources of and key assumptions regarding cost data and available approaches for project financing. Manage and track cost actuals, change requests that effect budget.  Take corrective action when cost variance is identified, monitor work performance against funds expended.  Keep sponsor and key stakeholders informed.  For example, the cost management plan can establish the following:
· Level of Precision or Accuracy
· Control thresholds or measurement methods 
· Reporting formats and timeframes
· Procedure for cost estimation, budget approval/management
· Procedure for cost recording, accounting and reporting

[bookmark: _Toc425344505]  Cost or Budgeting Estimates
Basis:  Describe the process or approach for Resource Cost Estimating – Staffing, Software, Hardware, equipment, materials and supplies.  For example the basis can be – Analogous (past similar example) or Bottom-Up (time to tasks) estimating. Total Budget is defined as the sum of costs for all project lifecycle phases, including contract services, software, hardware, internal staff costs, capital costs (i.e. debt service), and indirect and overhead costs including S&S.  Note: In general it is recommended that PM’s establish the formal baseline later in the planning phase near execution phase.  Express early cost as estimated ranges and give the basis or reasoning for the range.
· Funding Sources (General Fund, Federal Fund, Lottery Fund, Other Fund, Grant Funds, bonding, Base or POP, Partner or other)
· Total cost for all biennium for the current biennium
· Total cost to implement
· Cost per year after implementation to support
· Total cost (project, and ongoing operations) at 5 years

	Project Cost Estimates

	Project Cost in $1000's
	2015
	2016
	2017
	2018
	2019
	Total for Five years
	 
	Ongoing Yearly

	Staffing Costs

	State FTE / LD / Temp
	$0
	$0
	$0
	$0
	$0
	
	 
	 

	Contractor Professional Services (S&S)
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Other Staffing
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Infrastructure or ETS Costs

	Server Hosting Initial
	$0
	$0
	$0
	$0
	$0
	
	 
	 

	Other Infrastructure Cost
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Yearly Server Hosting
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Software Costs

	SW License 
	$5
	$0
	$0
	$0
	$0
	
	 
	 

	SW Other
	$5
	$0
	$0
	$0
	$0
	
	 
	 

	SW Yearly Maint / Support
	$5
	$0
	$0
	$0
	$0
	
	 
	 

	Hardware Costs

	HW Lease / Purchase
	$0
	$0
	$0
	$0
	$0
	
	 
	 

	HW Other
	$0
	$0
	$0
	$0
	$0
	
	
	 

	HW Yearly Maint / Support
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Other Costs

	SaaS, Hosting, Cloud Services
	$0
	$0
	$0
	$0
	$0
	
	 
	 

	Training
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Quality Assurance
	$0
	$0
	$0
	$0
	$0
	
	
	 

	Other
	$0
	$0
	$0
	$0
	$0
	
	
	 

	 

	Total Costs
	
	
	
	
	
	
	 
	

	Note: This is the Excel version of the budget section in the TAB IT Templates Project Plan and Business Case Templates.  For ease of use - complete estimates in the spreadsheet - then copy the information to the Project Plan or Business Case financial sections.  

	

	



Note:  For the above chart in excel see TAB artifact - Project Budget Spreadsheet – for an excel format that can be transferred to MS Word as above. 
[bookmark: _Toc425344506]Stage Gate Budget Requests Break-Out
	Stage Gate Phase
	Agency Requested in $1000’s

	Stage Gate 1 – High level plan & Initial Business Case 
	

	Stage Gate 2 – Core Team Formation & Updated Business Case 
	

	Stage Gate 3 – Detailed Plan & Transition to Project Execution
	

	Stage Gate 4 or more – Conditional and Other Stage Gate Reviews – Project Closing & Transition to Operations
	

