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[bookmark: _Toc1834075]Executive Summary
This section of the Project Management Plan provides an overview of the purpose, scope and objectives of the project for which the Plan has been written, the project assumptions and constraints, a list of project deliverables, a summary of the project schedule and budget, and the plan for evolving the Project Management Plan.
[bookmark: _Toc458336824][bookmark: _Toc458850513][bookmark: _Toc1834076]Purpose, Scope, and Objectives
Define the purpose and scope of the project.
Describe any considerations of scope or objectives to be excluded from the project or the deliverables.
Provide a concise summary of:
· the project objectives,
· the deliverables required to satisfy the project objectives, and
· the methods by which satisfaction of the objectives will be determined.
[bookmark: _Toc443290889][bookmark: _Toc458336825][bookmark: _Toc458850514][bookmark: _Toc1834077]Assumptions, Constraints and Risks
Describe the assumptions on which the project is based.
Describe the imposed constraints and risks on the project such as:
· schedule,
· budget,
· resources,
· quality,
· software to be reused,
· existing software to be incorporated,
· technology to be used, and
· external interfaces.
[bookmark: _Toc443290890][bookmark: _Toc458336826][bookmark: _Toc458850515][bookmark: _Toc1834078]Project Deliverables
Identify and list the following, as required to satisfy the terms of the project charter or contract:
· project deliverables (either directly in this Plan, or by reference to an external document), 
· delivery dates,
· delivery location, ands
· quantities required.
Specify the delivery media.
[bookmark: _Toc443290891][bookmark: _Toc458336827][bookmark: _Toc458850516][bookmark: _Toc1834079]Schedule and Budget Summary
Provide a summary of the schedule and budget for the project.
[bookmark: _Toc443290893][bookmark: _Toc458336829][bookmark: _Toc458850518][bookmark: _Toc1834080]References
Provide a complete list of all documents and other sources of information referenced in this Plan.
[bookmark: _Toc443290894][bookmark: _Toc458336830][bookmark: _Toc458850519][bookmark: _Toc1834081]Definitions and Acronyms
Define, or provide references to documents or annexes containing the definition of all terms and acronyms required to properly understand this Plan.
[bookmark: _Toc442704233][bookmark: _Toc458336831][bookmark: _Toc458850520][bookmark: _Toc1834082]Project Organization
[bookmark: _Toc458336834][bookmark: _Toc458850523][bookmark: _Toc1834083]Roles and Responsibilities
Identify and state the roles and responsibilities of the project team.
[bookmark: _Toc1834084]Stakeholder
Identify the stakeholders.
[bookmark: _Toc458336835][bookmark: _Toc458850524][bookmark: _Toc1834085]Managerial Process Plans
This section of the Project Management Plan specifies the project management processes for the project. This section defines the plans for project start‑up, risk management, project work, project tracking and project close‑out.
[bookmark: _Toc458336836][bookmark: _Toc458850525][bookmark: _Toc1834086]Start‑up Plan
[bookmark: _Toc458336837][bookmark: _Toc458850526][bookmark: _Toc1834087]Estimates
Specify the estimated cost, schedule and resource requirements for conducting the project, and specify the associated confidence levels for each estimate.
Specify the methods, tools and techniques used to estimate project cost, schedule and resource requirements;
Specify the sources of estimate data and the basis of the estimation such as: analogy, rule of thumb, standard unit of size, cost model, historical database, etc.
Specify the methods, tools, techniques to be used to re‑estimate the project cost, schedule and required resources.
Specify the schedule for re‑estimation, which might be regular, a periodic or event‑driven (e.g.: on project milestones).
[bookmark: _Toc458336838][bookmark: _Toc458850527][bookmark: _Toc1834088]Staffing
Specify the number of required staff, providing the following details:
· number of personnel by skill level,
· numbers and skill levels in each project phase, and
· duration of personnel requirement.
Specify the sources of staff personnel (e.g.: internal transfer, new hire, contracted, etc.)
