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3 Glossary of Terms

A summary explanation and definition of the terms used in the Project Management Plan is provided in Table 1: Glossary of Terms.

Table 1: Glossary of Terms
	Terms
	Explanation and Definition

	<Insert project specific terms as needed>
	

	
	


4 Purpose

The Project Management Plan documents the necessary information to manage the project from inception through project closure and encompasses resource information, project schedule, project costs, communications, risk and issue management, and other relevant information.
<Instructions are provided between carrots (i.e., “< instruction >”).  Please delete all instructions, including this one, prior to finalizing the document.>
5 Document Information

<For each Project Management Plan the information in the table below must be completed.  This information can be taken from the Project Charter.>

Table 2: Document Information
	HDT
	<##>

	Release #
	<##>

	Project ID
	<##>

	Date
	<##>

	Project Name
	<Short Name of Project>

	Project Description and Scope
	<Insert brief description of the project and its scope.>

	Agency / Division
	<Insert  the Agency or Division responsible for the project >

	Related Documents
	<Reference or hyperlink related documents to the Project Management Plan (e.g., Approved Project Charter>

	Project Manager
	<Insert name of the Project Manager>

	Project Sponsor
	<Insert name of the Project Sponsor>


6 Introduction

6.1 Project Background and Description

<Provide background on the project, why it is being executed, the approach and intended outcomes or benefits expected from the project.>

6.2 Project Success Criteria

<Provide the criteria for project success and related assumptions (e.g., access to the necessary subject matter experts, technical resources, available technology, etc.).> 

7 Resource Management

7.1 Key Resources

<Complete the Key Resource Matrix below to provide an overview of the key members of the project team and their role.>
	Resource Type
	Name
	Contact Information

	Project Manager
	
	

	Business Process Owner
	
	

	Business Analysts
	
	

	IT Lead
	
	

	Programmer / Developers
	
	

	Testers
	
	

	Subject Matter Experts
	
	

	Other Stakeholders
	
	


Table 3: Key Resource Matrix

7.2 Organization Charts, Governance Structure, and Roles & Responsibilities

<Complete and insert (or attach) project organizational charts.  The organization charts should show all of the leadership roles for the project from initiation through project closure.>

8 Schedule Management

The project schedule for this project, with tasks, task durations, and task dependencies, resources, and resource time allocation is included as an attachment to this project.

<Complete and attach (or hyperlink) the project schedule using directed schedule management tool (e.g., MS Project).  The schedule should be complete using the decomposed elements from the Work Breakdown Structure (WBS). The schedule should be completed to the work package level, have estimates for each work package, assigned resources, and dependency linkages.>

Below is the Gantt chart view of the <insert project name>.

<Insert the Gantt chart of the project.  This graphic is available via MS Project.  An example is provided below.>

Figure 1: <Project Name> Project Gantt Chart
[image: image1.emf] 
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9 Cost Management

<Complete and attach (or hyperlink) the project budget using the Cost Estimate Template that was used for the ROM (Rough Order of Magnitude) calculation in the Project Charter.  The project budget should contain updated information and more detail than the related ROM estimate.>

10 Risk Management

The Risk Management process is an ongoing effort of identification, assessment (likelihood, impact), response planning, and monitoring.  Risks will be proactively managed to avoid project delays and negative impact on the project.

The INvest Playbook contains the detailed procedures for conducting the risk management activities and for completing the Risk and Issue Matrix.  As part of the ongoing project management activities, we will manage the project risks according to the defined procedures.
<The Risk and Issue Matrix details all known risks and their status.  Attach the Risk and Issue Matrix.  In addition, provide any project-specific risk management roles / responsibilities or procedures.  Detail all known risk for the project in the Risk and Issue Matrix per the INvest Playbook instructions.>
11 Issue Management

Issues will be actively managed whenever they surface to avoid project delays and negative effects on project scope.  Key components of the Issue Management process include a centralized location to log issues and action items, visibility to project team members of outstanding issues and actions items, and active communication.

