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1. Project Overview

This project will ????  Tip:  Refer to the High-level Plan, Feasibility Study, Project Charter, Business Case, etc.  Cut and paste information, as it refers to what the main goal of this project is.)
1.1 Purpose:  

This purpose of this project is….???  Tip:  Provide a concise statement that justifies why you are doing this project.  Provide any applicable background/history information.  

1.2 Key Stakeholders/Departments:

Key stakeholder and department information is as follows:

	KEY STAKEHOLDERS / DEPARTMENTS



	Name
	Department
	Phone
	E-mail

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.3  Key Deliverables:
The key deliverables for this project include the following:

	KEY DELIVERABLES / MILESTONES



	Deliverable / Milestone
	Person / Department Responsible
	Estimated Start Date
	Estimated End Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.4  Main Objectives:

The main objectives of this project will be to:

· Provide a list of the main objectives to be accomplished as a result of completing this project.  Tip:  Discuss objectives with the Project Sponsor.  Refer to the high level plans, charters, etc
1.5 Assumptions:

· Provide a list of things you assume to be true, accurate, or certain as they relate to successfully completing this project.  Tip:  Discuss assumptions with the Project Sponsor.  Revisit these when doing risk identification.
· Organizational process assets and enterprise environmental factors may also be listed here, as applicable.
1.6 Constraints:
· Record anything that you know will limit the project team’s options for successfully completing this project.  (e.g. Externally imposed milestone dates)  Tip:  Discuss constraints with the Project Sponsor.  If these are issues that need to be addressed, make sure you log and track them in the Issues Management section.
· Organizational process assets and enterprise environmental factors may also be listed here, as applicable.
1.7 Project Management Plan Version Control

· Each version of the Project Management Plan (including all sub-plans within this document) whether electronic or paper, will be clearly identified, time-stamped, and provide the author (in the footer).  Draft versions of the Project Management Plan will start at “Draft .01.”  The first version to be accepted and incorporated as the Project Management Plan will be titled version “1.00.”    This document may be viewed online at http://……
2. Integration Management 

Name, Project Manager is the focal point for all project-related integration/coordination issues, and has authority to delegate/assign resources, as necessary. 

 “Lead” authority for specific “sub-project teams” integration responsibility is as follows:

· (Name, Lead for Sub-project team)

· (Name, Lead for Sub-project team)

· (Name, Lead for Sub-project team)

Any proposed changes to this Project Management Plan must follow the Integrated Change Control procedure (see below).  

For information regarding stakeholder and communications management, please refer to the Human Resource Management and Communications Management sections respectively.

2.1 Integrated Change Control

Any potential deviation from the Project Management Plan (or product/service to be delivered) that impacts, scope, schedule, cost, quality, or resources, (or has a significant impact on risk) will require: 

· Submitting a completed Change Request Form (see below)  to the Project Manager (This includes a description of the potential impact to the project)
· The project team is responsible to do the final analysis on what impact the change will have on the project
· The Project Manager will approve/deny the proposed change. 
· If the proposed change has “significant impact” to the project, but is approved by the Project Manager, final approval by the Project Sponsor/CCB and/or Senior Management is required (see below)
2.1.1 Change Request Form

	CHANGE REQUEST FORM



	Change Proposal No.
	Change Request
(Brief Description)
	Potential Impact
(Brief Description)
	Change Order Approval Date
	Change Order Approved By
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


2.1.2 Change Control Board (CCB)

	CHANGE CONTROL BOARD



	Dept/Area
	Name
	Title
	Phone
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.2 Project Checklist

The following provides a high-level checklist of activities for completing this project.  Tip:  Just brainstorm with the team first--put them in order later.  Refer back to the following table to ensure that all the activities, and deliverables for your project get completed.

	PLANNING CHECKLIST

	Activity
	Person Responsible
	Date 
Approved/
Complete
	Notes

	High level (feasibility) study complete
	
	
	

	Project Sponsor assigned
	
	
	

	Project Manager assigned
	
	
	

	Quality Manager assigned (if applicable)
	
	
	

	Project Charter (contract) complete/approved
	
	
	

	Requirements gathering complete/approved
	
	
	

	Preliminary Scope Statement complete
	
	
	

	Project Team assigned
	
	
	

	Scope Statement Complete
	
	
	

	WBS complete
	
	
	

	Scope Management Plan complete
	
	
	

	Schedule Management Plan complete
	
	
	

	Network diagram complete
	
	
	

	Cost Management Plan complete
	
	
	

	Budget complete
	
	
	

	Quality Management Plan complete
	
	
	

	Test Plan complete
	
	
	

	Issues Management Plan complete
	
	
	

	Human Resources Management Plan complete  (RAM)
	
	
	

	Communications Management Plan complete
	
	
	

	Risk Management Plan complete
	
	
	

	Procurement Management Plan complete
	
	
	

	Vendors notified (contracts completed)
	
	
	

	Risks (e.g. contingency) applied to other plans
	
	
	

	Project Management Plan approved
	
	
	

	Work authorized
	
	
	

	Checkpoints (go no-go)
	
	
	

	Performance reporting (e.g. issues)
	
	
	

	Team development (training) complete
	
	
	

	Quality reviews/audits complete
	
	
	

	Final product acceptance (customer)
	
	
	

	Lessons Learned meeting complete
	
	
	

	Project documentation documented complete
	
	
	

	Resources released for other projects
	
	
	

	Final celebration complete
	
	
	


3. Scope Management Plan 

This section provides the strategy and tools for managing project scope.  All changes to the Scope Management Plan must comply with the Integrated Change Control plan.
3.1 Scope Statement

This project will…???   Tip:  Refer to the Preliminary Scope Statement in the Project Charter.  The Scope Statement becomes your team’s “Vision Statement” for producing the “product of the project,” and will be used as the foundation for developing your Work Breakdown Structure (WBS).  The Project Team, other key stakeholders, and the customer should be involved in developing the Scope Statement.  Start by reviewing your Charter (Purpose, Objective, and Key Deliverables), but brainstorm to develop a deeper, more comprehensive description—encapsulating the entire scope of deliverables this project will yield.  Gather requirements and information as required for supporting the required detail.  You may also decide to provide a brief statement followed by several bullets to ensure you capture the essence of the entire breadth of your project.  Acceptance criteria for the Scope Statement should be signed approval by the customer/sponsor.  The Scope Statement may need to be modified again after doing the WBS.)

Approved by:_____________________________________  Date:

3.2 Overall Scope Management Plan Strategy

The following outline the steps the project team will follow to develop the Scope Management Plan.  

1) This project will follow PMI(-compliant, project management best practices/methodologies/processes, using approved templates to develop and maintain the Project (Work) Plan, determine all deliverables, and better understand the requirements/expectations of the customer.  

2) The first deliverable category in the Work Breakdown Structure (WBS) is “Project Management,” which will list the deliverables for the process.  The will provide structure, control, and accountability, for the overall process.

3) As necessary, specific project team members will be assigned to gather/analyze additional requirement information.  Key stakeholders will be identified for this analysis.  (See worksheet below.)

4) The project team will develop a Scope Statement (see above) based on all the information currently available.  The Scope Statement must be approved by the Customer/Project Sponsor and will be modified as necessary to ensure the Project Team understands and agrees upon the overall scope (vision) of the project.

5) After the Scope Statement is approved, key milestones (e.g deliverables) will be determined.

6) Once the key milestones have been determined, the project team will develop a WBS (see below) by determining what activities are required to attain each milestone (deliverable).  (See following page for more information.)

7) Next, the activities will be assigned to the appropriate people and duration/date estimates will be recorded.  (Project team members assigned to the activities will determine activity duration/costs, as appropriate.)   

8) Scope Verification will be the responsibility of the Project Manager and/or the Project Team member designated as the “Lead” for that particular Activity. 

9) Scope Control will also be the responsibility of the Project Manager and/or the Project Team member designated as the “Lead” for that particular Activity.  Proposed changes to the scope must follow the Integrated Change Control Process.  (See Integration Management section above.)

3.2.1 Gathering Requirements 

The following people are assigned to gather requirements for this project:

	REQUIREMENTS GATHERING PERSONNEL



	Dept/Area
	Name
	Title
	Phone
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The following steps will be taken to gather requirements:

The following worksheet may be used for compiling requirements.  Tip:  Consider S.M.A.R.T.  (Specific, Measurable, Achievable, Realistic, Timely)  when you gather your requirements.


	REQIREMENTS GATHERING WORKSHEET

	Description:  Business Need, Purpose, Scope, Objective
	Stakeholders who have influence over this project
	Stakeholders impacted by this project
	Deliverables (Is it a Need, Want, or Nice to Have?)
	Assumptions, Constraints (e.g. dates), High Level Risks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	List the success factors to verify that the project has been completed according to the customer’s requirements/expectations:

1.

2.

3.

4.

5.


The following worksheet provides a prioritized listing of all project deliverables:  Tip:  Make sure you verify these with your customer!

	PRIORITIZED LIST OF DELIVERABLES



	Needs 
(must haves)
	Wants 
(highly desirable)
	Nice To Have 
(somewhat desirable)

	1
	1
	1

	2
	2
	2

	3
	3
	3

	4
	4
	4

	5
	5
	5

	6
	6
	6

	7
	7
	7


3.2.2 WBS Example
The following Work Breakdown Structure is a high-level, graphic portrayal of the work required to complete key milestones or produce key deliverables for this project.   (Modify as necessary.) (Tip:  Start with your milestones, and brainstorm what you need to do the achieve them.  Breakdown the work associated with producing each milestone/key deliverable)
MS Project will be used to track the progress toward achieving milestones/deliverables and provides an “outline version” of the WBS.   See Schedule Management section.

3.3 Scope Management Checklist 

Did you follow these steps?

· Scope Planning:  (Do you have a good Scope Management Plan?)

· Scope Definition:  (Do you have a good Scope Statement?)
· Create WBS:  (Do you have a good WBS?)
· Scope Verification:  (Do you have built in checkpoints?  How will you know when you’re done?)
· Scope Change Control:  (Do you have a system for controlling changes to the scope?
4. Schedule Management Plan

This section provides the strategy and tools for recording and maintaining the project schedule, assigning oversight responsibilities, and tracking the progress towards completing key milestones, work packages, activities, etc.  All changes to the Schedule Management Plan must comply with the Integrated Change Control plan.   MS Project 2000 will be used to manage the network diagram, track schedule progress, and assign resources to this project.  

4.1 Milestone Planning & Tracking Templates

The following templates provide high-level and detailed views of the scope, schedule, and assignment information for the activities to achieve each of the key milestones.  Information from this table will be updated weekly.  (Tip: This table becomes a key source for tracking the progress towards key milestones, as well as a great source for supplying information for weekly performance reports.  Each Milestone should be designated, and listed within the appropriate Project Management Life Cycle group).  Note: You may decide to record just the high-level Milestone/Work Package information in the first table, and let the sub-teams work from the more detailed “Activities” table.  You may wish to just pick one variation of the templates and use it throughout the project.)

The following Project Milestone table illustrates information required for tracking milestones.  

	HIGH-LEVEL MILESTONE/WORK PACKAGES WORKSHEET

	Identifier
	Milestone Title
	Acceptance Criteria
(e.g. Announcement, approval, Project Sponsor approval,

Planning Team approval, Delivery to PO, Publication, Validated measurement)
	Date 
Due
(or Dura-tion)
	Status (e.g. Not started, 
On target, At risk,
Delayed,
Completed, Abandoned, Not applicable)
	Person Responsible
	Title
	Department/ Functional Area

	
	Initiating

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Planning

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Executing/Controlling

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Closing

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


The following template can be helpful for shorter, simpler projects.  (i.e. When all you need is a map of all the milestones, activities, and “sub-activities” kept in a single table showing who is doing what and when.)  Record Activity information (what you need to do to complete each Milestone/Work Package), as applicable.  Decide on Acceptance Criteria for each entry to ensure that you know (and agree on) when the Work Packages and Activities are complete.
	PROJECT ACTIVITIES TABLES

	Start Date
	Deliverables/Key Activities 
(e.g.  What it is, where/produced)
	Acceptance Criteria 
(eg. Exec signature)
	Lead  & Others responsible
	Est.End Date 
(or duration)
	Status notes &
Percent complete

	Milestone 1: (Record Milestone title and applicable info here)                           

	
	(Record Activity information here)
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	

	
	
	%

	Milestone 2: 

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	Milestone 3: 

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	Milestone 4: 

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	
	
	
	
	
	%

	Milestone 5: 

	
	
	
	
	
	%

	
	
	
	
	
	%


The following template may be used by members of the Project Team, and provides a lower-level view of the scope, schedule, and assignment information for the activities to achieve each of the key milestones.  Use one table for each of the milestone/deliverables, as applicable.   The following information is based on information shown in the Project Milestone Plans (above), which is updated/reconciled weekly.  NOTE:  “Activities” are referred to as “Summary Activitys” in MS Project, and are broken down into Activitys/subActivitys.

	
ACTIVITIES WORKSHEET

	#
	Description of Activities        
(For this Milestone/Work Package)
	Predecessor Activity (ies)
	Est.
Duration
	Start Date
	End Date
	Person(s) Responsible
	Risk ID # or owner(s)

	Activity
Activity

Activity

Activity
	
	
	
	
	
	
	

	Activity

Activity

Activity

Activity
	
	
	
	
	
	
	

	Activity

Activity

Activity

Activity
	
	
	
	
	
	
	

	Activity

Activity

Activity

Activity
	
	
	
	
	
	
	

	Activity

Activity

Activity

Activity
	
	
	
	
	
	
	


Tip:  Capturing the information in the tables shown above is also very helpful for inputting information into MS Project.  Having acceptance criteria for activities is necessary for Scope Verification, and also helps increase/ensure quality.   Modify and/or expand the table as necessary.   Tip: Projecting these templates onto a screen at project team meetings and filling them out in “real time” is both recommended and efficient.

4.2 Schedule Management Checklist 

Did you follow these steps?

· Activity Definition: (Have you identified all the activities necessary to achieve the milestones?)

· Activity Sequencing:  (Have you put the activities in the proper and most efficient order?)

· Activity Resource Estimating:  (Have you estimated what resources you will need to get the activities done?)

· Activity Duration Estimating:  (Have you estimated how long the activities/Activitys will take to do as a team?)

· Schedule Development:  (Did you carefully analyze the sequencing, durations and resource requirements to develop your project timeline?)

· Schedule control:  (How will you control changes to your schedule and who will be involved?)

5. Cost Management Plan 

This section provides the strategy and tools for managing project costs.  All changes to the Cost Management Plan must comply with the Integrated Change Control plan. 

5.1 Resource Planning

	RESOURCE PLANNING WORKSHEET

	Milestone / Activity/ Activity
	People
	Equipment
	Materials
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.2 Cost Management Worksheet





	COST MANAGEMENT WORKSHEET

	Project Name:


	Project Sponsor:
	Project Manager:
	Date:

	Description
	Materials
	Labor

	Summary Description #1
	Budget
	Actual
	Variance
	Scheduled Hours
	Actual Hours
	Variance

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Summary Description #2
	Budget
	Actual
	Variance
	Scheduled Hours
	Actual Hours
	Variance

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Summary Description #3
	Budget
	Actual
	Variance
	Scheduled Hours
	Actual Hours
	Variance

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Summary Description #4
	Budget
	Actual
	Variance
	Scheduled Hours
	Actual Hours
	Variance

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Summary Description #5
	Budget
	Actual
	Variance
	Scheduled Hours
	Actual Hours
	Variance

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	SUMMARY

	Sub Total
Budgeted Materials
	$
	Sub Total
Actual Materials
	$
	Sub Total Variance Materials
	$

	Sub Total Budgeted Labor
	$
	Sub Total Actual Labor
	$
	Sub Total Labor Variance
	$

	Total for Budgeted Materials and Labor
	$
	Total for Actual Materials and Labor
	$
	Total Variance Materials and Labor
	$


5.3 Project Cost/Schedule Summary Report Template

	PROJECT COST / SCHEDULE REPORT



	Project Name:
	Responsible:
	Prepared By:

	WBS #   (Code of Accounts number)
	Title       (Activity))
	Milestone, Work Package, Activity
	Duration
(days/ weeks?)
	Start Date
	End Date
	Labor
(hours, days, weeks?)
	Result/ Deliverable
	Cost
	Resources Required

	
	
	
	
	
	
	
	
	$
	

	
	
	
	
	
	
	
	
	$
	

	
	
	
	
	
	
	
	
	$
	

	
	
	
	
	
	
	
	
	$
	

	
	
	
	
	
	
	
	
	$
	

	
	
	
	
	
	
	
	
	$
	

	
	
	
	
	
	
	
	
	$
	

	
	Final Acceptance
	Milestone
	0
	
	
	
	Final Report /Sign-off
	$0
	Project Sponsor

	
	
	
	
	
	
	
	
	$
	

	TOTALS
	
	
	
	
	
	
	
	$
	


5.4 Cost and Schedule Performance Template  (Earned Value Analysis)

	COST / SCHEDULE PERFORMACE TEMPLATE


	Person(s) Responsible For Gathering Information:                      

Prepared By:
	Cost Performance 
Information
	Schedule Performance 
Information

	Activity or Activity
	% Com-plete
	Duration (days/weeks)
	Expense per (days/weeks)
	Planned Value  (PV) (BCWS)
	Earned Value (EV) (BCWP)
	Actual Cost (AC) (ACWP)
	Cost Variance (CV)
	Cost Variance Percentage
(CVP)
	Cost   Perfor-mance  Index      (CPI)
	Schedule Variance (SV)
	Schedule Variance Percentage (SVP)
	Schedule Perfor-mance Index       (SPI)

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	
	%
	
	
	
	
	
	
	
	
	
	
	

	TOTALS:
	
	$
	$
	$
	$
	$
	%
	
	
	%
	

	

	Estimate At Completion (EAC)
	$
	Notes:

Tip:  CV = BCWP – ACWP, SV = BCWP – BCWS = SV, CPI = BCWP / ACWP, SPI = BCWP / BCWS, EAC = BAC / CPI, BAC = EAC * CPI  [ETC, Estimate to complete) = EAC –ACWP]

	Budget At Completion (BAC)
	$
	

	Variance At Completion (VAC)
	$
	


5.5 Budget Worksheet

	BUDGET WORKSHEET



	Project:     
Date:           
Prepared By:

	WBS #  (Code of Accounts #)
	Who’s Responsible?
	Start Date
	End Date
	Equipment
	Materials
	Labor
	Total (Planned)
	Total  (Actual)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


5.5.1 Cost Control  (Changes to the budget)

Measures that will be taken to control cost on this project are as follows:


5.6 Cost Management Checklist 

Did you follow these steps?

· Cost Estimating:  (Have approximated the costs for your resources?)

· Cost Budgeting:  (Have you allocated the overall cost estimates to individual activities/Activitys?)

· Cost Control:  (Do you know how you will control changes to the project budget?)

6. Quality Management Plan

This section provides the strategy and tools for managing quality and issues.  Quality policies, objectives, roles/responsibilities, quality standards, issues management templates, and (basically) the processes required to meet the customer’s needs for the ?????????? Project are presented.  Every member of the project team assumes the overall responsibility for quality.  (Tip:  For information on specific deliverables/milestones, refer to the Project Charter and/or Schedule Management section.) 

6.1 Quality Policies

The quality policy for this project is centered on continuous improvement, Total Quality Management, PMI( Project Management standards/principles/best practices, ??????????, etc.  
6.1.1 Professional Policy

· Document the overall intent/direction of your organization’s executive management with regard to quality.  Tip:  Ask executive management for the organization’s Quality Policy (quality vision) statement.  Tip:  Often this includes considerations for Quality Planning, Quality Assurance, and Quality Control.  

6.1.2 Project Policy

This project shall comply with all organizational, professional, and regulatory quality policy statements.  To ensure the project policy is integrated throughout the project:

· The Project Team is committed to adopting and implementing Project Management Institute and Total Quality Management standards

· The Quality Manager/Project Manager is responsible for quality oversight practices   

· The Project Office will be used in an advisory capacity, as needed

6.1.3 Regulatory Policy

· Document any regulatory policies here, if applicable (i.e. environmental, etc.)

6.2 Quality Objectives

The overall quality objectives for this project are:

· To meet customer requirements/expectations (with regard to the project’s product/service)

· To integrate quality best practices into all project processes 

· To provide a quality working environment for the project team that increases efficiency and encourages ideas for continuous process improvement

6.3 Quality Roles and Responsibilities

This section outlines the roles and responsibilities (as they relate to overall project/product quality) for the Project Sponsor, The Project Manager, the Quality Manager, and the Quality Team.   (Tip: Modify as appropriate, but make sure everyone understands his/her specific roles.)
6.3.1 The Project Sponsor (PS)

· Assigns the overall quality responsibilities to the Project Manager/Quality Manager

· Provides overall direction and oversight to ensure the organization’s mission and quality policies/standards are followed 

· Authorizes key decisions—especially when schedule and cost are impacted

· Provides signature approval for “go/no go” decisions (at key milestone points)

· Acts as the executive liaison with other departments, organizations, key stakeholders, other project sponsors, other executives, etc

· Provides direction and has overall responsibility for the project’s finances

· Helps break down departmental barriers

· Protects the project team from external influences that may have an adverse impact on the project

· Attends quality related meetings, as necessary

· Provides recognition at the end of the project

6.3.2 The Project Manager (PM)

· Has ultimate responsibility for overall project quality

· Identifies product and process criteria for reviewing quality planning, assurance, and control

· Approves acceptance criteria for activities, Activitys, etc.

· Approves project quality process improvements

· Attends/leads quality related meetings (e.g. problem solving), as necessary

· Integrates quality management into other project management activities related to schedule, cost, communication, etc.

· Approves “go/no go” decisions

· Collaborates with the Quality Manager/Quality Management Team, as necessary

· Educates other project staff on quality practices and processes

6.3.3 The Quality Manager (QM) 
(Note:  If you don’t have a QM, many of these responsibilities will likely be assigned to the PM)

· Works with the Project Manager to help ensure all of the project’s quality objectives are met

· Helps develop and monitor acceptance criteria for milestones, activities, Activitys

· Helps ensure that all results are produced using “quality-driven” processes and meet consistent quality policies/standards 

· Oversees day-to-day compliance with quality processes 

· Collaborates with the Project Manager/Project Team to ensure there is adequate resources for ensuring quality

· Organizes quality teams  

· Attends/facilitates quality team meetings (e.g. problem solving meetings)

· Is responsible for developing and maintaining the QMP

· Provides overall quality-related leadership for the project

· Educates other project staff on quality practices and processes


6.3.3.1 Quality Management Team members

· Name:  Project Quality Manager

· Name:  Project Manager
· Name:  Executive Sponsor
· Name(s):  Independent validation and verification functions performed by Internal Audit, or contractor(s).or other SMEs. 

· Name(s): (QM Team members) Testers, QC Analysts, SMEs, and other deliverable experts

6.3.3.2 The Quality Management Team (QM Team)

· Ensures that quality and project management best practices are followed 

· Helps develop acceptance criteria for milestones, activities, and Activitys

· Helps develop and maintain the QMP, as necessary

· Attends quality team meetings (e.g. problem solving meetings)

· Performs quality review(s)/audits, as required

· Reports quality related problems (issues) to the appropriate person(s)

· Provides collective and individual guidance to the project team (as needed) to ensure quality results and to expedite the review process to reach sign-off in a timely manner—helps ensure acceptance criteria for milestone, activities, Activitys are met

· Educates other project staff on quality practices and processes

	PROJECT QUALITY TEAM MEMBERS

	Area
	Name
	Lead Responsibility
	Phone
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.4 Quality Standards

The following quality standards have been adopted to meet customer expectations regarding quality-related processes and criteria for deliverables.

6.4.1 Quality Planning

(Definition:  Consists of identifying which quality standards are relevant to this project and determine how you plan to satisfy them.)  The quality standards applicable for planning quality into this project are:

· This project shall comply with all applicable regulations, policies, standards, guidelines, rules, and requirements

· This product shall meet all the customer’s requirements

· All milestones, activities, Activitys, and subActivitys shall have acceptance criteria which will be verified and approved

· Project team and quality team meetings will use quality agendas (distributed 24 hours in advance of the meeting via email).  All agenda topics shall have desired outcomes

· Meeting minutes will be distributed within 48 hours of project team or quality team meetings

· The customer and the project sponsor will approve the Project Management Plan (including the Quality Management Plan)

· An extensive Risk Management Plan will be developed to increase opportunities, and decrease threats to this project

· The QM Team will review the QMP no less than monthly to verify it continues to represent the project’s quality processes

6.4.2 Quality Assurance

(Definition:  Consists of evaluating the overall project performance regularly to ensure that the project will satisfy the applicable quality standards.)  The following standards will be applied to assure quality on this project:

· Quality assurance meetings concerning the project scope, schedule, cost, risk, etc. will be scheduled no less than monthly with appropriate issues addressed with the Project Sponsor/Executive Management, Project Manager, and/or Quality Manager/Quality Management Team

· “Go/no go” decisions will be formally analyzed with all “no go” determinations of the Project Manager/Quality Manager submitted to the Project Manager/Project Sponsor no less than one day prior to the schedule’s decision timeframe

· Quality improvement recommendations will be submitted to the Project Manager and/or the Quality Manager

· All changes to this plan must comply with the Integrated Change Control System  (See Integration section of the Project Management Plan.)

6.4.3 Quality Control

(Definition:  Consists of tracking/monitoring specific project results to determine if they comply with the relevant quality standards, as well as identifying ways to eliminate causes of unsatisfactory performance.)  The following standards will be applied to ensure quality control:

· The project shall produce a product using QC processes agreed upon by the entire Project Team.  

· Review and edit the project’s planned schedule and budget prior to the establishment of the project’s baseline

· Monitor, modify, recommend sign-off (based on acceptance criteria for milestones, activities, Activitys, etc.  (e.g. Is it “fit for use”?)

· Follow formal scope verification procedure  (checkpoints should be determined at key milestones, etc.)

· Identify issues to be addressed (see below) and correlate with the project’s Risk Management Plan, Quality Management Plan, etc

· Expert analysts for QC will…….

· The QM Team will review the QMP no less than monthly to ensure it continues to reflect the quality processes and meets the appropriate requirements.  

· All QMP updates, corrections, and recommendations will be the responsibility of the Project Manager/Quality Manager.

6.5 Quality  Control (Tracking and Assignments)

This section describes the procedures the project will follow to ensure the desired quality results.  Document who will be responsible for what, and when they will do it for each of the sections below.

	Deliverable
	Person(s) responsible for development, oversight, & maintenance
	Person(s) responsible for approval
	Start Date:

Completion Date:
	Status & Percent Complete

	Acceptance Criteria (Work from WBS)
	
	
	Start:

Complete:
	%

	QMP (development, maintenance, etc.)
	
	
	Start:

Complete
	%

	Quality Management Meetings
	
	
	Start:

Complete
	%

	Reviews, inspections, audits, etc
	
	
	Start:

Complete
	%

	Training/Education
	
	
	Start:

Complete
	%

	Final Acceptance
	
	
	Start:

Complete
	%


6.6 Quality Plan Approval Form


Signatures required to approve the Quality Management Plan are as follows.   

The QMP for project ????? has been approved.

X_________________________________

  Project Sponsor, Name
X_________________________________

  Project Manager, Name

X_________________________________

  Quality Manager, Name

NOTE:  Any changes to the QMP will be analyzed/presented to the Project Manager and will require additional sign-off.

6.7 Issues Management
Definition:  An issue is a generic term for any current item or matter (known) that needs to be resolved or facilitated to allow progress to continue successfully.  Issues Management describes the process for managing and monitoring known problems that will likely have impact on the success of the project if not addressed in a timely manner.   This section describes the process for managing and tracking issues.

6.7.1 Issues Management Process

Steps for managing issues are as follows: 
1. Identify:  

a. Any project stakeholder can identify and/or elevate an issue.

b. The Project Manager/Quality Manager may provide direction.

2. Analyze:

a. Any project stakeholder can analyze an issue

b. Once an issue has been identified as having a significant impact to the project, the Project Manager/Project Team (and Subject Matter Expert, if applicable), should help with the analysis 

3. Assign:

a. The Project Manager assigns an “Issue Owner(s),” 

b. The Project Manager prioritizes (rates) each issue as to their impact severity.  (See “Priority” in following template).

4. Resolve:

a. The Issue Owner (s) is/are responsible for researching, documenting, recommending, and overseeing the implementation of the solution for their outstanding issue within a specified timeframe

5. Close:

a. The Issues Owner(s) will close out an issue once they have verified that it has been resolved.

6. Monitor:

a. The Issue Owner(s) will continue to monitor the status of all issues on a weekly basis and also validate the resolution of issues marked as closed.  

b. The Issue Owner(s) will monitor the completion status of all issues, however individual project teams are responsible for validation to ensure that their issues are addressed and completely resolved.  

6.7.2 Issues Tracking Template

Tip:  Issues should be ranked as to their priority level based on whether they can be resolved at the project level, or whether they require immediate action by Sr. Management.  The following template should be completed for each issue that is identified.  This information will be stored/logged and monitored in…????

	ISSUES TRACKING TEMPLATE



	Heading
	Description

	Issue No.
	Provide a unique number

	Issue Owner
	Provide the name of person who will oversee issue resolution

	Date Submitted
	Provide the date the issue was identified/submitted

	Submitter
	Provide the name of person who submitted the issue 

	Issue Title
	Provide a short title/description of the issue

	Current Status
	Provide the current status if the issue.  For example, Open or Closed.  Provide dates and any additional information as necessary

	Detailed Description
	Provide a more detailed description of the issue, as necessary

	Priority
	Provide a description of the potential impact of this issue upon this, or other projects.  Enter description below in the cells across from the applicable priority ranking.

	
	High [image: image1.png]



	e.g.  Issues that have a severe impact on key deliverables and activities and must be addressed within 48 hours. 

	
	Medium [image: image2.png]



	e.g. Issues that have a significant impact on key deliverables and need to be addressed within 1-2 weeks.

	
	Low [image: image3.png]



	e.g.  Issues that do not need to be resolved quickly, but do need to be address within 3-4 weeks.

	Resolution Steps
	List the steps you will follow to resolve the issue.   Include dates. 

Date:      1.  Description

Date:      2.  Description

Date:      3.  Description

Date:      4.  Description

Date:      5.  Description

	Notes
	Provide any additional notes, as applicable (e.g. how the issue was resolved, etc.)


The Weekly Performance Report provides a compilation of the status of open issues that must be addressed by Senior Management.  

The tables below may be used to help monitor/ track the overall status of issues by their severity.

	ISSUES PRIORITY TRACKING REPORT

	Project:                                                                                Date:

	Priority
	# Open Issues
	Notes/Decisions   Name(s)
	# Closed Issues
	Notes/Decisions Name(s)

	High [image: image4.png]



	
	
	
	

	Medium [image: image5.png]



	
	
	
	

	Low [image: image6.png]



	
	
	
	


	ISSUES TRACKING REPORT

	Project:                                                                                Date:

	Issue #
	Date Submitted
	Description/Notes/ Decisions/Name(s)
	Date Resolved
	Status                 (Open, Closed, etc)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.8 Quality Management / Issues Checklist

Did you follow these steps?

· Quality Planning: (Have you identified what quality standards are necessary to the project?)

· Quality Assurance:  (Are you confident you can evaluate overall project performance to see if you are meeting your quality standards?)

· Quality Control:  (Do you know how you will monitor and control project results to see if they comply with your quality standards?)

· Issues Management:  (Do you have a system in place to handle issues as that arise?)

7. Human Resources (Stakeholder) Management:

This section provides the strategy and tools for Human Resource Management and includes considerations for Organizational Planning (identifying, documenting, and assigning project roles, responsibilities and reporting relationships), Staff Acquisition (getting the right people in the right positions), and Team Development (developing the team to enhance group performance).

7.1 Organizational Planning/Staff Acquisition

The following tables list the key functional department managers, and core project team members.

	KEY DEPARTMENT (FUNCTIONAL MANAGERS)

	Area
	Name
	Lead Responsibility
	Phone
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PROJECT TEAM MEMBERS

	Area
	Name
	Lead Responsibility
	Phone
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.2 Responsibility Assignment Matrix

	RESPONSIBILITY ASSIGNMENT MATRIX



	Key Deliverables
	Person Responsible

	
	Project Sponsor
	Project Manager
	Project Team
	Subject Matter Expert
	Executive Manager
	Functional Manager
	Functional Employees
	Other

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	


	Legend

	(
	General Mgt. Responsibility

	(
	Specialized Responsibility

	(
	Must Be Consulted

	(
	May Be Consulted

	(
	Must Be Notified

	(
	Must Approve


7.3 Acquire Staff 
The steps for acquiring staff for this project are as follows:

	STAFF ACQUISITING WORKSHEET

	Skills Required
	Qualified Personnel
	Available Personnel
	Contacts
(Approval)
	Date:                  Notes:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.4 Team Development Activities

Team development activities for this project are as follows: 
	TEAM DEVELOPMENT ACTIVITIES



	Team Development Activity
	Date
	Person Responsible
	Notes

	1 (e.g. Training)
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


7.5 Team Development Activities 

Team development activities for this project are as follows: 

	TEAM BUILDING ACTIVITIES



	Team Building Activity
	Date
	Person Responsible
	Notes

	1 (e.g. Milestone celebrations)
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


7.6 Human Resource Management Checklist

Did you follow these steps?

· Human Resource Planning: (Have you identified all project roles/responsibilities necessary to complete the project?)

· Acquire Project Team:  (Are you confident you have the right people in the right roles?)

· Team Development:  (Do you activities planned to enhance team performance?)

· Manage Team:  (Do you have a day-to-day strategy for managing the team?)

8. Communications Management Plan:

This section provides the strategy and tools for managing project communications.   Tip:  Effective communication planning starts by determining your overall strategy and then brainstorming the steps you need to take to get there. 

8.1 High-Level Communications Planning Template

The following template is used to begin developing the overall communications strategy.  Tip: To determine the communication strategy, start by discussing the goals of the project then brainstorm the objectives to achieve those goals.  Objectives should be specific, measurable outcomes around which the communication plan is developed.  Projects typically have one or more communication objectives.
	
COMMUNICATIONS PLANNING WORKSHEET

	Goals (What?)
	Communication Objectives   (Why?)
	Steps To Achieve Objectives (How?)
	Persons(s) Responsible (Department) (Who?) (Where?)
	Audience (Department) (Who?)
	Timeline (When)

	1
	1

2
	1 

2

3
	
	
	Start:

End:

	2
	1

2
	1

2

3
	
	
	Start:

End:

	3
	1

2
	1

2

3
	
	
	Start:

End:

	4
	1

2
	1

2

3
	
	
	Start:

End:


	Communication Originating From:
	Communication Received By:

	
	Internal Stakeholders
	External Stakeholders

	
	Project Sponsor
	Project Manager
	Quality Manager
	Project Team
	Functional Managers
	Executive Management
	Other Internal Stake-holders
	External Stakeholders (List)

	Project Sponsor
	
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily

	Project Manager
	Never, Informal, As needed, Monthly, Weekly, Daily
	
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily

	Quality Manager
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily

	Project Team
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily

	Functional Managers
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily

	Executive Management
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily

	Other Internal Stakeholders
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	
	Never, Informal, As needed, Monthly, Weekly, Daily

	External Stakeholders
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	Never, Informal, As needed, Monthly, Weekly, Daily
	


8.2 Communications Matrix Template

8.3 Project Communications Summary Template

The following template lists the project’s communication objectives, owners, timeline, target audience, methods, acceptance criteria, feedback, etc.

	PROJECT COMMUNICATIONS SUMMARY



	Project Name:

Prepared By:

	Strategic Communication Goals
	Person(s) Responsible
	Timeline

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	Strategic Objectives
	Tactical Steps
	Evaluation

	Strategic Objective
	Target Audience (list)
	Target Audience (detail)
	Messages
	Comm. Vehicle
	Target Date
	Actual Delivery Date(s)
	Comm. Owner
	Review?  (Y/N)
	Feedback Method

	1.
	
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	
	
	

	9.
	
	
	
	
	
	
	
	
	

	10.
	
	
	
	
	
	
	
	
	

	11.
	
	
	
	
	
	
	
	
	


8.4 Performance Reporting Template 

	WEEKLY PERFORMANCE REPORT



	Project Name:

	Project Sponsor:

	Project Manager:

	Date:

	Summary Status
	Scope                      (Meeting Scope /        Quality Specs)
	Schedule                   (Meeting Milestones)
	Budget                (Meeting Budget)

	Red, Yellow, or Green?
	HIGH
	MEDIUM
	LOW

	Progress since last report:
	
	
	

	Issues:
	
	
	

	Actions Required:
	
	
	

	Threats:
	
	
	

	Actions Required:
	
	
	

	Opportunities:
	
	
	

	Actions Required:
	
	
	

	WEEKLY SCHEDULE SUMMARY



	Total Milestones:
	Milestones Completed To Date:

	Milestones On Schedule:
	Milestones Behind Schedule:

	Milestones At Risk:
	Milestones Eliminated:

	Milestones Changed:
	% Milestones On Schedule:

	Change Justification:


	% Milestones Behind Schedule:

	
	% Milestones At Risk:


Modify the assessment as applicable for your project.

	Red
	Yellow
	Green

	HIGH
	MEDIUM
	LOW

	Major problems / obstacles
	Significant problems / obstacles
	No significant problems / obstacles

	Requires attention with 48 hours
	Requires attention within 5 working days
	No executive action required

	Urgent!
	Potential significant problems!
	All systems go!

	Behind schedule by more than 5 days
	Behind schedule by more than 2 days
	On schedule

	Over budget by more than 10%
	Over budget by up to 10%
	On budget

	
	
	


8.5 Archiving Project Information
The following steps will be taken to close out the project after final scope verification:

1. Contract closeout (See Procurement Management section)

2. Final performance information

3. Lessons Learned

4. Executive sign off

5. Archive documentation for organizational process assets

8.6 Communications Management Checklist

Did you follow these steps?

· Communications Planning: (Have you determined who needs what information and when?)

· Information Distribution:  (Do you know how you will make the information available?)

· Performance Reporting:  (Do you know how you will collect and distribute information as to how the project is progressing?)

· Manage Stakeholders:  (Do you know what is required to manage all the stakeholders on the project?)

9. Risk Management Plan

This section provides the strategy and tools for managing risk (threats) to the project.  Risks will be identified/analyzed by the project team, and recorded into the appropriate format (see below).  Risk owners (as applicable) will be responsible for the oversight specific risks/Activitys. 

The overall strategy for managing risk on this project is as follows:

1. Risk Planning:  (What’s your overall approach?)

2. Risk Identification: (How will your determine what the risk are?_

3. Risk Analysis: (How will you prioritize each risk?)

4. Risk Response Planning: (How will you respond to the most serious risks?)

5. Risk Monitoring and Control:  (How will you monitor and control risks?)
9.1 Risk Identification Worksheets:

The following project team members are responsible for Risk Identification for this project:

	
	RISK IDENTIFICATION PERSONNEL


	

	Name
	Department
	E-mail
	Phone
	Area of Expertise

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


9.1.1 Risk Identification and Analysis Worksheet

The following worksheet may be used to brainstorm and record information applicable to each individual risk. Tip:  Have a special risk identification meeting with the project team--start with the Project Charter, the Scope Statement, and the WBS.  
	RISK IDENTIFICATION / ANALYSIS WORKSHEET



	Project name:
	Notes:

	Risk title/number: (Threat or Opportunity?)
	

	Identified by:
	

	Date identified:
	

	Risk Owner:
	

	P  Probability of occurrence (1-99%)
	(By consensus, determine the likelihood that the risk will occur.)

	I   Severity of Impact (1-5):
	(Think of the potential impact to schedule, costs, quality, etc.  Include impact to other projects  5 being the highest impact rating.)

	Risk Exposure Rating: (P * I)
	

	Risk description:
	

	Current Status: (e.g. Red, Yellow, Green)
	High [image: image7.png]


   Medium [image: image8.png]


   Low [image: image9.png]




	Trigger(s):  (What is likely to cause it to occur?)
	

	Time/Frequency:  (When and how often?)
	

	Action(s) Required:
	

	Risk response (control):  (e.g. Can you avoid, transfer, or mitigate; or do you just have to accept it?)
·  


Tip:  Prioritize the time spent for managing risks (i.e. assessment, contingency planning, etc) based on the Risk Exposure Rating.  Ensure that “Risk Owners” are assigned to oversee the risks with the highest ratings.  Determine whether changes need to be made to other areas of the Project Management Plan, and in turn, what impact those changes will have on the other areas of the project and project management plans.
9.2 Qualitative Risk Response Planning  (Risk Register)
The following template provides a summary of all risks identified for this project, Description, Probability, Impact, Triggers, Risk Owners and Response Strategy.  

	RISK REGISTER
 

	 
	 
	 
	 
	
	
	 
	 
	 
	 

	Project Name:
Date:
	Project Sponsor:
Project Manager:
	
	 

	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Risk ID #
	Activity ID#
	Risk Score     (P x I)       (4.95 being the highest Risk Score)
	Risk Event Description         (Describe the risk.  Use "might," "possibly," and "may" in the sentence)
	Probability 
(1-99%)  (99% represents the highest probability that the risk might occur.)
	Impact Description   
 (Describe the impact of the risk occurring)
	Severity    (1-5)               (5 represents the highest impact severity rating)
	Trigger     (Describe the early warning sign(s) for each risk)
	Risk Owner     (List the name of the person(s) responsible for managing the risk)
	Response Strategy 
(Avoidance, Transference, Mitigation, Acceptance)  Also note impact to schedule, cost, quality, resources, etc.)

