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Project Management Plan
Purpose

The Project Management Plan focuses on the mechanics of how the project will be managed.  
Audience

The audience for this document is the Sponsor and Project Team who need to understand the controls that will be put in place to ensure a successful outcome.
Related Documents

A separate document – the Project Charter –is used to justify expenditure of resources, time and money by the organisation to achieve a business outcome.  

The activities to be undertaken, their duration, sequencing and resources assigned to each task are contained in the Project Schedule which is attached.

Executive Overview

Instructions:
Summarise the PMP.  Key points are:

· Any overriding principles (e.g. The project follows standard project management practices in the organisation)
· Any factors that will change the way in which it is managed (e.g. Outsourcing of part of the project to an external supplier)

· Unusual factors that impact the management (e.g. the team are remotely located so will rely on collaboration software to work together)

Scope Management
Attached is the High Level Scope Document that covers the scope in more detail.

Change Control

Variations to the project must go through a process of approval.  The level of authority is set out below:

Example:
	Variation up to 

$
	
	Variation Time

Up to

(days)
	Approver
	Limit
	Per

	$1,000
	Or
	2
	Project Manager
	$6,000
	Phase

	$10,000
	Or
	20
	Steering Committee
	$50,000
	Project

	
	or
	
	
	
	


Variations must be submitted on the Variation Request form.  A sample is attached.
Cost Management
Detailed Budget

Attached is a Budget Calculation Worksheet

Budget Control Process

Describe the budget control processes that will be set up

Time Management

Schedule

A schedule is attached.

Resource Management
Project Organisational Structure

Insert an organisation diagram

Resource Requirement

Attached is the Resource Requirements document.  This identifies the people required, their skills, their level of involvement and cost.
Resource Management Plan

Attached is a Resource Management Plan. The plan identifies how resources will be managed.  It also identifies training that may be required for project team members.
Roles and Responsibilities

Attached is a RACI chart identifying roles and responsibilities

Quality Management

Quality Plan

Attached is a Quality Plan for the project

Governance

Instructions

Enter the phases at which sign off will be required

Example:
In agreement with the Sponsor and Steering Committee, in order for the project to proceed, we will obtain sign off by …………………………. at the end of the following phases.

· Project Planning

· Preliminary Requirements

· Market Review

· Etc.
Readiness Assessment

A Readiness Assessment will be carried out before we start the project.  The assessment is attached.  Until the Assessment has been completed, and all answers are positive, we will not proceed.

Communication Management

Key Stakeholders

Attached is a Stakeholder Mapping document
Communications Plan

Attached is a Communications Plan and identification of key stakeholders for the project
Document Management

Instructions:

Identify any standards applying to documents

Example:
All documents should comply with the following guidelines:

· All project documents should be stored in L:\.......

· Documents should have a version number.  Draft versions start with 0.1 and the first official version has a number of 1.0

· The version number should be on the cover sheet

· Footers should contain the document name and date of printing
Procurement Management

Procurement Strategy
Instructions:

Describe any procurement strategy that will apply.

Example:

We will involve our Purchasing Department once we decide on the likely candidate from the RFP responses.  They will be responsible for all negotiations with the vendor regarding price and conditions.  They will also be responsible for examining the financial viability of the vendor.
Procurement Plan

Instructions:
This document describes how procurement processes from developing procurement documentation through contract closure will be managed.

Example:

Prior to the RFP we will work with our Purchasing Department to identify what requirements we may have for purchasing.  These will be included in the RFP document.

The Purchasing Dept will identify what documentation they require from the successful vendor to ensure the vendor is financially viable.

The Purchasing Dept will be responsible for liaising with Legal to ensure the contract meets our requirements.

Etc.

Risk Management

Outstanding Risks

The key risks to the project are detailed below.

Example:  

Enter the top five or ten risks – particularly those relevant to the next phase, and a brief description of the actions being undertaken to mitigate the risks.
	Risk
	Probability
	Impact
	Priority
	Mitigation

	We might not be able to get Vendors to respond before Christmas and the project will be delayed
	Likely
	High
	Critical
	As soon as we have approval to proceed, we will phone the vendors and alert them to our requirement to have a response before Christmas


Repeat for the top risks.

