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Project Initiation Document
The Project Initiation document promotes understanding of the business need and provides information to decision-makers for resources and staff to further investigate the need/solution. This information is gathered during the Opportunity Assessment by the business partner and refined in the Initiating Process.
Business Case
 The Business Case identifies the objectives and proposed solution of the project along with quantifiable benefits and costs. 
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Project Charter
The Project Charter is a document that formally authorizes a project or phase. The Project Charter defines the reason for the project and assigns a project manager and his or her authority level for the project.
Stakeholder Workbook
[bookmark: _Toc245704398]Stakeholder Register
The Stakeholder Register is used to identify those people and organizations impacted by the project and document relevant information about each stakeholder.
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The Stakeholder Analysis Matrix is used to categorize stakeholders. It can be used to help fill in the Stakeholder Register. The categories of stakeholders can also assist in developing stakeholder management strategies that can be used for groups of stakeholders. 
[bookmark: _Toc240785573][bookmark: _Toc240785634][bookmark: _Toc245704400]Stakeholder Management 
Stakeholder Management Strategy documents stakeholders and their influence on the project and analyzes the impact that they can have on the project. It is also used to document potential strategies to increase stakeholders’ positive influence and minimize potential disruptive influence on the project. 
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PM Process Checklist
The Project Management Checklist provides a high-level summary of the activities, deliverables, and responsibilities associated with project management processes.
Project Classification
Project Classification determines how much PM methodology needs to be applied to the project, what type of process is required to receive funding, and what level of authority is required for approvals. Projects are classified as either A, B, or C. The Project Classification worksheet is used to collect several diverse categories of cost, effort, complexity, and impact. The worksheet combines the overall responses and the project team uses the combined results to classify the project.  
Requirements Plan and Documentation
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Requirements documentation includes requirements, categories, stakeholders associated with requirements and acceptance criteria. This documentation assists the project manager in making trade-off decisions among requirements and in managing stakeholder expectations.
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The Requirements Management Plan is part of the Project Management Plan. It specifies how requirements will be managed throughout the project.
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A Requirements Traceability Matrix is used to track the various attributes of requirements throughout the project life cycle. It uses information from the Requirements Documentation and traces how those requirements are addressed throughout the project.
Project Management Plan
The Project Management Plan describes how the team will execute, monitor, control, and close the project. It can be a summary level plan or have many detailed components. If detailed components are needed, the following templates are provided for each Project Management Plan component. 
Requirements Management Plan
The Requirements Management Plan is part of the Project Management Plan. It specifies how requirements will be managed throughout the project.
Change Management Plan
The Change Management Plan is a component of the Project Management Plan. It describes how change will be managed on the project. It may or may not be part of a Configuration Management Plan.
Configuration Management Plan
The Configuration Management Plan is a component of the Project Management Plan. It describes how functional and physical attributes of products will be controlled on the project. It may or may not be aligned with a Change Management Plan.
Process Improvement Plan
The Process Improvement Plan is a component of the Project Management Plan. It describes the approach to selecting and analyzing work processes that can be improved. 
Scope Management Plan
The Scope Management Plan is a component of the Project Management Plan. It describes how Scope requirements for the project will be met.
Schedule Management Plan
The Schedule Management Plan is a component of the Project Management Plan. It describes how schedule requirements for the project will be met.
Budget Management Plan
The Budget Management Plan is a component of the Project Management Plan. It describes how Budget requirements for the project will be met.
Quality Management Plan
The Quality Management Plan is a component of the Project Management Plan. It describes how quality requirements for the project will be met.
Communications Management Plan
The Communications Management Plan is a component of the Project Management Plan. It describes the communications needs of the project including audiences, messages, methods, and other relevant information.
Risk Management Plan
The Risk Management Plan is a component of the Project Management Plan. It describes the approach for managing uncertainty, both threats and opportunities, for the project.
Human Resource Plan
The Human Resource Plan is part of the Project Management Plan. It describes how all aspects of human resources should be addressed.
Procurement Management Plan
The Procurement Management Plan is a component of the Project Management Plan. It describes how all aspects of procurement will be managed.
Risk Register
The Risk Register is used to track information about identified risks over the course of the project.
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The Probability and Impact Assessment contains narrative descriptions of the likelihood of events occurring and the impact on the various project objectives if they do occur.
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The Probability and Impact Matrix is a table that is used to plot each risk after performing a risk assessment. The Probability and Impact Assessment determines the probability and impact of the risk. This matrix provides a helpful way to look at the various risks on the project and prioritize them for 
Training Plan
The purpose of the Training Plan is to ensure that all necessary training requirements for effective development and deployment of the project products are identified, delivered, and monitored to completion of training. Training may be required to provide background information, including the use of tools, software products, policies, procedures, or to acquire skills required to use the project product. This is a “living” document and will be updated, as training needs change.
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Issue Log
The Issue Log is a dynamic document that is kept throughout the project. An issue is a point or matter in question or in dispute, one that is not settled and is under discussion, or one over which there are opposing views or disagreements.
Change Request
A Change Request is used to change any aspect of the project. It can pertain to project, product, documents, requirements, or any other aspect of the project. Upon completion, it is submitted to the change control board or other similar body for review.
Team Member Status Report
The Team Member Status Report is filled out by team members and submitted to the project manager on a regular basis. It tracks schedule and cost status for the current reporting period and provides planned information for the next reporting period. Status reports also identify new risks and issues that have arisen in the current reporting period.
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Variance Analysis
Variance Analysis reports collect and assemble information on project performance variance. Common topics are schedule, cost, and quality variances.
Earned Value Analysis
An Earned Value Status report shows specific mathematical metrics that are designed to reflect the health of the project by integrating scope, schedule, and cost information. Information can be reported for the current reporting period and on a cumulative basis.
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Client Satisfaction Survey
The Client Satisfaction Survey is used to gather information about the level of product and service client satisfaction. The project manager distributes the Client Satisfaction Survey form during the Closing Process, collects the forms,  and stores them in the project repository. The project manager then summarizes the results of the Client Satisfaction responses in the Project Closeout Report.
Lessons Learned
Lessons Learned can be compiled throughout the project or at specific intervals, such as the end of a life cycle phase. The purpose of gathering Lessons Learned is to identify those things that the project team did that worked very well and should be passed along to other project teams and to identify those things that should be improved for future project work.
Project Closeout
Project Close-out involves documenting the final project performance as compared to the project objectives. The objectives from the Project Charter are reviewed and evidence of meeting them is documented. If an objective was not met, or if there is a variance, that is documented as well.
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