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1
Introduction

This document has been developed by <replace with participant names> for <replace with project name> for <replace with customer name>.  This document was developed from <replace with list of sources> and is intended to satisfy all the customer requirements, objectives, and expectations.

2
Project Plan Maintenance

[Purpose of this Section: Document the procedure for revising the Project Plan.  Document who is responsible for updating the Project Plan to reflect accomplishments (e.g., completion of milestones).  This section should document the basic steps for who is responsible and how the following get done:

· Revisions to incorporate plan refinements and changes, especially when plans change significantly

· Revisions to incorporate new project commitments and changes to commitments

· Reviews and approvals at each revision

· Using the documented Project Management Procedures (in this document) to manage and control the Project Plan]

3
Integrated Plan

[Purpose of this Section: Document the overall structure, metrics and schedule used to manage the project.]

3.1
Project Organization

[Purpose of this Section: Provide an organizational chart for the project that depicts internal project teams, vendor organizations, and external governance and oversight groups.  This chart should show a clear connection to and participation by the customer.  This chart should include all individuals on the project including Resource Managers. The internal project teams should include all business and IS&S staff assigned to the project. Outside vendors should be identified by the name of the vendor and the primary point of contact. Document who is on the various teams and oversight groups with contact information.]

<Project Organizational Chart>

	Contact information for <audience> (modify and replicate this table as needed or reference external documents that contain contact information – entries below are provided as examples. Note that Point of Contacts (POCs) for external vendors should be included. The role(s) the vendor(s) are providing on the project should also be identified.)

	Name
	Organization and Title
	Address/Location
	Phone
	Email
	Role

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


3.2
Project Metrics

[Purpose of this Section: Define and document metrics that will be used to track project activities.    

3.2.1
Standard Measures

[The following table identifies the minimum metrics that must be recorded and reported monthly for each project.]

	Metric ID
	Metric Name
	Responsible Role

	SCHED-2
	Baseline to actual schedule variance by phase
	Project Manager

	EFFORT-2
	Baseline to actual effort variance by phase
	Project Manager

	COST-2
	Baseline to actual effort cost by phase
	Project Manager

	RISK-1
	Project Risk
	Project Manager

	PMC-1
	Issues Identified by Type and Phase
	Project Manager

	PMC-2
	Issue Aging - Average days overdue by type
	Project Manager

	PMC-3
	Issue with Corrective Action Plans
	Project Manager

	RM-1
	Requirements Volatility
	Project Manager

	PPQA-M4
	Defects identified Post Deployment
	Project Manager

	CM -1
	Comparison of Plan to Actual CM Audits
	Project Manager

	SAM-1
	Supplier Deliverables - % On-time
	Project Manager

	SAM-2
	Supplier Deliverables – Actual Cost vs. Budgeted Cost
	Project Manager

	MA-3
	Measurement Volatility
	Project Manager

	PPQA-M1
	QA Reviews Planned vs. Actual
	QA Analyst

	PPQA-M2
	Defects identified by Checklists
	QA Analyst

	PPQA-M3
	Defects identified in Testing
	Test Manager


3.2.2
Project Specific Measures

[Purpose of this section: Identify measures based on project specific objectives.  Refer to the IS&S Measurement and Analysis process for information on how to define and document measures.  Once measures are identified, ensure that the specifications and resulting work products are incorporated in the CM Plan.  In addition, regular reviews of the project specific measures should be included in ongoing project review and communications activities.]

	Metric Name
	Specification Document Name
	Tracking Frequency

	
	
	

	
	
	


3.3
Project Milestones and Deliverables Schedule

[Purpose of this Section: Identify major milestones and key deliverables for the remainder of the project, including phase completion dates.  Estimate work-product size, effort, and critical computer resources to develop the deliverables and complete the milestones.  Develop and document a proposed schedule for the deliverables and completion of milestones. Project Management Software may be used.  Include milestones and deliverables for all project activities, such as: quality assurance, supplier management, configuration management, communications management, etc.]

3.4
Schedule Detail

[Purpose of this Section: Develop a work breakdown structure (WBS) with sufficient detail to track and manage the project during the current and/or next phase of the project. Develop estimates of work-product size, work effort, and critical computer resources required to develop deliverables and perform tasks in the WBS.  Identify dependency relationships and available resources. Using project management software, display these activities and tasks, their dependency relationship(s), estimated start and completion dates and assigned resources.  Also display resource utilization for each project team member. This schedule plan provides the basis for effective project control during the current and/or next phase of the project.  Include work associated with all project activities, such as: quality assurance, supplier management, configuration management, communications management, etc.]

3.5
Gantt Chart

[Purpose of this Section: Using project management software, generate the Gantt Chart representing tasks and their relationship to a project timeline.  Insert it here or include it as an attachment.]

3.6
Facilities and Support Tools

[Purpose of this Section: Identify and document facilities and support tools required in order to execute the project tasks and develop its deliverables.  Identify the timing of when these facilities and support tools would be required.  Include facilities and support tools for disaster recovery.]

3.7
Project Costs

[Purpose of this Section: Describe the project costs and the expected timing of expenditures for the project. The following elements should be considered: staffing, equipment, resources and materials, travel, administrative, facilities and overhead. Costs for all SDP-21 project phases and activities, including testing and deployment (if part of the project) should be included.

Include the estimating worksheet that supports the costs. and identifying assumptions made.]

3.8
Responsibility Assignment Matrix

[Purpose of this Section: Identify and describe every role required to perform the project in terms of skill and knowledge requirements, authority and responsibilities. This Responsibility Assignment Matrix describes which person or group will perform each task of the Work Breakdown structure and/or participate in completing project milestones and deliverables.]

3.9
Scope

[Purpose of this Section: Working closely with the Business, using the high-level description of the project scope from the Project Charter Form, develop a detailed description of the project’s scope.]

3.10
Exclusions

[Purpose of this Section: Identify any items that are outside the scope of the project.]

3.11
Constraints

[Purpose of this Section: Start with the high level constraints identified in the Project Charter and add any additional constraints including those of a technical nature, that have been identified during the planning process.]

3.12
Assumptions

[Purpose of this Section: List any assumptions that have been made in recommending the approach, schedule, and costs outlined above. The “starting point” for these assumptions is the Project Charter.  Typical assumptions include resource availability, consistency of support from another area and quality of purchased components.]

3.13
Policies and Standards

[Purpose of this Section: Identify all GM and IS&S standards pertinent to this project.] 

The project will conform to all relevant GM and IS&S policies and standards,  including, but not limited to:

· GM corporate Information Security Policy and Practices (ISP)

· Corporate Date Standards (CDS)

· IT Standards Process and Products

· GM Privacy Principles and Guidelines

3.14
Project Dependencies

[Purpose of this Section: Identify any existing systems or planned/in-process developments, which may affect or may be affected by the success of this project.  Begin with the dependencies identified in the charter and add other dependencies as they are identified during this project’s development.  In addition, identify any anticipated re-use components.]

4
Management Plans

[Purpose of this Section: Document the plans to manage quality, configuration management, communications, and suppliers for the project.  Incorporate the work schedule for each of the management plans into the Integrate Plan section of this document.] 

4.1
Quality Assurance Plan

[Purpose of this Section: Note: Use the separate template.  Make reference to the Quality Assurance Plan for the project.]

4.2
Configuration Management (CM) Plan

[Purpose of this Section: Note: Use the Separate template.  Make reference to the Configuration Management Plan for the project.]

4.3
Supplier Management Plan

[Purpose of this Section: Note: Use the Separate template.  Make reference to the Supplier Management Plan for the project.]

4.4
Communications Management Plan 

[Purpose of this Section: Document activities and schedules for communicating with all parties affected by the project.]

4.4.1
Communications

[Purpose of this Section: Identify the type of meeting/communication, information/content provided, frequency/trigger, information owner, and audience of communications.  Add columns as needed to identify additional information such as distribution method.  Identify both regular status communications and informative communications to set expectations, facilitate planning by organizations that will be affected by this project, etc.  Without duplicating information in the Project Organization section, document contact information for individuals in the various audiences.  Other types of review meetings should be added as needed.  The reviews listed below are some of the key requirements to meeting CMMI Level 2 expectations. Meeting types may be merged/consolidated as deemed appropriate by the project team.

Some Meeting Review Guidelines

· If the project’s PMO requires an individual review of the monthly 4-Up with a key IS&S director then include the review in the Communication Plan.

· Both the Supplier Review and Team Meetings must take place, but may be merged if the team chooses to consolidate meetings

· Lessons Learned Reviews by the Team must take place, but may be incorporated into the Team Meetings

· Milestone/Tollgate Meetings must remain as a separate meeting

· Project Monitoring Control Review must remain as a separate meeting]

Communications and Executive Management Reviews

	Type
	Information/Content
	How/When?

