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1.0 Revision Record Sheet

	Version
	Description
	Author
	Date

	0.1
	Initial document.
	Daryle Niedermayer, I.S.P., PMP
	June 20, 2006

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.0 Introduction
2.1 Purpose

The main purpose of this document is to define the scope, time frame and projected cost of the work to be performed and to present the work plan for this project. As well, this document:

· Identifies project management procedures to be used for the duration of the project;

· Describes the project and how it will be managed;

· Lists the project’s deliverables;

· Identifies any known or anticipated risks and assumptions which could impact the successful completion of the project or its deliverables;

· Defines the roles and responsibilities of each person involved in the project; and
· Presents the project management procedures to help the project to run smoothly.
2.2 Background

The history of the project is explained here.
2.3 Project Approach
The approach or strategy used by the project team is explained here
2.4 Definitions

There may be technical terms or other terms that have a specific meaning to this project. The following terms and definitions are used in this plan:

	Term
	Definition

	
	

	
	

	
	

	
	

	
	

	
	


3.0 Goals and Objectives
3.1 Business Goals and Objectives

What does the business need to get out of this project?
3.2 Project Goals and Objectives
4.0 Project Scope

4.1 Scope Definition

4.2 Cost and Benefits

The projected budget for this project is estimated at $60,900. This budget is based on the following cost estimates:

	Primary Resources
	Role
	Daily Rate
	Estimated Days
	Estimated Totals

	
	
	
	
	

	
	
	
	
	

	
	

	Total Estimated Price
	$60,900


Early in the project planning cycle, the scope of the work, budget and schedule will be confirmed to ensure and validate these estimates.
4.3 Deliverables List

	Deliverable
	Projected Delivery Date
	Description

	Project Plan
	Jul 19, 2006
	This document

	
	
	

	
	
	

	
	
	

	
	
	


4.4 Impacted Client Areas

4.5 Assumptions

Assumptions are factors, which for planning purposes, are considered to be true, real, or factual without demonstration or proof. They allow a level of abstraction in the planning cycle required for plans, budgets, and projections to be made. This project plan is based on the following assumptions:
4.6 Constraints

Constraints include restrictions, limitations and risks to a project that can either impact the ability to successfully deliver the project or limit or define the manner or approach used to deliver the project. Constraints can be internal to the project or external to the project or the organization. Constraints must be recognized so as to either incorporate them into the planning process and delivery approach or to identify and plan ways to mitigate their impact.
4.6.1 Risks

Risks are events which have a potential but not a certainty of impacting the scope, schedule or cost of a project. Proper management practices require the early identification of potential risks with a view to monitoring their likelihood of occurring and, where warranted, identifying mitigating strategies to reduce their impact or likelihood.

The following is an initial list of risks identified for this project. The assessment of their severity and impact will be an ongoing activity of project execution:
4.6.2 Related Projects

List all other projects that may affect this one. For example, include other software upgrades, other projects that are using the same resources or employees, other projects that need to complete before we can implement this one.
4.6.3 Critical Dependencies

List all dependencies, such as, “this task must be completed by such a date” because of new government regulations. List all resource availabilities, such as if a key team member is going on a maternity leave.
5.0 Project Roles and Responsibilities

5.1 Functional Structure of the Project

The resources will report to the Project Owner and will work directly with designated business staff and the Investment Choice Project Manager to achieve the project objectives.

The following organization chart describes the functional structure of the project participants.
5.2 Roles and Responsibilities of Project Participants
	Role
	Responsibility
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6.0 Project Management Procedures

6.1 Project Tracking

This management procedure, which comes under the Project Manager's mandate, consists of two general tasks:

1. Tracking activities on a regular basis;

2. Reporting to the client, supplying information on the following:

· Work progress including work recently completed, work currently in progress, and work expected to commence within the next reporting cycle;

· Status of pending and approved deliverables;

· Problems/issues that have arisen.

It is expected that this tracking activity will be conducted on a weekly basis.
6.2 Communication Management

Communication management requires procedures to manage both external and internal communications. For the purposes of this project, the client will manage communications both among its employees (internal) as well as with its members and other outsourcing partners (external).
6.3 Change Requests

Change Requests are the normative tool with which to manage change. A Change Request will normally be issued when there is a request to alter the scope, estimated cost, or date of final deliverable of the project, or a request to alter a previously signed-off deliverable. Change Requests can be issued by any party to the document and must be approved by all parties to become effective. It will be the responsibility of the Project Manager to review, log, and distribute any change request related to this project, and to follow-up on any change request issued but not resolved. The status of any Change Request will be kept current in the Change Request Log.