The INvest Playbook contains the detailed procedures for conducting the Issue Management activities and completing the Risk and Issue Matrix.  As part of the ongoing project management activities, we will manage the project risks according to the defined procedures.
<The Risk and Issue Matrix details the all of the project issues and their status.  Attach the Risk and Issue Matrix.  In addition, provide any project-specific issue management roles / responsibilities or procedures.  Detail all known issues for the project in the Risk and Issue Matrix per the INvest Playbook instructions.>  
12 Project Communications

The Project-Level Communication Matrix is used to plan for and develop internal and external communications specific to the <project name> project.  The Matrix is provided as an attachment to this document.  The INvest Playbook contains the detailed procedures for conducting the activities described in the Project-Level Communication Matrix.  

<Provide any project-specific communications and reporting roles / responsibilities or procedures.>

<Complete and attach (or hyperlink) the Project-Level Communication Matrix for the project.> 

13 Project Change Control

The purpose of the Project Change Control process is to ensure the ongoing integrity of the project’s scope, and ensure any changes are coordinated, planned for, and approved by appropriate parties.  A Change Request Form should be completed for a requested change to the project scope, time frame, or budget as defined in the Project Management Plan, particularly when an item that was specifically excluded from the scope of the project is to be included, or a change is requested to a signed-off document artifact / deliverable.  Each change request must be analyzed to assess the impact on scope, schedule, budget, delivery dates, and other factors. 

The INvest Playbook contains the detailed procedures for conducting project change control activities.  As part of the ongoing project management activities, project changes will be managed according to the defined procedures and the Project Change Control form will be utilized.    

The approved Project Change Control Form(s) detail the following changes to the approved baseline of the  project:

<Attach or hyperlink the approved Project Change Control forms related to this project.>

14 Progress Monitoring and Control

The Progress Monitoring and Reporting process encompasses all of the activities necessary to determine where a project is, compared to where it was planned to be, and the activities required to get it back on track if those are not aligned.   The Project Management Plan includes tools to establish baselines from which to measure project performance, including the baseline scope of the project, a project schedule that has baselines and assigned resources, and a project budget that establishes the baseline budget.  

For reporting progress, The INvest Playbook contains the detailed procedures for reporting progress and completing the Project Status Report template.  The Project Status report should be completed and distributed on a bi-weekly basis. 
<Track project progress against the baselines in the Project Management Plan by gathering information from team members and personal observation.  Follow documented Progress Monitoring and Control procedures in the INvest Playbook to measure and evaluate project performance.  Complete necessary corrective actions and document in appropriate status report.>

15 Quality Assurance

Quality Assurance activities include putting procedures and controls in place to insure all artifacts produced during the project and under the purview of the PMO are high quality and conform to the components of the INvest Playbook and related templates.  The procedures documented in the INvest Playbook will be followed to ensure proper quality control of all artifacts that are produced during the project. 

16 Data Migration Considerations

Certain projects may require data to be converted or migrated from legacy systems the new system.  Consideration must be given to potential data migrations issues when planning and executing the project.
<State whether this project will or will not have data migration considerations.  If the project will have data migration considerations, briefly describe the considerations.>

17 Training Development and Delivery

<Provide a high-level description of the training approach to be taken on the project, including a description of planned training activities and materials, who is to be trained, and what topics need to be covered.>
The INVEST Playbook contains the detailed procedures for training development and delivery activities.

18 Project Close Out

The INvest Playbook contains the detailed procedures for project close out activities.  The Project Manager will manage the project close out according to the defined procedures listed in the INvest Playbook.

18.1 Production Support Transition Planning (90 day plan)

<Provide a detailed plan for any activities that need to happen in the first 90 days after the project is officially closed.  Also describe the activities to transition the project to operations mode near the end of the project.>

19 Security and Privacy

The required IRS, IOT, and CSB security and privacy requirements will be followed on this project. 

<Identify project team members that will need access to ISETS / INvest data and ensure that the proper security procedures and paperwork is completed for those individuals.> 

20 Project Management Plan Review & Approval

<The Project Sponsor and PMO Representative review the Project Management Plan and indicate completion of review by signing below.>

	Project Management Plan Review and Approval

	Project Sponsor (Printed)
	Project Sponsor (Signature)
	Date of Review

	
	
	

	PMO Representative (Printed)
	PMO Representative (Signature)
	Date of Approval
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