

[bookmark: _GoBack]Project Management Plan 
Project:  




Project Management Plan



Document Version

	Project
	

	Project Sponsor
	

	Project Manager
	

	Version Number
	

	Version Date
	






Document Approval Signatures

	Role 
	Name
	Signature
	Date

	Project Manager
	
	
	

	Project Sponsor
	
	
	

	
	
	
	

	
	
	
	





1. 	Situation & Background
Provide a short summary of the background and situation that has led to this project being identified and selected.  Include some explanation of what programme it falls under.








2.	Project TCQ Expectations 
Complete the Flexibility Matrix to provide a summary explanation of the relative importance of Time, Cost & Quality / Scope for this project.  Which is most important?  If the project encounters a problem which of these will flex first?  Mark an X for each criterion. 
Use the three crosses to indicate which of schedule, scope or resources has the most or least flexibility.  For example: for a Y2K project, the schedule will be the least flexible.  For a project using specialist resources, the resource would be the least flexible.  By completing this table you will demonstrate that you have considered the main drivers of the project, and if the project is not proceeding to plan, everyone will know which of the drivers will be modified to bring it back.
	
	Least Flexible
	Moderately Flexible
	Most Flexible

	Schedule
	
	
	

	Scope
	
	
	

	Resources
	
	
	

	Budget
	
	
	




3.	Why this Project?  What’s the Case for Change?
Build on the content of the Project Proposal.  Explain the case for this change and list the project objectives.  These should be measureable objectives where possible so we know if they have been achieved or not. For further clarity explain what benefits this project will provide against the benefits criteria once the objectives have been satisfied.
What are the measurable objectives of this project?








	No
	Benefit 
	When will this benefit be achieved & how will it be measured?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




4. What is In / Out of Scope 
Explain in detail the scope of the project.  A breakdown of all the deliverables is provided in the next section so do not turn this into a shopping list of items or pieces of work but a clear summary of the scope of work to be undertaken.  Also include details on EXCLUSIONS; specific items that are not in scope that others may assume are in scope.








5. Project Deliverables
You may have completed a high level plan or defined a structure that breaks the complex scope of the project into a set of individual Deliverables (clear defined chunks of work).  List the Deliverables here.  This builds on the details given in Section 4.    
	No
	Deliverable
	Completion Demonstrated By…

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





6. Approach
Explain the approach to be taken to complete the stated scope and deliverables.  How will delivery be undertaken (by us or outsourced for example) and how will the change relating to this project be managed?













7. Project Team
Who is directly involved in this project.  Identify the Sponsor, Project Manager and team members.
	Role
	Who
	From which Dept or Organisation

	Sponsor
	
	

	Project Manager
	
	

	Team Members
	
	




8. RASCI Matrix
Given the stated team in Section 7, define who is Responsible for completing each task.  Who Supports them?  Who Approves the completed deliverable and who should the Responsible person Consult with and Inform?  The example table below can be replaced with an attachment or other similar table.  It may be appropriate to retain this information in a detailed MS Project plan and it is often recommended that this clarity on ownership is reviewed on a rolling 4-6 week basis through the project.  Also, please note that you may have come across other types of Responsibility Assignment Matrix, particularly RACI.  Our experience suggests RASCI in this format works best for projects.
	No
	Task
	Responsible
	Supports
	Consult
	Inform
	Approver

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



9. Timescale
You will have created a project plan with milestones and tasks with estimated durations.  This project plan becomes the baseline against which actual progress can be compared.  Enter key milestones from the project plan in the table below along with their baseline date of occurrence. Enter as many milestone (key event) dates as you wish to provide a clear picture as to the overall timescales of the project.  The example table below can be replaced with an attachment such as an MS Project plan or other similar table. 
	No
	Key Project Milestone
	Baseline Date

	1
	Project Approval Gate
	

	2
	Project Planning Complete Gate
	

	3
	Another Key Milestone
	

	4
	Another Key Milestone
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	Project Ready for Handover Gate
	

	11
	Project Closure Gate
	





10. Cross Project Dependencies
Now that a detailed plan has been developed there should be good awareness of any dependencies with other projects and work outside of the scope and responsibility of this project and Project Manager.  Agreeing handover dates with owners of dependencies is key to project success.
	No
	Predecessor Task
	Owner
	Impacted Task
	Owner
	Agree Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




11. Team Work Days
List the forecast work-days of the project team.  Where appropriate signal if resources are perm, temp or externally provided as part of Funded By column. The example table below can be replaced with an attachment or other similar table.
	Sponsor
	 
	

	Project Manager
	 
	

	Team Member
	Department
	Full Time or % of Time on Project
	Funded By? 
	Start / End Involvement

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 




12. Costs
Outline the direct additional costs that will be incurred in running this project.  The table below is an example.  It suggests costs items are listed and a forecast of spend presented.  This may occur over a longer or shorter time period that the example table provided.  It is suggested a contingency may be provided.  This may not be applicable in all situations but as a guide, if a contingency is to be provided it is typically 10%.  The actual % level should be driven by the scale of risk associated with the project. 

Attach / paste finance spreadsheet

Include details of how this project will be funded.  What is the funding source?




13. Project Risk Assessment
Include details of key risks identified as part of planning risk workshops.  Ensure at a minimum that risks rated as Amber and Red are included here.  A separate Risk Log should list all risks.  The risk score is a calculated field (probability x impact), where both probability and impact are given a score of 1-5 (1-very low, 5 = very high).
	No
	Risk
	Owner
	Risk Score
	Risk Action

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




14. Stakeholders
Stakeholders are anyone who has in an interest in the project or the outcomes of the project.  List your identified stakeholders and how you anticipate communicating with them through the project lifecycle  
	No
	Stakeholder
	At what stage should they be engaged?
	Agreed Types & Frequency of Communication
	Communications Owner for Project

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




15. Project Control & Governance
To ensure clarity of approach to managing the project, state the agreed governance and approvers for Change Requests.  State the defined limits of approval (for example, Sponsor can authorise additional spend of £x but above that the Change Request would need to receive approval of xyz)
	Category
	PMs Limit of Variance
	Sponsors Approval Limit for Variance

	Budget
	
	

	Timescale
	
	

	Scope
	
	



In this section define Stage Gate Governance.  Who, or what entity, approves projects through the formal Stage Gates (for example; Head of Department or Investment Board).  If your project includes additional Stage Gates, add them here.  It is expected that the Project Manager would accept responsibility for preparing and submitting a project through these Stage Gates.
	Stage Gate
	Approvers (Entities and/or Named Individuals)

	
	

	
	

	
	

	
	



16. Handover Process
Explain “what finished looks like” – how do we know that the project is finished and what can we measure or demonstrate to show that the project is ready to be closed.  Aligned with this, who is the project going to hand over to, i.e. who will own the outputs of the project and what is the agreed handover process from the Project Team to the future owner / operator (this must be defined even if they are the same individuals as in the Project Team).  









17. Benefits Realisation
Following completion of the project some or all benefits may not be realised immediately.  Comment here on who should monitor benefits going forward and how this might be achieved.  This will form the basis of a Benefits Realisation Plan creating during the later stages of the Implementation Stage.
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