	Total Project all Biennium
	


[bookmark: _Toc425344507]Project Milestones, Work Breakdown and Schedule 
[See PMBOK Chapter 6 Time Management]
[bookmark: _Toc425344508]Schedule Management Plan
The schedule management plan establishes the criteria and the activities for developing, monitoring and controlling the schedule.  The schedule management plan defines how schedule contingencies will be reported and assessed.  Consider: Scheduling methodology, scheduling tools and techniques, estimating approaches, formats, and project management software.  The schedule management plan may also detail ways to fast track or crash the project schedule such as undertaking work in parallel.  The schedule management plan can establish the following: 
· Project schedule model 
· Level Accuracy  (i.e. day)
· Control Metrics Status Thresholds and Reporting Frequency
· Reporting formats and timeframes
· Change management
[bookmark: _Toc425344509]Project Milestones
	Milestones Schedule

	Project:
	Project #
	 

	Project Manager:
	Sponsor
	 

	Milestone
	Measure Success
	Planned Complete
	Actual Complete
	Status / Notes

	 

	 
	 
	 
	 

	 

	 
	 
	 
	 

	 

	 
	 
	 
	 


[bookmark: _Toc425344510]Work Breakdown Structure (WBS) & WBS Dictionary
[See PMBOK Chapter 5.4 Create WBS]
Note:  If not using MS Project or another Work Breakdown Structure tool, See TAB Templates - Work Breakdown One, Two and Three sample artifacts.  
· Process for creation of the WBS from requirements, milestones, deliverables, goals, intended outcomes and other artifacts, including change approvals. 
· Breakdown project work activity into major components.  For example the higher levels can be grouped by: Phase, Geography, SDLC process, Time, Organizational Area, and Product or Service Deliverables. 
· Breakdown major components or segments into Steps. The number of levels is dependent on project size, similarity with past projects, risk, number of tasks performed and work complexity.
· Breakdown major components or segments into Steps into Sub Steps.  The lowest level should be functional and well defined, independent, measurable, and manageable.  
Conceptual sample:



· Sequence Steps and Dependencies per work breakdown structure tree

	Q #
	Requirement (Q)
	T#
	Task (T)
	Dependency
	Start Planned
	Finish Planned
	Duration in Days
	Resources Required

	Q-1
	
	1.1
	
	
	
	
	
	

	
	
	1.2
	
	
	
	
	
	

	Q-2
	
	2.1
	
	
	
	
	
	

	
	
	2.2
	
	
	
	
	
	

	Q-3
	
	3.1
	
	
	
	
	
	

	
	
	3.2
	
	
	
	
	
	

	Q-4
	
	4.1
	
	
	
	
	
	

	
	
	4.2
	
	
	
	
	
	

	Q-5
	
	5.1
	
	
	
	
	
	

	
	
	5.2
	
	
	
	
	
	


[bookmark: _Toc425344511]Project Schedule
Note:  if not using MS Project, consider the TAB Project Schedule Supporting Plan or other scheduling tools.  High level schedule overview:  Include overall estimated project duration.   Include major phases or milestones. Include planned point or time to establish baseline the project per sponsor approval. Include criteria for re-baseline of the schedule, per sponsor approval.     
· Sync scheduled risk reviews with the Risk Supporting Plan
· Sync the schedule of quality assurance activity with the Quality Supporting Plan
· Sync the Schedule of communication activity with the Communication Supporting Plan
[bookmark: _Toc425344512]Risk Management 
[See PMBOK Chapter 11 Project Risk Management]
[bookmark: _Toc425344513]Risk Management Plan
The risk management plan describes how risk management activities for a project will be structured and performed.  Document/Describe the approach, tools and techniques that will be used to structure and perform risk management activities for this project. 
· Risk Methodology – Defines the approaches, tools, and data sources that will be used.  For example, chart for severity and likelihood or identified risks. 
· Risk Management specific Roles and Responsibilities 
· Risk management activities or reviews for inclusion in the project schedule.
· Budget contingency reserve.
· Timing contingency reserve
· Project Off-Ramp Contingency.  For higher risk projects, consider contingency plan for Off-Ramp, Exit or Vendor Replacement.
[bookmark: _Toc425344514]Risk Identification and Response
· Risk Categories – types of risk to consider
· Risk Identification and Analysis
· Likelihood and Severity Evaluation, Ranking H/M/L or 1-5 or other scale Probability / likelihood and impact / severity matrix
· Risk Management Responses – Acceptance, Avoidance, Mitigation, Transfer or Sharing.  Note: if a positive risk – enhance. 