Consider using resource Gantt charts, resource histograms, spreadsheets and tables to depth staffing plan by skill level, by project phase, and by aggregations of skill levels and project phases.
[bookmark: _Toc458336841][bookmark: _Toc458850530][bookmark: _Toc1834089]Work Plan
[bookmark: _Toc458336842][bookmark: _Toc458850531][bookmark: _Toc1834090]Work Breakdown Structure
Define a Work Breakdown Structure (WBS) to specify the various work activities to be performed in the project, and to depth relationships among these work activities.
Decompose the work activities to a level that exposes all project risk factors, and that allows accurate estimation of resource requirements and schedule duration for each work activity.
The level of decomposition internally within the WBS may vary depending on the quality of the requirements, familiarity of the work, applicable level of technology, etc.
[bookmark: _Toc458336843][bookmark: _Toc458850532][bookmark: _Toc1834091]Schedule Allocation
Specify the scheduling relationships among the project work activities in a manner that depicts the time‑sequencing constraints and illustrates opportunities for concurrent work activities.
Identify the critical path in the schedule.
Indicate any constraints on the scheduling of particular work activities, that are caused by external factors.
Identify appropriate schedule milestones to assess the scope and quality of project work products and of project achievement status.
Techniques for depicting schedule relationships may include milestone charts, activity lists, activity Gantt charts, activity networks, critical path networks and PERT charts.
[bookmark: _Toc458336845][bookmark: _Toc458850534][bookmark: _Toc1834092]Budget Allocation
Provide a detailed breakdown of the necessary resource budgets for each of the major work activities in the WBS.
Specify the estimated cost for activity personnel, and include as appropriate, the costs for the following items:
· travel,
· meetings,
· computing resources,
· software tools,
· special testing and simulation facilities, and
· administrative support.
Use a separate line item for each type of resource in each activity budget.
[bookmark: _Toc458336850][bookmark: _Toc458850539][bookmark: _Toc1834093]Quality Control
Specify the processes to be used to measure and control the quality of the work and the resulting work products.
Specify the use of quality control processes such as quality assurance of conformance to work processes, verification and validation, joint reviews, audits and process assessment.
[bookmark: _Toc458336851][bookmark: _Toc458850540][bookmark: _Toc1834094]Reporting
Specify the reporting mechanisms, report formats and information flows to be used in communicating the status of requirements, schedule, budget, quality, and other desired or required status metrics within the project and to entities external to the project.
Specify the methods, tools and techniques of communication.
Specify a frequency and detail of communications related to project management and metrics measurement that is consistent with the project scope, criticality, risk and visibility.
[bookmark: _Toc458336852][bookmark: _Toc458850541][bookmark: _Toc1834095]Project Metrics
Specify the methods, tools, and techniques to be used in collecting and retaining project metrics.
Specify the following metrics process information:
· identification of the metrics to be collected,
· frequency of collection, and
· processes for validating, analyzing, and reporting the metrics.
[bookmark: _Toc458336853][bookmark: _Toc458850542][bookmark: _Toc1834096]Risk Management Plan
Specify the risk management plan for identifying, analyzing, and prioritizing project risk factors.
Specify plans for assessing initial risk factors and for the ongoing identification, assessment, and mitigation of risk factors throughout the life cycle of the project.
[bookmark: _Toc458336854][bookmark: _Toc458850543][bookmark: _Toc1834097]Project Closeout Plan
Identify the plans necessary to ensure orderly closeout of the project.
Specify the following:
· a staff reassignment plan
· a process for archiving project materials,
· a process for capturing project metrics in the business projects database,
· a process for post‑mortem debriefings of project personnel, and
· a plan for preparation of a final report to include lessons learned and an analysis of project objectives achieved.
· plans for assuring that safety, privacy, and security requirements are met,
· special facilities or equipment specification,
· product installation plans,
· user training plans,
· integration plans,
· data conversion plans,
· system transition plans,
· product maintenance plans, or
· product support plans.
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