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Project Plan

Project Overview: A brief description of the project, possibly including the background and circumstances that resulted in the proposal for the project (This may be copied from the Overview portion of the Project Charter/Description document).

Project Scope: A concise statement or bullet points that identify areas being impacted.  A scope statement can also indicate areas that are outside the scope of the project.

Project Objective(s): One or more conditions or benefits that the group or organization, which is sponsoring the project, hopes to achieve if the project were to be successful.  Each objective should be:

· Specific

· Measurable

· Agreed to 
· Realistic

· Time-based

Project Interface Roles/ Project Team Structure: Identification of the Project Sponsor, Project Stakeholders, Project Manager, and possibly, key project team members. Responsibilities assigned to each role may also be identified or described.  Includes a description of the human resource requirements, team structure (whether it is a project form, functional form, or matrix), and possibly methods or staffing the team.

Project Sponsor(s): (place name(s) here)
Responsible for authorizing and controlling the funding of the project, providing overall responsibility for the project, and ensuring that the project objectives remain consistent with the overall business objectives.
Project Stakeholders: (place name(s) here)
Responsible for contributing goals and objectives of the project, satisfying their individual interests, or interests of others, for whom they represent.

Project Manager: (place name here)
Responsible for meeting the needs and expectations of the project Stakeholder(s).  May perform more than one role based on the needs of the project, including planning, scheduling, organizing, monitoring, facilitating, and communicating project objectives to project team members and support services.  The Project Manager is also a Stakeholder.
Project Coordinator: (place name here)
Responsible for monitoring and tracking project progress.

Product Lead(s): (place name(s) here)
Responsible for providing product support on the project.  The Product Lead(s) may perform more than one role based on the needs of the project.

Development/Technical Lead: (place name(s) here)
Responsible for providing technical support on the project.  The Project Lead may perform more than one role based on the needs of the project.

Project Team Members: (place name(s) here)
Responsible for assisting in the overall project development life cycle, including: planning, analysis, design, implementation and support, where applicable.

Project Team Members may include, but are not limited to: (place name(s) after each title below)
Application Developers/Designers, Documentation/Technical Writers, Systems/Regression Testers, Acceptance Testers, Network Administrators, Unix Systems Engineers, IT Operations Engineers, Web-Based System Engineers, IT Security Engineers, Database Administrators, Data Analysts, Customer Support Representatives, Sales, Marketing, Communications, Client Relations, Project Management Consultants, and Accounting Administrators.

Project Approach: The Project Approach defines the strategy for developing and deploying the project.  The Project Approach may include information regarding whether the project will be developed in a single consolidated work effort, or in multiple phases.  The Project Approach may also describe whether prototyping will be used to support the development of requirements or for verifying technical feasibility.  (It is also strongly suggested that mention is made of utilizing the Lotus Notes Product Lifecycle database to manage the overall approach of the project or system).

Technical Approach: The Technical Approach defines the software, databases, engineering methods, tools and techniques that will be utilized for the project.

Project Risks: List of risks and possibly corresponding mitigation activities, and accepted conditions on which project plans are developed.

Rather than make a subjective guess on risk, quantify risk by using the following methodology for risk assessment for this project:

1)  Identify all potential risk and place them in the Risk column

2)  Assign a number from 1 to 10 (10 being the highest) on the probability of that risk happening

3)  Assign a number from 1 to 10 on the impact of the project if that risk should occur

4)  Multiply the Probability value times the Impact value and place it in the Severity column

5)  Based on the Severity value, assign a number from 1 to 4 in the Priority column (if Severity is in the range of 0 to 25 set priority to 4, if Severity is in the range of 26 to 50 set priority to 3, if Severity is in the range of 51 to 75 set priority to 2, if Severity is in the range of 76 to 100 set priority to 1)

6)  Enter response necessary for the risk under the Mitigation column.

In order to get an overall risk assessment of the project obtain the Severity average by adding up all values in the Severity column and divide that number by the number of risk identified.  As above, apply a priority value based on the average Severity.
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Quality Statement:

This Quality Statement is structured in accordance with (enter your company name here).  This Statement defines the Project or Product quality requirements for all parties involved.  All project team members must comply with this Quality Statement as they execute their tasks and deliverables.

The Project will achieve quality through the implementation of the following key strategies:

· Review of all deliverables.

· Ensuring consistent application of Project Management methodologies, processes and techniques.

· Assigning the appropriate resources for the project.

Dependencies and Constraints: Other projects, activities, or events, both internal and external that can have a bearing on the relative success or failure of the project.
Assumptions:
Schedule and Milestones: Scheduled start and finish dates for key activities, tasks, and milestones.

Monitoring and Control Mechanisms: Methods and techniques for monitoring and reporting progress, costs, and quality.

· All documentation regarding this project will reside in the Product Lifecycle Lotus Notes database.

· The Product Lead, Development Lead, Project Liaison or appointed Project Spokesperson(s) are required to attend the regularly scheduled Weekly Update Meeting.  Prior arrangements must be made with the Program Management Office should the appointed representative(s) be unable to attend the scheduled meeting.

· The Product Lead, Development Lead, Project Liaison or appointed Project Spokesperson(s) are required to provide weekly updates to the Project Schedule, and they must provide to the PMO a status report that details project news for that particular week.  The updates will be used by the Project Coordinator to update the Master Project Schedule and the Weekly Project Status Report.

Approval Processes: Procedure for obtaining concurrence on phases or stages that have successfully closed.  Iterations to activities in the current or proceeding phase or stage that must/should occur, or the project should be terminated.

· All changes to the agreed upon requirements and/or specifications must be submitted to the project Stakeholder(s) through a Change Request form or e-mail.  If the stakeholder(s) accepts the Change Request, the Project Plan and Project Specifications will be modified to reflect the change, and the Project Schedules will be adjusted accordingly.  In this way, the Project Plan will always accurately reflect the expectations of the project.

· All changes will be discussed amongst the team members of the project for consensus.  However, if the changes are not added to the Project Plan, or Specifications document, the changes will not be considered items for inclusion in this project.

· Major changes to the direction of the project may be required.  Based on the severity of the change, the Project Manager may suggest that a separate project may need to be initiated, or phased-out in order to provide for the requirements of this change.  The Project Manager, Product and Development Leads will be responsible for determining the impact of each project change.

· All changes to the project that are made after the completion of the Work Breakdown Structure or Specifications document will affect the project deadline.  Therefore, time estimates and project deadlines will be adjusted to accommodate these changes.

Other Resource Requirements: Physical facilities, equipment and associated hardware, and support services, (both internally and externally), that may be required to successfully complete the project.

Funding Level or Cost Estimate: An estimate of project cost, either as a funding constraint and/or calculation of probable expenses and capital expenditures.

Open Issues: List any open issues to be resolved.

Requirements

The following section describes the business requirements for this project.  Each general requirement is broken down into detailed requirements that must be satisfied in order for that requirement to be met.  Each of these detailed requirements is outlined in table format below.

The requirements are brief, concise statements that describe what must be incorporated into the project in order for it to resolve its business problem.  The requirements are short, individual statements that describe what is needed in the end result of this project.  The requirements focus on what needs to be done and not how it will be done.  The number of requirements that should be entered varies depending upon the size of the project.  Some considerations when gathering requirements are:

· What are the critical development needs?

· What are the critical processing needs?

· What are the documentation, testing, installation, client/internal communications, IT engineering, IT operations, database, security, internal/customer support, marketing, sales, and accounting needs?
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