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(State Project Name Here)
Project Summary
	Project Manager: 
	
	Approved Business Case:
	<Yes / No>

	Business Analyst
	
	Business Unit:
	

	Customer Contact:
	
	Business Sponsor:
	

	Implementation Timeframe (Target):
	

	Financial Summary ($000’s):
	(Financial Summaries derived from Business Case Values or Financial Plan)
	Total
	Expense
	Capital

	
	Total Project Delivery Costs:
(incurred in <YYYY enter multiple years if applicable>)
	$0k
	$0k
	$0k

	
	Internal Services:
	$0k
	$0k
	$0k

	
	External Services:
	$0k
	$0k
	$0k

	
	Software: 
	$0k
	$0k
	$0k

	
	Hardware:
	$0k
	$0k
	$0k

	
	Other:
	$0k
	$0k
	$0k

	
	Total First Year Costs:
	$0k
	$0k
	$0k

	
	

	
	Ongoing Annual Support-Internal
	$0k
	$0k
	$0k

	
	Ongoing Annual Support- Maint
	$0k
	$0k
	$0k

	
	Total Predicted Ongoing Annual Costs:
	$0k
	$0k
	$0k

	
	Total 5-Year Costs:
	$0k
	$0k
	$0k

	Benefits: 
	<Describe the  quantitative benefits associated with this project>

	
	<Describe the  qualitative benefits associated with this project>

	Problem/Opportunity Summary:
	

	Investment Type:
	 FORMCHECKBOX 
 Financial/ Growth – includes strategic programs, competitive advantage, positioning, customer retention
 FORMCHECKBOX 
 Cost Reduction/Efficiency
 FORMCHECKBOX 
 Compliance/regulatory

 FORMCHECKBOX 
 Organizational effectiveness

 FORMCHECKBOX 
 Employee Retention and recruitment 

 FORMCHECKBOX 
 Customer Experience

 FORMCHECKBOX 
 Infrastructure/facilities

 FORMCHECKBOX 
 Research/Innovation

	Business Rationale:
	

	Cost to Date:
	

	Project End Date:
	


Document Change History

	Version
	Date
	Changed by: 
	Comments/Changes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Form Instructions
The Project Management Plan should include the detailed project scope as well as document how a project will be managed. It is created during the Planning phase of the project, and should build on what has been documented in the Business Case. Many different items are covered in the Project Management Plan, which may be referenced as external documents if appropriate. Approval of the Project Management Plan (including the project schedule) is required to move forward into the Execution/Implementation Phase of the project.
During the Planning Phase, the Business Case is also revised as appropriate. If the Business Case changes significantly (+/- 25%), then it must be submitted for the proper approvals prior to moving forward into Implementation.
1 Project Background

<Insert Project Background:  This can be found in the Project Charter, and should include any additions or corrections since the Charter was completed>
2 Project Objectives
2.1 Business Objectives

· xxxxxx
· xxxxxx
2.2 Other Project Objectives

· xxxxx
· xxxx
· xxxx
· xxxxx
· xxxxx
· xxxxx
· xxxxx

3 Detailed Scope
The project objectives are outlined in section 2.2 above. The scope of these objectives is outlined below, and can delineate functional, geographical, or organizational boundaries of what is included or excluded from the project: 

3.1 Scope Inclusions

· xxxxx
· xxxxx
· xxxxxx
· xxxxxx
· xxxxxx 
3.2 Scope Exclusions
· xxxx
· xxxx
· xxx
3.3 Deliverables

· xxxxx
· xxxxx
3.4 Key Interdependencies & Constraints
· xxx
· xxxx
· xxxx

4 Project Schedule
4.1 Planning Assumptions

· xxxxx 

· xxxxxx
4.2 End to End Project Schedule
A separate project schedule will be created and managed through the use of Planview Enterprise. The project schedule is expected to be delivered for initial review by (state timeframe).

