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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.”
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.
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Approval of the Project Plan indicates an understanding of the purpose and content described in this deliverable. Approval of the Project Plan constitutes approval of the project planning results and hereby certifies the overall accuracy, viability, and defensibility of the content and estimates. By signing this deliverable, each individual agrees that the project has been planned effectively as described herein.
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[bookmark: _Toc344838234][bookmark: _Toc453081858][bookmark: _Toc312161261][bookmark: _Toc312824345]Section 1 Project Collaboration and Deliverables
[bookmark: _Toc344838235]1.1 Project Scope
The Project Charter contains the scope of the project approved and authorized by FDOT executive management.
Specify the location of the Project Charter.
	Location of Project Charter
	


[bookmark: _Toc344838236]1.2 Project Website
The project website will be used as a collaboration site with the project stakeholders; it contains the project tracking logs and registers, and also serves as the storage location for most of the project deliverables.
Specify the location of the project website.
	Location of Project Website
	


[bookmark: _Toc324755438][bookmark: _Toc344838237][bookmark: _Toc453081859][bookmark: _Toc108452227]1.3 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: _Toc344838238]1.4 Project Stakeholders
Specifically describe any internal and/or external project stakeholders who are not listed in project organization (Section 3) of the Project Charter.
	Function Stakeholder Represents
	Stakeholder Interest

	
	


[bookmark: _Toc344838239]1.5 Work Breakdown Structure
Provide a reference to the location of the work breakdown structure (WBS) and work packages within the WBS. Optional for projects estimated to be less than 600 hours.
	WBS Location
	


[bookmark: _Toc312161262][bookmark: _Toc312824349][bookmark: _Toc108452231][bookmark: _Toc344838240]
Section 2 Project Management
[bookmark: _Toc108439919][bookmark: _Toc108699478][bookmark: _Toc312824351][bookmark: _Toc344838241]2.1 Project Detailed Schedule
Provide a reference to the location of the project detailed schedule.
	Project Schedule Location
	


[bookmark: _Toc108699470][bookmark: _Toc312824355][bookmark: _Toc344838242]2.2 Change Management
[bookmark: _Toc312824356]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 Log.
	Change Control Log location
	


[bookmark: _Toc312824359][bookmark: _Toc323563042][bookmark: _Toc312824368][bookmark: _Toc108452241][bookmark: _Toc312161264][bookmark: _Toc312824358]Provide a reference to the location of the project Issue Tracking Log.
	Issue Tracking Log location
	


[bookmark: _Toc344838243][bookmark: _Toc108825534]2.3 Quality Management
Specify the project reviews that that will be performed for the project. See PDM Chapter 6 Quality Control Reviews for more information.
	Review Type*
	Frequency
	Review Name
	Reviewers (If Known)

	
	
	
	

	
	
	
	


* Review Types (Project, Deliverable (QC Review), Application, Assessment, Other)
[bookmark: _Toc344838244]2.4 Risk Management
Risks will be identified and updated throughout the life of the project. All relevant project risks will be tracked via a Risk Register. State the project risk tolerance threshold that will be used to determine when a risk needs to be mitigated or have a contingency plan developed. Define the Project Risk Review Team’s meeting frequency and list team members. For more information please review PDM Chapter 8 Risk Management.

	Risk Review Frequency (i.e. Weekly, monthly, 1-n times, as needed, etc):
	

	Select Project Risk Threshold (very low, low, moderate, high or very high )
	

	Project Risk Review Team
	

	Location of Risk Register
	


[bookmark: _Toc312161268][bookmark: _Toc312824369][bookmark: _Toc344838245][bookmark: _Toc108452254]Section 3 Project Closure
[bookmark: _Toc453081868][bookmark: _Toc108452255][bookmark: _Toc312824370][bookmark: _Toc344838246]3.1 Closeout Plan
Describe the plan for closing the project from an administrative and logistical perspective.

Specify the location of the Project Closeout report (if applicable).
	Project Closeout Report  location
	



[bookmark: _Toc344838247][bookmark: _Toc453081857][bookmark: _Toc312161269][bookmark: _Toc312824372]3.2 Transition to Maintenance Plan
Describe how the application will be transitioned to maintenance, if applicable.

[bookmark: _Toc312161271][bookmark: _Toc312824374][bookmark: _Toc108452263][bookmark: _Toc344838248][bookmark: _Toc106592744]Section 4 Document Revision History
Identify changes to the Project Plan.
	Version
	Date
	Name
	Description

	
	
	
	



[bookmark: _Toc312161272][bookmark: _Toc312824375][bookmark: _Toc108452264][bookmark: _Toc344838249]Section 5 Appendices
Attach any other relevant information.
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