6.4 Tracking Outstanding Issues

An issue is a point or matter in question or in dispute, or a point or matter that is not settled and is under discussion or over which there are opposing views or disagreements.
 Issues that arise during the project will be managed using standard issue management procedures. An issue form will document the history and events giving rise to the issue, the analysis of the issue, and recommended courses of action to resolve the issue. The issue will be formally closed by documenting the decision made to resolve the issue. An issue log will record the status and disposition of all issues for the project.

6.5 Validating and Approving Deliverables

A deliverable will be deemed complete once it has been reviewed by the client and signed-off as acceptable. Sign-offs will be documented within a copy of the deliverable, or by using a separate approval form referencing the deliverable.
6.6 Risk Management

Risks include those events or conditions which have been identified as having a potential impact to the project but for which the likelihood of their occurring is less than 100%. Risk assessment is an ongoing task in project management and involves assigning two values to every risk:

1. The likelihood that a risk will occur (as a percentage with 100% being a certainty that the risk will occur);

2. The severity is the impact to the project should a given risk occur.

	Severity
	Value
	Description

	Very High
	0.8
	Should this risk happen, the project will not be successful, or only at a much higher cost or with significant delays

	High
	0.4
	Should this risk happen, the project will be delayed or will cost more

	Medium
	0.2
	Should this risk occur, there is a strong probability that the project will cost more, be delayed or have its scope reduced

	Low
	0.1
	Should this risk occur, there will be a need to alter the project schedule or plan to account for the event, but the overall outcome of the project should not be in jeopardy.

	Very Low
	0.05
	Should such a risk occur, slight changes to the project plan or reallocation of resources or slack will be sufficient to accommodate the risk.


The risk assessment for each risk is given as a product of the likelihood and the numeric value of the severity. The risks are then ordered as to their impact. The risks initially defined as well as those which come to light during the project execution will be monitored. Where appropriate, risk mitigation strategies or contingencies will be considered, evaluated and employed.

Risks will be monitored using a Risk Log document similar to the sample included in Appendix A to this document.

6.7 Sign-offs

Sign-offs are a best practice within Project Management. All deliverables will be presented to THE CLIENT for review and sign-off before they are deemed completed. When requested for a sign-off, THE CLIENT shall review the work and within a timely basis, either identify any deficiencies or inaccuracies in the deliverable or sign-off that the deliverable is acceptable and complete. Sign-offs shall not be unreasonably withheld and will be provided within two business days of their request.
7.0 Project Work Plan

The proposed task breakdown plan for this project is as follows. This plan is based on the best information currently available and this plan will be updated and reviewed throughout the course of the project. Changes to the total cost, scope or final deliverable of this project will be managed using the Change Request process outlined above.

8.0 Project Plan Sign-off
This page is provided for the approval signatures from the client and the contractor. After reviewing this document, please indicate the appropriate action to be taken. 

____  This Project Plan is satisfactory.

____  This Project Plan document is unsatisfactory.

Signatures




__________________________________________



Date:
 _______________________




__________________________________________


  Date:
 _______________________
9.0 Appendix A: Risk Log
	 
	RISK LOG
	 
	 
	 
	Next Number:
	1

	 
	Project Name:
	Project Title
	
	
	
	
	

	#
	Risk Name
	Impact
	Manager/Ref
	Severity
	Prob.
	Impact
	Mitigation Strategy

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 

	 
	 
	 
	 
	Medium
	 
	0.00
	 


10.0 Appendix B: Change Request Log
	
	
	
	
	
	
	
	
	
	
	

	 
	CHANGE REQUEST LOG

	Project Name
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Brief Description
	Requested
	Requested
	Priority
	Status 
	Status
	Resource
	Compl.
	Total Work
	Total

	 
	 
	by
	Date
	Level
	 
	Date
	Type
	(Y/N)
	(p/days)
	Cost ($)

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	Priority:
	Status:
	Resource Type;
	
	

	
	
	
	(MAN)datory
	Approval (PEN)ding
	(MAT)erial
	
	

	
	
	
	(NEC)essary
	(APP)roved
	(HR) Human Resource
	
	

	
	
	
	(DES)irable
	(CAN)celled
	
	
	
	

	
	
	
	
	
	(DEF)erred
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� A Guide to the Project Management Body of Knowledge. Third Edition. Newtown Square, PA: Project Management Institute Inc. (PMI). 2004. p. 363.






_1212299114.vsd
Name
Title


Name
Title


Name
Title


Name
Title


Name
Title


Name
Title


Team Title�

Name
Title


Company Name
￼�

�

�

Company Name
Department Name�


