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	1. Revision History


	Date
	Version
	Notes
	Author

	
	
	
	

	 
	 
	 
	 


	2. General Information


	Project Name:
   
	Date Created: 

	Prepared by: 


Point of Contacts
	Position
	Name
	Phone
	E-mail

	Project Sponsor
	
	
	

	Project Manager
	
	
	

	Team Lead
	
	
	

	Stakeholders
	
	
	

	
	
	
	


	3. Project approach


Describe the strategy to deliver the project. For example, it may be a phased strategy, contracting approach, reference to implementation, etc... Subsections may be created to present the strategy.
	


	4. Additional Project Requirements


Provide a listing of project requirements, with references to the scope statement, project schedule, and specifications. This includes any mechanisms used to assist in the management control of the project.

	Requirement
	Date Completed
	Comments

	Request for Proposal
	
	

	Award contract
	
	

	Statement of Work
	
	

	Project Charter
	
	

	Project Plan
	
	

	Project Schedule
	
	


	5. Resource Plan


Develop a staffing plan that shows the personnel (both internal and external) and their estimated effort (hours) that will be required on a weekly basis.

	Name
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	6. Budget Plan


List the budget estimate (by task); of what is needed to complete the project (include personnel, contractors, equipment, and associated costs required to complete all project deliverables).

	Task
	Labor Hour
	Labor Cost
	Material Cost
	Travel Cost
	Other Cost
	Total per Task

	RFP
	
	
	
	
	
	

	SOW
	
	
	
	
	
	

	Project Charter
	
	
	
	
	
	

	Project Plan
	
	
	
	
	
	

	Project Schedule
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Sub-totals
	
	
	
	
	
	

	Risk (Contingency)
	
	
	
	
	
	

	Total
	
	
	
	
	
	


	7. Communciation Plan


List the different project stakeholders. Describe how they will receive project information (email, status meeting) and identify the frequency in which they will receive this information.
	Audience
	Message
	Method
	Frequency

	Project Team
	Project Plan Review

Project Plan Approval
	Meeting
	One-time

	Project Team
	Project updates (issues / schedule changes)
	Meeting 
	Weekly

	Project Team
	Status Reports
	Email
	Weekly

	Steering Committee
	Status Reports
	Meeting
	Bi-Weekly


	8.  Quality Plan (detail how quality is being addressed)


Deliverable acceptance criteria – describe criteria for deliverables acceptance
	


Applicable Quality Assurance activities – describe QA activities for project
	


	9. Risk Plan


Describe any potential risk that may affect the schedule, cost, or quality of the project or resulting project deliverables.
	Decription
	Impact
	Owner
	Mitigation plan

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	10. Approval


The signatures reflect an understanding in the purpose and content of this document by those signing it. By signing this document, you agree to this as the formal project plan

	Name / Title
	Approved
	Disapproved
	Date
	Signature
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