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 

	 
	 
	0
	 
	0
	 
	0
	 
	 
	 


9.3 Risk Contingency Planning Template

The following provides a worksheet for contingency planning for each risk.  

	RISK CONTIGENCY PLANNING TEMPLATE



	Risk Number:


	Project Name:
	Project Sponsor:

Project Manager:

Project Team Member Responsible for Tracking:

	Severity to Project:   VH  H  M   L  VL                                  Probability of Occurrence:    ____%


	

	Description of Risk:



	Description of Impact Severity to Project:



	Current Status:

Date:    /     /

Date:    /     /

Date:    /     /

Date:    /     /

Date:    /     /

	Other Comments  (e.g. secondary and residual risks that may occur as a result of executing the contingency plan):



	How could this risk materialize?

(i.e. What is the trigger?)
	What steps can be taken to avoid the threat altogether?
	What steps can be taken to minimize the impact or probability of the risk occurring?
	What steps can be taken to transfer the probability or impact of the risk occurring to someone else?

	1.
	1.
	1.
	1.

	2.
	2.
	2.
	2.

	3.
	3.
	3.
	3.

	4.
	4.
	4.
	4.

	5.
	5.
	5.
	5.

	6.
	6.
	6.
	6.

	7.
	7.
	7.
	7.


9.4 Risk Response Log Template

This template provides a log for tracking responses to risks that have occurred:

	RISK RESPONSE LOG



	No.
	Description of Response to Risk
	Risk Owner
	Date
	Done?

	1
	
	
	
	(

	2
	
	
	
	(

	3
	
	
	
	(

	4
	
	
	
	(

	5
	
	
	
	(

	6
	
	
	
	(

	7
	
	
	
	(

	8
	
	
	
	(

	9
	
	
	
	(

	10
	
	
	
	(


9.5 Risk Management Checklist 

Did you follow these steps?

· Risk Planning (overall strategy for the project)

· Risk Identification (for each individual risk—based on WBS)

· Risk Analysis/Assessment (Estimates related to Probability and Impact --cost, schedule, quality, etc)

· Response Planning (what will you do if the risk is triggered?)

· Risk monitoring and control (who will do what?  How will you verify, etc)

10. Procurement Management Plan 
This following provides the strategy and tools for managing project procurement.  Tip: Since many organizations have specific policies, standards, and procedures, Project Managers are encouraged to work with their respective purchasing department to streamline the purchasing process and adhere to organizational policies.  It is highly likely that your purchasing department already has the templates you need.  The templates shown below may be useful for discussion purposes only.  Change titles as needed.   Remember, choosing the right contract type is especially important in managing risks on the project—Fixed Price contracts typically provide the least risk.  Also see the Cost Management Plan.

10.1 Plan Purchases and Acquisitions
This section provides information applicable to the overall strategy for procurement.  (Includes determining what you need to buy and when, contract type, estimates, who is involved with every aspect of the procurement process, when they will do what, etc.)

	PLAN PURCHASES AND ACQUISITIONS WORKSHEET

	Resource, Equipment, Materials Required
	Date Required
	Contract Type Desired
	Cost Estimate
	Person Responsible
	Other
	Other

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


10.2 Plan Contracting 

This section provides information applicable documenting product/service requirements and identifying potential sources.  
	PLAN CONTRACTING WORKSHEET


	Potential Vendors
	Resource, Equipment, Materials Required
	Mandatory Requirements
	Other Requirements
	Date Contacted
	Notes:  (e.g. Years in Business, Contract Types)

	Vendor 1
	
	
	
	
	

	Vendor 2
	
	
	
	
	

	Vendor 3
	
	
	
	
	


10.3 Request Seller Responses
Obtaining quotes, bids, offers, proposals as appropriate

	REQUEST SELLER RESPONSES WORKSHEET


	Potential Vendors
	Resource, Equipment, Materials Required
	Date Bid / Quote Received
	Bid / Quote (Contract Type)
	Meets all criteria (Y/N)
	Notes:

	Vendor 1
	
	
	
	
	

	Vendor 2
	
	
	
	
	

	Vendor 3
	
	
	
	
	


10.4 Select Sellers
This section provides information applicable to the process of selecting the vendor(s).

	SELLER SELECTION WORKSHEET


	Potential Vendors
	Resource, Equipment, Materials Required
	Selection Evaluation Criteria
	Rating (1-4) (Where 4 meets all criteria)
	Contract Type?
	Vendor Selected (Y/N?)

	Vendor 1
	
	
	
	
	

	Vendor 2
	
	
	
	
	

	Vendor 3
	
	
	
	
	


10.5 Contract Administration

This section provides information applicable to managing the relationship with the seller/vendor:

	CONTRACT ADMINISTRATION ROLES / RESPONSIBILITIES WORKSHEET

	Vendor
	Project Manager
	Contract Manager
	Quality Manager
	Other

	Vendor 1
	
	
	
	

	Vendor 2
	
	
	
	

	Vendor 3
	
	
	
	


10.6 Contract Closure
This section provides information applicable to managing the completion/settlement of the contract.

	CONTRACT CLOSEURE TEMPLATE

	Vendor
	Project Manager Notes
	Contract Manager Notes
	Contract Sign Off?  (Y/N?)
	Vendor Paid  (Y/N?)

	Vendor 1
	
	
	
	

	Vendor 2
	
	
	
	

	Vendor 3
	
	
	
	


10.7 Procurement Management Checklist

Did you follow these steps?

· Plan Purchases and Acquisitions (Have you determined what you need to buy and when?  Make or buy?  SOWs?)

· Plan Contracting:  (Have you documented what you need and identified potential sources?)

· Request Seller Responses:  (Do you know how you will obtain quotes, bids, etc.?)

· Select Sellers:  (Do you have evaluation criteria in place for picking a supplier?)

· Contract Administration:  Do you know how you will manage the relationship with the supplier?)

· Contract Closure:  Do you know how you will settle the contracts, resolve open items, etc.?)
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