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[bookmark: _Toc312824336]Using this Template
This and other PDM tools are available on the PDM website.
All sections are required to be addressed; however, if a section or subsection is not needed, that section/subsection of the document can be marked as “Not Applicable”.
Create a Project Plan Deliverable
To create a deliverable from this template:
1. Delete the template title page (previous page) and this page.
2. Replace [bracketed text] on the cover page (next page) with your project and agency information.
3. Replace [bracketed text] in the tool header area at the top of Page i (Contents page) with the same project and agency information as on the cover page.
Note: Please do not remove or modify content in the footer area.
4. Complete the entire template. Each section contains abbreviated instructions, shown in italics, and a content area. The content area is marked with a placeholder symbol () or with a table. Relevant text from other project deliverables may be pasted into content areas.
5. Update the table of contents by right-clicking and selecting “Update Field,” then “Update entire table.”.Projects greater than 1000 hours with a Project Charter require the following signatures on the project plan: BSSO Program Manager, Project Manager and Functional Coordinator.
6. For projects less than 1000 hours the BSSO Program Manager will determine which template(s) will be used to satisfy the Planning Stage Deliverables.
7. For Project Plan approval:
a. For Projects greater than 1000 hours the Project Plan must be approved by:
i. <Business> Functional Coordinator
ii. BSSO Program Manager
iii. Project Manager
For projects less than 1000 hours the Project Plan must be approved by:
i. Project Sponsor
ii. Portfolio Manager
iii. <Business> Functional Coordinator
iv. BSSO Program Manager
v. Project Manager
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[bookmark: _Toc312161258][bookmark: _Toc312824337][bookmark: _Toc347149879]PROJECT SCOPE
[bookmark: _Toc312161259][bookmark: _Toc312824338][bookmark: _Toc453081851][bookmark: _Toc347149880]Section 1 Project Scope
[bookmark: _Toc312824339][bookmark: _Toc347149881]1.1 Baseline Requirements
Describe the Project Scope in terms of the baseline requirements for the project. Provide a brief description for each baseline requirement.
	Baseline Requirements

	

	



[bookmark: _Toc347149882]1.2 Project Deliverables
Specify the phase and/or stage deliverables the project will produce and/or update. Refer to BSSO Project Delivery Methodology (PDM) Phase and/or Stage deliverable index for a list of possible deliverables.
	Location of Deliverables Index
	



[bookmark: _Toc312824340][bookmark: _Toc347149883]1.3 Project Approach
Specify and describe the approach that will be used for the project. In the description, include tailoring of any practices to accommodate specific project needs if applicable.

[bookmark: _Toc312824341][bookmark: _Toc347149884]1.4 Assumptions
Describe any project assumptions related to business, technology, resources, scope, expectations, or schedules.
	Assumptions

	

	


[bookmark: _Toc106592733][bookmark: _Toc108452224]
[bookmark: _Toc312824342][bookmark: _Toc347149885]1.5 Constraints
Describe the limiting factors or constraints that restrict the project team’s options regarding scope, staffing, scheduling, and management of the project.
	Constraints

	

	


[bookmark: _Toc108439912][bookmark: _Toc108699474]
[bookmark: _Toc312161260][bookmark: _Toc312824344][bookmark: _Toc453081858][bookmark: _Toc347149886]MANAGEMENT PLAN
[bookmark: _Toc312161261][bookmark: _Toc312824345][bookmark: _Toc347149887][bookmark: _Toc453081859][bookmark: _Toc108452227]Section 2 Project Organization
[bookmark: _Toc108452229][bookmark: _Toc312824346][bookmark: _Toc453081860][bookmark: _Toc108452228][bookmark: _Toc347149888]2.1 Project Structure
Specify the organizational structure of the project team and stakeholders by providing a graphical or tabular depiction.

[bookmark: _Toc312824347][bookmark: _Toc347149889]2.2 Project Stakeholders
Specifically describe internal and/or external project stakeholders, not included in the project structure above or roles and responsibilities below, by identifying the stakeholder’s function and interest.
	Function Stakeholder Represents
	Stakeholder Interest

	
	

	
	

	
	

	
	



[bookmark: _Toc453081861][bookmark: _Toc312824348][bookmark: _Toc347149890][bookmark: _Toc106592740][bookmark: _Toc108452230]2.3 Roles and Responsibilities
Describe roles and responsibilities for the project structure and external stakeholders as identified above. A Project Contact Register or its equivalent is developed as part of this section. For BSSO managed projects, a link to the PDM Roles and Responsibilities Appendix may be included in lieu of completing the responsibility column.
	Role
	Name
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc312161262][bookmark: _Toc312824349][bookmark: _Toc108452231][bookmark: _Toc347149891]Section 3 Estimates and Schedule
[bookmark: _Toc108439913][bookmark: _Toc108699475][bookmark: _Toc347149892]3.1 Estimates
Provide estimates for the project dimensions (Level of effort, schedule, and budget), and identify the source or basis of the estimates and the level of uncertainty and risk associated with the estimates. Provide a new table for each estimate performed throughout the life of the project.
	Estimation Methods and Estimates

	Description
	

	Estimate Type  (Baseline, Requirements, Design, Change Request, Other)
	

	Effort in person-months or person-hours
	

	Budget in dollars/hours
	

	Source/Basis of Estimates
	PEG or Project Team

	Level of Uncertainty
	



[bookmark: _Toc108439919][bookmark: _Toc108699478][bookmark: _Toc312824351][bookmark: _Toc347149893]3.2 Baseline Schedule and Major Milestone Dates
Provide a reference to the location of the baseline project schedule.
	Project Schedule Location
	



To highlight major accomplishments as initially planned in the project schedule, identify major project milestones and planned completion dates for delivery. This list should reflect products and/or services delivered to the end user as well as the delivery of key project management or other project-related work products.
	Major Milestone/Deliverable
	Planned Completion Date

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc108699477][bookmark: _Toc312824350][bookmark: _Toc108439915][bookmark: _Toc108699479][bookmark: _Toc312824352][bookmark: _Toc347149894]3.3 Work Activities
Provide a reference to the location of the work breakdown structure (WBS) and work packages within the WBS. Optional for projects estimated at less than 600 hours.
	[bookmark: OLE_LINK1][bookmark: OLE_LINK4]WBS Location
	



[bookmark: _Toc108439920][bookmark: _Toc108699483][bookmark: _Toc312824353][bookmark: _Toc347149895]3.4 Budget Allocation
[bookmark: _Toc108439917]Provide a reference to the location of the budget schedule when available.
	Budget Schedule Location
	



Identify the budget amount allocated by key budget category (e.g., project milestone or standard cost categories such as travel, software, books, etc.), including the time period that may constrain use of the budget.
	Key Budget Category
	Budget Amount
	Time Period

	
	
	

	
	
	



[bookmark: _Toc312161263][bookmark: _Toc312824354][bookmark: _Toc347149896]
Section 4 Scope Management Plan
[bookmark: _Toc108699470][bookmark: _Toc312824355][bookmark: _Toc347149897]4.1 Change Management
Describe the process for managing all proposed changes, including how change requests are initiated, logged and tracked, and assigned for analysis and recommendation. Include the change request review process and any additional processes. If formal change management policies and procedures have been established refer to the department practices. In the description, include tailoring of any practices to accommodate specific project needs if applicable.
Monitoring and controlling change is critical to the successful delivery of a project. Any proposed changes to the project scope or schedule will be initiated using a change control form and tracked via the change control log. All logged changes will be reviewed by the Change Control Team (CCT).
The CCT is responsible for reviewing and determining the outcome of all change requests submitted during the project life cycle. The CCT will meet as often as necessary, as changes are introduced throughout the project, to discuss potential impacts or changes to the scope, schedule or budget, the project manager will communicate and coordinate CCT meetings. If the CCT approves a change, the CCT must then seek authorization from the BSSO Portfolio Manager, Project Sponsor, and/or Executive Sponsor or a combination of those stakeholders, depending on the impact and cost of the change. For more information please review PDM Chapter 7 Project Management, Change Management section 

Provide a reference to the location of the project change control form and change log.
	Change Control Form
	

	Project Change Log
	



List the members of the Change Control Team.
	Change Control Team
	



[bookmark: _Toc312824356][bookmark: _Toc347149898]4.2 Issue Management
Describe the process for managing project issues, including the resources, methods, and tools to be used to report, analyze, prioritize, and resolve project issues. Include how the issues will be tracked and managed to closure. For more information please review PDM Chapter 7 Project Management, Issue Management section.
Provide a reference to the location of the issue log.
	Project Issue Tracking Log
	



[bookmark: _Toc312824368][bookmark: _Toc108452241][bookmark: _Toc312161264][bookmark: _Toc312824358]Section 5 Risk Management Plan
Describe the overall, high-level approach to risk management for the project. Summarize how risk management activities will be accomplished collectively. In the description of this section, include tailoring of any practices to accommodate specific project needs if applicable.
· Based on project-specific methods, describe how risks are identified and organized in preparation for performing risk analysis, such as use of methods and techniques like brainstorming, interviews, and risk factor tables.
· A Risk Register or its equivalent is developed as part of this section.
· Describe how risks will be analyzed to establish the project exposure for each risk and to determine which risks are the most important ones to address.
· Describe scales for rating risks and risk threshold values.
· Describe how risks will be continually tracked to ensure that effective risk management is performed, such as use of methods and techniques like risk checklists and watch lists.
· Describe techniques to review and present the status of project risks, such as use of reports for examination of risk response strategies in a summarized (collection or risk items) or detailed (single risk item) manner.
For BSSO managed projects, reference the PDM Chapter 8 Risk Management for process and include:
1) Who is on the Project Risk Review Group (PRG)
2) How often the PRG will meet
3) Link to Risk Register

[bookmark: _Toc347149899]Section 6 Quality Management Plan
[bookmark: _Toc312824359][bookmark: _Toc347149900][bookmark: _Toc108825534]6.1 Project Reviews and Assessments
Specify the types of project reviews that are directly related to project quality, including frequency, Name of review, and reviewer(s) if known See PDM Chapter 6 Quality Management for more information.
	Review Type*
	Frequency
	Review Name
	Reviewers
If Known

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc312161265][bookmark: _Toc312824361]* Review Types (Project, Deliverable (QC Review), Application, Assessment, Other)
[bookmark: _Toc347149901]Section 7 Communication Management Plan
[bookmark: _Toc312824363][bookmark: _Toc347149902]7.1 Communication Stakeholders and Information Identification
Based on project-specific methods, describe how project stakeholders and information requirements are identified and organized in order to ensure timely and appropriate collection, generation, dissemination, storage, and ultimate disposition of project information among project stakeholders. A Communication Register or its equivalent is developed as part of this section.

[bookmark: _Toc312824357][bookmark: _Toc312824364][bookmark: _Toc347149903]7.2 Status Reporting
Describe how project status reporting information will be used to monitor and control the project, including escalation procedures and thresholds that may be used in response to corrective actions identified as part of the reporting process. In the description, include tailoring of any practices to accommodate specific project needs if applicable.

[bookmark: _Toc347149904]
7.3 Distribution Groups
Provide a reference to the location of the project distribution list information, or identify and describe distribution groups that will be used to disseminate project information, including name and owner.
	Project Distribution List Information
	



	Distribution Group Name
	Distribution Group Description
	Owner

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc312161266][bookmark: _Toc312824365][bookmark: _Toc347149905]Section 8 Configuration Management Plan
[bookmark: _Toc312824366][bookmark: _Toc176330061][bookmark: _Toc347149906]8.1 Configuration Management
Describe the overall, high-level approach to how baselined documents will be managed using configuration management (CM) for the project.
· A Configuration Items Register or its equivalent is developed as part of this section;
· Describe how configuration control is imposed on the baselined configuration items.
For BSSO managed project refer to PDM Chapter 7 Project Management, Configuration Management section for high level approach.  Provide a link to the project configuration items register.

[bookmark: _Toc312161267][bookmark: _Toc312824367][bookmark: _Toc312161268][bookmark: _Toc312824369][bookmark: _Toc347149907][bookmark: _Toc108452254]
Section 9 Project Closure Plan
[bookmark: _Toc453081868][bookmark: _Toc108452255][bookmark: _Toc312824370][bookmark: _Toc347149908]9.1 Closeout Plan
Summarize the plan for closing the project from an administrative, financial, and logistical perspective.

[bookmark: _Toc312824371][bookmark: _Toc347149909][bookmark: _Toc108452256]9.2 Phase Closeout
Describe phase closeout plans if applicable.
[bookmark: _Toc453081857]
[bookmark: _Toc312161269][bookmark: _Toc312824372][bookmark: _Toc347149910]9.3 Transition to Maintenance Plan
Describe how the application will be transitioned to maintenance, if applicable.

[bookmark: _Toc347149911][bookmark: _Toc108452226]Section 10 References
Provide a list of all documents and other sources of information referenced in the Plan and utilized in the project. Include for each the document number, title, date, and author.
	Document No.
	Document Title
	Date
	Author

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc374091641][bookmark: _Toc374441662][bookmark: _Toc374441713][bookmark: _Toc374500462][bookmark: _Toc374500990][bookmark: _Toc374530996][bookmark: _Toc312161270][bookmark: _Toc312824373][bookmark: _Toc347149912][bookmark: _Toc108452262]Section 11 Glossary
Define all terms and acronyms required to interpret the Project Plan properly.
[bookmark: _Toc106592744]
[bookmark: _Toc312161271][bookmark: _Toc312824374][bookmark: _Toc347149913][bookmark: _Toc108452263]
Section 12 Document Revision History
Identify changes to the Project Plan.
	Version
	Date
	Name
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc312161272][bookmark: _Toc312824375][bookmark: _Toc108452264][bookmark: _Toc347149914]Section 13 Appendices
Attach any other relevant information.
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