[bookmark: _Toc425344515]Risk Logs
Use the Risk Log on the Project Logs spreadsheet or the chart below for tracking project risk.  Risk Schedule risk reviews as part of the project schedule.  If more detailed risk plans are needed see -TAB Artifacts – Risk Assessment Form, and Risk Management Supporting Plan.
	Risk Description
	Likelihood or Probability
	Impact or Severity
	Response or Mitigation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc425344516]Quality Management 
[See PMBOK Chapter 8 Quality Management]
Quality Management Plan - should be reviewed early in the project to ensure that decisions are based on accurate information.   The benefits of this review can include a sharper focus on the project’s value proposition and reductions in costs and in the frequency of schedule overruns that were caused by rework.  If more detail is needed consider use of a separate supporting plan for quality management. 
· Describe the approach, tools and techniques that will be used to ensure the project satisfies quality requirements for the project and its deliverables.  
· Quality Requirements 
· Quality Testing or Assurance Review Approach & Schedule
· Quality Control Review Approach & Schedule
· Independent Verification and Validation Approach & Schedule.  Third Party Quality Assurance Services if required. 
[bookmark: _Toc425344517] Communication 
[See PMBOK Chapter 10 Project Communication Management]
Communications Management Plan - The Communications Management Plan describes how project communications will be planned, structured, monitored and controlled.  For additional detail see TAB artifact – Communication Supporting Plan.  Identify the best means to use for collection, distribution, storage and disposition of project information for the team, stakeholders, sponsor and others. The plan contains (but is not limited to) the following information:
· Stakeholder, Sponsor, Team and Other Communication Requirements. Person(s) or groups who will receive the information
· Reasons for the distribution of the information
· Person(s) responsible for communicating the information, Resources allocated for communication activities
· Methods or format of information to convey the information: meetings, websites, memos, email, social media, press releases, PowerPoints, Charts, Spreadsheets, etc. 
· Communication constraints or risk

	Communication Event / Leader
	Frequency
	To Whom / Participants
	Type Media Method, Venue, Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc425344518]Training 
The Training plan identifies the: target audiences, training needs, and topics.  The training plan may include: number of participants, number of trainers, number of mentors, format of the training, methods, materials, time, space requirements, and proposed schedules.  Training sessions or materials can be for - End Users, Support, Administrators or Business Managers of the affected areas. 	Project Team or Technical Staff Training Plan - Training methods include classroom, online, computer-based, on-the-job training, mentoring, and coaching.  Training costs could be included in the project budget, or supported by performing organization if the added skills may be useful for future projects. The plan can include contractor knowledge transfer in deliverables statements or contracting. Users or Customers / Managers Training Plan.  The User Training Plan outlines the needs, and curriculum for training users on the new or enhanced information system.  Training activities are developed to teach user personnel the use of the system as specified in the training criteria.  Training costs for user training should be included in the project budget.
[bookmark: _Toc399839518][bookmark: _Toc425344519] Supporting Plans
For larger, longer, more complex projects, the TAB Supporting Plans can be used, in addition to the Project Plan section covering the area.  Use separate Supporting Plans (listed below) when project cost, complexity or size requires additional detail.  OSCIO may request Supporting Plans for Stage Gate approvals.  TAB template supporting plans are listed below.  Create others or combine with other supporting plans or the main project plan, as needed, and use or not, depending on the project needs.   


Check the box to indicate which supporting plans will be used:
☐ Communication Plan
[image: ]
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☐ Requirements Traceability Matrix
☐ Quality Plan
☐ Roles and Responsibility - RASCI
☐ Staffing Plan
☐ Work Breakdown Structure
☐ Implementation Plan
☐ Procurement Plan
☐ Risk Plan
☐ Project Schedule
☐ Training Plan
☐ Requirements Plan 
☐  Testing Plan

Note: Item naming convention when used with the Project Logs: Issues, Action, Risk, Change and Decision log and Requirements Traceability Matrix artifact is: 
· I = Issue
· A= Action Item
· R= Risk
· C= Change
· D= Decision
· T= Task
· Q = Requirement
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