4.3 Major Milestones
Include major milestones below (sample items are included for convenience):
	Milestone
	Baseline Date
	Comments

	Business Requirements Confirmed
	
	

	Business Case Approved
	
	

	Project Schedule Approved
	
	

	Conceptual Analysis Complete
	
	

	Design Approved
	
	

	Development Complete
	
	

	Testing Complete
	
	

	Cutover Plan Complete
	
	

	QA Approved
	
	

	Go-Live Complete
	
	

	Close-out and Lessons Learned Complete
	
	

	Project Complete
	
	


4.4 Next Phase Plan
This is where any follow-up phases or projects can be described at a high level.
5 Risks and Issues
5.1 Risk Management Plan
<Describe here how the project will manage risks.  Where will they be logged? What frequency will they be reviewed?>
5.2 Issue Management Plan

Issues will be managed as they occur. An issue log will be used and maintained by the Project Manager. At minimum, issues can be tracked/reviewed during weekly project status meetings. Escalation may occur if deemed necessary by the Project Sponsor, Project Manager, and/or the project team. The log itself will contain, at minimum, the following information:
· Issue Number (for unique identification)
· Description (to described the issue)

· Owner (responsible party to address and resolve the issue)

· Comments (to provide updates and/or status pertaining to the issue)

· Status (open, closed, on hold)

· Target Completion Date (goal for having the issue resolved and closed)

· Actual Completion Date (real date issue resolved and closed)
5.3 Contingency
<Describe how contingency will be handled during the project.  Has contingency been included in the schedule or budget?  If there is contingency, how much has been added?> 
6 Organization Structure

6.1 Key Roles / Responsibilities
6.1.1 Project Sponsor

· Xxx
6.1.2 Steering Team
· xxx
6.1.3 Project Manager

· xxxx
6.1.4 Core Team Members
· xxxx
· xxxx
· xxxx
· xxxxx
6.1.5 Extended Team Members

· xxxxx
7 Communication Plan
<The Communication Plan may either be included here, or maintained external to this document. If it is maintained externally, its location should be referenced here and in the Reference Documents table.>

This document describes the plan for communications between all of the stakeholders involved in the <Insert Project Name>.  For each type of communication, this plan describes:

1. The name or type of communication

2. The intent of the communication

3. The responsibility for that communication

4. The audience/distribution for that communication (if different than those named in the “Responsibility” column)

5. The communication media (e.g., meeting, conference call, e-mail) for that communication

6. The timing/frequency that this communication item is delivered

	Type  (1)
	Description / Purpose (2)
	Responsibility
	Distribution (4)
	Media (5)
	Timing (6) 

	Weekly Status Update Meeting
	Key accomplishments, challenges, risks/issues during previous week
	Project Manager
	Project Team
	Meeting
	Weekly Monday

	Weekly Project Status Report
	Weekly project status including challenges, accomplishments, risks/issues during previous week
	Project Manager
	PMO, Project Sponsor, Project Board
	Email
	Weekly Wednesday

	
	
	
	
	
	

	
	
	
	
	
	


7.1 Escalation Plan

All issues should be brought to the project manager for escalation. The Project Manager will determine the best path(s) to take based on each issue and input from the project team. Issues will be logged and tracked as described in section 5.2. Email will also be actively used for communicating and tracking individual issues.
8 Quality Plan

· Project deliverables will be managed for quality purposes in the following manner:

· Tests will be developed to demonstrate complete, correct functionality of project deliverables

· Tests will be performed to demonstrate and validate functionality

· Customer sign-off will be requested to ensure acceptance of each deliverable and/or milestone

Reference Documents
List project documents that will be used in managing this project.
	Document Description 
	Document Location

	Business case
	

	Project Charter
	

	Scope Statement
	

	Risk Log
	

	Issues Log
	

	Change Log
	

	Communication Plan
	

	RACI Chart
	

	
	

	
	

	
	


A Business Case must have the signature of the Business Sponsor before submitting to the PMO mailbox.
In place of actual signatures from the Business Sponsor & Business Partner, e-mails can be sent to the PMO as electronic signatures or attached as .msg documents in the Business Case. The PMO will attach electronic signatures to the original Business Case and keep on file. When this occurs, insert Electronic signature on-file with the PMO in the Signature section.
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