Medium/Frequency
	Owner
	Audience

	Progress Review:

Team Meetings
	Project status/4-Up review of:

· Action items

· Schedule to plan & WBS

· Budget to plan

· Customer & project deliverables

· Risks, Issues, Changes

· Resource commitments

· Lessons learned
	Weekly Meetings

· Conferencing capability

· Time and date
· Agendas

· Minutes with record of invitees & participants

· Action item log 
	Project Manager
	· Project Team

· Supplier(s)

· Stakeholders

	Progress Review:

Supplier Reviews Meeting

(Optional – Preferred method is to merge with Team Meetings)


	· Review of deliverables as specified in the supplier contract and Supplier Management Plan
	Weekly Meetings

· Conferencing capability

· Time and date
· Agendas

· Minutes with record of invitees & participants

· Action item log
	Project Manager 
	· Project Team 

· Supplier(s)

· Stakeholders

	Joint Technical Reviews Meeting
	· Review of Deliverable Summary

· Review & Sign-off by relevant team members of documents for current project phase
	Two weeks prior to each SDP-21 tollgate
	Project Manager or QA Analyst
	· QA Analyst

· Project Team

· Supplier(s)

· Stakeholders

	Executive Mgmt Meeting
	Project Status/4-Up including:

· Project approach

· Schedule to plan

· Budget to plan

· Risks, Issues, Changes, Resource commitments

· General status

· Deployment plans, etc.
	Executive Mgmt. Meetings as defined by the local governance


	Project Managers
	· Executive Mgmt.

· Stakeholders

· PMO

	Milestone / Tollgate Review Meeting
	Project status & request approval to proceed – (see Tollgate Procedure)
	Tollgate Reviews (conducted at the end of each SDP-21 phase) 
	IS&S and Business Project Managers
	· Stakeholders (as defined in Project Plan)

· PMO

· QA Analyst

	Lessons Learned Meeting
	Lessons Learned
	1-2 weeks prior to each tollgate
	Project Manager


	· Project Team

· Supplier(s)

· Stakeholders

	Status Report:

Supplier Status
	4-Up Report to communicate:

· Risks, Issues

· Milestone/Deliverable     Progress

· General Status

· Milestones/Deliverables not completed

· Next 90 Day Activities
	Weekly or Bi-weekly Report


	Project Manager
	· Project Team

· Supplier(s)

· Stakeholders

	Status Report:

4-Up
	4-Up Report to communicate:

· Risks, Issues

· Budget to plan

· Milestone/Deliverable Progress

· General Status

· Milestones/Deliverables not completed

· Next 90 Day Activities
	Weekly or Bi-weekly Report
	Project Manager
	· Project Team

· Supplier(s)

· Stakeholders 

	Project Monitoring Control Review Meeting
	· Review of the Monthly 4-Up

· Complete PMC Review
	Monthly based upon timing provided by PMO
	Project Manager & PMO
	· Project Manager

· PMO

	Post Project Review Meeting
	Review of items that went well or would be done differently on the project.
	1-2 weeks following Deploy Tollgate
	Project Manager
	· Project Team

· Stakeholders

· Supplier(s)

· PMO

· Customer

	Document Repository
	Project related documents such as:

· Project deliverables

· Work products

· Status reports

· Minutes
	Name the tool used by the team.  The tool should have extranet access enabling vendor access.
	Project Manager
	· Project Team

· Supplier(s)

· Stakeholders

· PMO

· QA Analyst


All meeting minutes and project logs will be posted to Document Repository and it is the responsibility of team members to read and review.

Agenda will be made available to meeting invitees.

	Contact information for <audience> (modify and replicate this table as needed or reference external documents that contain contact information)

	Name
	Organization and Title
	Address/Location
	Phone
	Email

	
	
	
	
	


4.4.2
Meetings

[Purpose of this Section: Identify meetings necessary to plan, control, and execute the project.  NOTE: Executive Management Reviews should be documented in the next section.  For each type of meeting, identify the purpose of the meeting, participants, duration, location (if possible) and agenda.  Establish a schedule for the meetings and incorporate it into the Integrated Plan section of this document.  Establish a set of norms for meetings to cover such items as: promptness, presence of a scribe, publication or minutes, etc. For status meetings, refer to Progress Review Guidelines and Template.]

4.4.3
Executive Management Reviews

[Purpose of this Section: Describe how and when reviews with executive management are to be conducted.  Identify who is to participate and roles during these reviews. Incorporate the schedule for executive management reviews into the Integrated Plan section of this document.  Identify standard agenda or information content for this review.  Among other items to review, include:

· Activities for managing the allocated requirements

· Activities for project planning

· Project commitments made to individuals and groups external to the organization

· Changes to project commitments made to individuals and groups external to the organization

· Activities for project monitoring and control

· Activities for managing supplier(s)

· Quality assurance activities

· Configuration management activities]

5.0  Project Management Procedures

5.1  Change Control Procedure

[Purpose of this Section: NOTE: This procedure is documented in the Configuration Management Plan, simply reference that document.]

5.2  Configuration Library Procedure

[Purpose of this Section: NOTE: This procedure is documented in the Configuration Management Plan, simply reference that document.]

5.3  Issue Procedure

[Purpose of this Section: Using or referencing the SDP-21 Issues Procedure, identify additional details in analyzing and managing issues that arise during the project.  Identify any tools supporting issue management and how and when they are to be used (e.g. Project Log).]