Risk Process

Risks will be managed as follows:

Example:
· It is the responsibility of each team member to identify risks and advise the Project Manager

· The Project Manager will add the risk to the risk register

· The Project Manager will discuss what action can be taken regarding the risk with other team members and possibly the Sponsor

· Any mitigation action will be entered on the register and the Project Manager will ensure action is taken

· At the end of each phase, a risk assessment will be undertaken

· Any new risks that are either High or Critical should be reported on the weekly report and discussed with the Sponsor

Regular Risk Reviews

Instructions:
Identify when, how and who will be involved in risk assessments.

Example:  A risk review will be undertaken at the start of each phase as part of the planning.  The review will be undertaken by the whole project team and new risks with mitigation strategies submitted to the Sponsor.

Recording

Example:
Risks will be entered on the Risk Assessment Worksheet.  The Risk Assessment Worksheet will be maintained by the Project Manager who will be responsible for checking actions weekly.

Project Parameters
Assumptions

The following assumptions have been made in order to progress the planning.

Example:

· We will roll out on a branch by branch basis
· Training will be undertaken in two locations
Constraints

The following constraints apply to the project.

Instructions:
Constraints are situations that cannot be changed.  They are the immovable objects around which the project must be planned.

Example:
· We cannot launch the new program over the Christmas period due to staff being on leave

· Any solution selected must integrated with our ERP system
Dependencies

Instructions:

Identify situations where this project is dependant on another project, and where another project is dependant on this project.

Example:
	This project is dependant upon:
	· Resources undertaking training, and data conversion in other States 

· Upgrade of our ERP system 

· Workstations being installed in Goods Receipting Department

	Other projects depend upon:
	· Purchasing business process depends on revision to ordering procedures

· Stock management plan depends on real time updates of stock levels


Logistics
Facilities Plan

A Facilities plan is included as an appendix
Tools

Instructions:

List any tools that will be used during the project.

Example:

· Microsoft Project

· Project Administrator

Project Infrastructure Plan

Instructions:

In this section cover any infrastructure that needs to be set up for the team.  This may be physical infrastructure such as routers, printers, cabling or external Access.  It may also be software related such as test environments, databases or software tools.
Example:
The team will have three environments to work within.  VE1 and VE2 will be development environments and VE3 a test environment.  Environments will be managed by Fiona Reid.  For changes to the environments, a request should be raised and forwarded to Fiona for action.  Changes will need to be approved by the Project Manager.
Issues

Outstanding Issues

The key issues remaining unresolved are listed below.

Example:  

	Issue
	Priority
	Action

	Unable to get a decision around the location of the project team
	Critical
	Meeting scheduled for 16 Feb to resolve the matter


Issue Management Process

Instructions:

Describe how Issues will be managed.

Example:
All issues will be referred to the Project Manager.  The PM will log the issues in a register maintained in Excel.  Only the PM can update the register.  Actions will be assigned to the relevant person and the PM will advise the person responsible via email what is required, and when it is required by.

When the action is completed, the person responsible will advise the PM who will update the register.

Etc.

Escalation Process

If an issue cannot be resolved at a particular level of the organisation, it should be escalated.  The process for escalation is detailed below.

Example:

The example below is from the Resource Management Plan document.

[image: image1]
Actions

Instructions:

Describe the process for managing Action Items

Example

An action log in Excel will be created and stored on the shared drive.  The log will record:

· Who is responsible (one person only)

· Status (Open, Closed, Deferred)

· Due date.
Weekly reports will be issued to team members showing open action items sorted by name and due date.  A separate overdue action item report will also be produced.
Attachments

High Level Scope

Variation Request Form

Budget Calculation Worksheet

Schedule
Resource Requirements

Resource Management Plan
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Facilities Plan

Readiness Assessment – Start the Project
When issue is identified it has been reviewed by the team including Locus Consultants





There are three possible paths.  Use the most appropriate for the issue.  May be more than one path
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