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Notes to the Author

[This document is a template of a Project Management Plan. It includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

· Blue italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project. These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.
When using this template, the following steps are recommended.
1. Replace text enclosed in angle brackets (e.g., <Project Name>) with the correct field document values. These angle brackets appear in both the body of the document and in headers and footers. To customize fields in Microsoft Word (which display a gray background when selected) select File->Properties->Summary and fill in the appropriate fields within the Summary and Custom tabs.

2. After clicking OK to close the dialog box, update all fields throughout the document selecting Edit>Select All (or Ctrl-A) and pressing F9. Or you can update each field individually by clicking on it and pressing F9.

3. These actions must be done separately for any fields contained with the document’s Header and Footer.
4. Modify boilerplate text as appropriate for the specific project.

5. To add any new sections to the document, ensure that the appropriate header and body text styles are maintained. Styles used for the Section Headings are Heading 1, Heading 2 and Heading 3. Style used for boilerplate text is Body Text.
6. To update the Table of Contents, right-click on it and select “Update field” and choose the option - “Update entire table”.
7. Before submission of the first draft of this document, delete this instruction section “Notes to the Author” and all instructions to the author throughout the entire document.
Level of required documentation and management rigor:
Project management is the application of knowledge, skills, tools, and techniques to project activities to meet project requirements. These should be applied with a level of detail and rigor appropriate to the project being managed. When in doubt as to what level of management and/or documentation rigor to apply to a project, in almost all cases, more is better than less.]
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1 Introduction

1.1 Purpose of the Project Management Plan

[Provide the purpose of the Project Management Plan (PMP). This document should be tailored to fit your particular needs of the project. The detail provided in each section depends on the class of the project. For more complex projects additional documents such as a Risk Management Plan and a Cost Management Plan are recommended in addition to the PMP and should be listed below. The PMP is not an overview of the project. Rather, it should describe how the project will be managed to ensure success within budget and on schedule.
An expanded and more in-depth PMP will be developed later in the project life cycle based on this Initial Draft as more detail is available on the project and its requirement. This final PMP will include additional sections on Communications Management; Risk and Issue Management; Acquisition Strategy; Testing; Implementation; Training; and other topics as appropriate.]

The <Project Name> Project Management Plan (PMP) is the main planning document for all classes of projects and describes how major aspects of the project will be managed.  It refines and advances the approaches that were defined during the Project Initiation Phase. The PMP is a living document and should be updated continually throughout the project.

The intended audience of the <Project Name> Project Management Plan is all project stakeholders including the project sponsor, senior leadership and the project team.

2 project And Product Overview

[Provide a brief description of the project and its associated product. State the business need for the project, its public health/business impact, and how the project goals align with the goals of the organization.]

3 Assumptions and Constraints

[Insert summary of assumptions and/or constraints from the Project Charter and any subsequent changes to those that were originally outlined in the Project Charter.]

4 ScoPE Management
4.1 Scope Management
[Describe at a high level the project’s scope management plan or provide a reference to where it is stored if available.]

4.2 Major Deliverables/Milestones

[Provide a list of the major deliverables that will be completed by the end of this project. A deliverable is a tangible, verifiable outcome of work that achieves an objective. As appropriate projects may choose to focus on overall product deliverables as opposed to individual project deliverables.]
4.3 Work Breakdown Structure

[Insert the project’s Work Breakdown Structure or provide a reference to where it is maintained.]
5 PROJECT Schedule

[Provide the project schedule or provide a link or reference to the project’s schedule and describe at a high level how schedule will be controlled.]
6 budget/Cost Management
 [Provide the budget for the project and describe at a high level how it will be managed.]

7 Project Organization
7.1 Roles and Responsibilities

[Describe the project organization and roles and responsibilities of key project participants.  These may include the Project Sponsor, Project Manager, Business Lead, Technical Lead, etc.  Describe the proposed project organization, staffing, and management.]
7.2 Stakeholders (Internal and External)

[Provide a list of all the identified project stakeholders, both internal and external to the project.  A stakeholder is a person or organization actively involved in the project. Describe at a high level stakeholder participation and expectation management.]
8 Initial Draft Project Management Plan Approval

The undersigned acknowledge that they have reviewed the <Project Name> Project Management Plan and agree with the information presented within this document. Changes to this Project Management Plan will be coordinated with, and approved by, the undersigned, or their designated representatives.
[List the individuals whose signatures are desired. Examples of such individuals are Business Owner, Project Manager (if identified) appropriate stakeholders, and the Approving Official.  Add additional lines for signature as necessary.]
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