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1.
EXECUTIVE SUMMARY
Project Scope


Project Objectives



Project Customers



Final Deliverable(s) 
With brief description


Scope Boundaries (end point)



Organizational Deliverable(s) or Goals


Project Assurance

Deliverable
Risk Limit
Key Risks
Key Countermeasures
Risk Rating




1. 


Project Resources

Team Membership


Milestone Dates


Staffing Limit


Spending Limit


Organizational Constraints


Project Priorities





2.
project Plan Overview

This Project Plan has been created  to provide a detailed roadmap of the Project Team’s approach for the __________ Project.  The ______ Project objective is __________.  Within this Project Plan, the Project Team has detailed the deliverables, schedules, and resource requirements in order to complete the work.  In addition, the Project Team has defined detailed customer acceptance criteria, appropriate review and approvals for interim and final deliverables, and the change control process that will be used to manage changes required in the project.  The appendices includes the original Project Charter Document, tools that will be used by the Project Team to manage the project, and evaluation tools that will be used to measure the effectiveness of the Project Team and the project deliverables.

3.
SCOPE Description

We will be producing the following final deliverables:

Insert a description of the scope or Scope Description Form. Make sure to include the customer acceptance criteria in the description or the form.
3.
SCOPE boundaries

Scope boundaries defined what is included and not included in the scope of the project. They also define which processes or projects may be impacted or that may impact the project. The following table summaries the scope boundaries of this project.
Insert Scope Boundaries Form

3.
Subproject breakdown tree

A subproject breakdown tree shows the structure of the project and accountabilities for subprojects and deliverables. The main interim, final and organizational deliverables for the project have been included in one of the subprojects.
Insert Subproject Breakdown Form.

3.
Scope risk

Scope risk is the risk that we may not be able to meet the customer acceptance criteria for the final deliverable (and organizational deliverable, if there is one). The following table shows the risks that were identified, the overall risk rating for the deliverable, the countermeasures brainstormed and chosen and the final risk rating for the project.
Insert Scope Risk Form.
3.
reviews & approvals required 

Reviews and approvals are used to ensure the quality of the final deliverable. The project team has determined that the following reviews and approvals are required.

Insert Reviews & Approvals Form.

3.
team composition

There are two key aspects to team composition: skills and stakeholder representation. In the following table we indicate the skills we will require, the people who will provide those skills, the stakeholders for the project and the stakeholder representatives:
Insert Team Composition Form.
3.
Project Schedule - Milestones

The deadline date for the _________________ (final deliverable) is ___________. The major milestones for reaching that final deliverable are shown below.

Insert Milestone Schedule Form.

3.
Project Schedule - deliverables schedule

A deliverables schedule shows the due dates for each deliverable, the person accountable, and the interdependencies between deliverables. The deliverables schedule for the main project is shown below.

Insert your deliverables schedule here. You will probably need to enter the data you generated with your team into a scheduling program so you can print it out and attach it to this project plan..

3.
schedule risk

Schedule risk is the risk of not meeting the project deadlines. The risks and countermeasures are shown in the table below:

Insert the Schedule Risk Form.

3.
STAFF effort required

The staff effort is the amount of internal effort required to complete this project. Because our ability to predict the future is by definition flawed, our estimate includes an assessment of the accuracy of our rating. A contingency range has also been included to compensate for our uncertainty about the future.

Insert Staff Effort Estimate Form and if you completed one, the Staff Effort Forecast Form.

3.
spending required

The spending estimate usually includes both the internal costs (staff effort costs and cross-charges) and external costs. The spending required for this project is shown below. Because our ability to predict the future is by definition flawed, our estimate includes an assessment of the accuracy of our rating. A contingency range has also been included to compensate for our uncertainty about the future.

Insert Spending Estimate Form and if you completed one, the Spending Forecast Form.

3.
status reports required 

In order to manage the project and to provide information for project oversight, status reports will be issued over the course of the project. 

In order to keep our project on track, we will hold _______ (weekly, bi-monthly, daily, etc.) team review meetings and issue a status report at the conclusion of each meeting. In general that status report will include:

· Status of changes requested to plan (approved, rejected)

· Scope quality for deliverable– meeting customer requirments

· Changes in risk and our plan to manage those changes

· Schedule progress for milestones and key deliverables

· Staffing and spending progress 

· Overall project status

A sample of our status report form can be reviewed in Appendix B.

The following table indicates the status reports that will be issued and the dates or frequency of issuance.

Insert Status Reports Required Form.

3.
project close out 

At the conclusion of the project, a series of evaluations will be conducted to assess the project team’s effectivenss, the sponsor and customer feedback on the deliverables, and to identify key learnings and recommendations for improvement that will be shared with sponsor and with future teams.  A final status report will be issued as part of the final Close-Out report. The format for the Final Project Status Report, survey tool for Sponsor and Customer feedback, and the format for communicating lessons learned are all contained in Appendix D.

Appendices

Appendix A - Original Project Charter 

Insert final file for Charter Document

Appendix B - Team Project Management Tools

Insert Team Contract  and Blank Status Report Form

Appendix C - Change Management Procedures

Insert Change Request Form and Change Log Form. Include your change management procedures.
Appendix D - Project Close Out

Insert Final Status Report Form, Customer Feedback Form and Lessons Learned Form.
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