5.3.1 Escalation Matrix

[Document the escalation process and people or roles and decision makers outside the core project team(s) necessary to resolve issues.  

 The project team, led by the Project Manager, develops a Project Corrective Action Plan to address the issue.  The Project Manager may assign a plan to a Responsible Individual or could require the close collaboration and/or negotiation of many individuals to arrive at an acceptable action plan.

 A significant issue may need to be escalated to higher management levels in order to achieve an acceptable action plan to resolve the issue. The normal escalation path is as follows:

	
	Project Team 
	Sector
	Supplier

	First Level
	Project Manager 
	Lead Unit Manager/PMO
	Account Manager 

	Second Level
	Global Director or IO
	Executive Sponsor
	Account Executive 

	Third Level
	Chief Info Officer
	Sector Executive 
	Supplier Executive / VP 

	[Include any other level as needed]
	
	
	


For all levels of escalation, the Corrective Action Form along with a summary of efforts to resolve the issue(s) should be forwarded to the appropriate parties.

First Level: The Corrective Action Plan needs participation from the Sector and Supplier.  Escalation activities should be initiated between the Project Team Manager, Sector and Supplier.  The Escalation modes of communication should include one or more of the following: formal meetings, email or conference calls.

Second Level: If the Corrective Action Plan cannot be resolved by interaction between the Project Manager, the Project Team, Sector and Supplier, then the action should be escalated formally through the use of email or memo to the IO, Executive Sponsor and Supplier.

Third Level: Final escalation execution if warranted should be escalated formally through the use of email or memo to the CIO, Sector Executive and Supplier Executive.]

5.4  Corrective Action Procedure

[Purpose of this Section:  Using the SDP-21 Corrective Action Procedure identify additional details in taking and managing corrective action plans associated with project issues.  In addition to the SDP-21 Corrective Action Triggers, identify any additional trigger event or criteria specific to the project to determine whether or not a project issue needs a Corrective Action Plan. Identify any tools supporting management of corrective action plans and how and when they are to be used (e.g. Corrective Action Form, Project Log).] 


5.5  Risk Processing Procedure

 [Purpose of this Section: Using the SDP-21 Risk Processing Procedure identify additional details in managing risks associated with the project.  Identify specifics in terms of roles, responsibilities and tools supporting risk management. Identify any tools supporting risk management and how and when they are to be used.]


5.6  Human Resource Plan

[Purpose of this Section: Develop a plan to address acquiring new staff, negotiating resource conflicts, and defining team operating procedures. 

This covers the resource management of GM staff assigned to the project, to include GM employees, contract labor, and consulting support.  It does not cover staff supplied by the vendor.  Vendor resource management is part of Supplier Agreement Management.  

 Identify the Staff Acquisition procedures. 

 Define the procedure by which resource conflicts and schedule changes are communicated and resolved between the Project Manager and the affected Resource Managers. 

 Identify the Team Management procedures.  These procedures need to address:

o New team member orientation – some possible alternatives would include: assign a mentor to a new team member; provide documentation on the project for review; etc.

o Team operating procedures – status report requirements, team meetings, etc

o Team training – how the project will provide any specialized training that is project specific.  The Resource Manager is responsible for normal skills development.

o Performance evaluations – how feedback regarding project performance of individual team members will be provided to the Resource Manager 

o Rewards and recognitions – how this project will address exceptional individual and team contributions.]

6
Estimating

6.1
Estimation Procedure

[Purpose of this Section: Using the SDP-21 Estimation Procedure, document the basis and techniques for developing estimates of work product size, work effort, and critical computer resources for the project.  Identify specifics in terms of roles and responsibilities, techniques, or tools supporting estimation.]

	Goal:
	<Develop estimates of work product size, work effort and critical resources for developing the work products.  Estimates will be used to develop a detailed schedule for the next phase of the project and a high level schedule for major milestones and key deliverables beyond the next phase.>

	Ground Rules:
	<Document assumptions, responsibilities, skills required, etc.>

	Size Indicators:
	<function points, # of organizations and individuals participating in requirements, # of interfaces to other systems and data, etc.>

	Techniques:
	<Wideband Delphi>


6.2
Estimates

[Purpose of this Section: Document the estimates for the work product size, work effort required to develop the work product, and critical computer facilities necessary for completing the project’s key deliverables and major project work products.  Document the basis for determining the work product size estimate and assumptions (availability of qualified staff, critical dependencies, past experience, etc.) as well as the estimates themselves.  Where worksheets have been used to develop estimates, include those as attachments in place of the following table.]

	Task / Work Product
	Estimation Technique Used
	Size Factors
	Assumptions
	Work Product Size Estimate
	Work Effort Estimate
	Estimate of Critical Computer Resources
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