(Agency Name – Project Name)

Project Management Plan


Project Management Plan Template

This document is an annotated outline for a Project Management Plan, adapted from the PMI Project Management Body of Knowledge (PMBOK) and IEEE Standard for Project Management Plans. The Project Management Plan is considered to be a “Best Practice” template by the ETS Enterprise Program Management Office (EPMO). 

The template is designed to address items for all sizes of projects. For small projects, it may be appropriate to omit sections. For unique projects, you may need to add sections.

Tailor as appropriate.  Where you decide to omit a section, you might keep the header, but insert a comment saying why you omitted the element.  A suggested method is to leave the header and place the comment “Not Applicable”. This demonstrates you have thought through the project.

Items in italic red text should be removed and replaced with your project wording. The items in italic red are remarks designed to explain and give guidance on what should be in that section.  
If you have a document already addressing a section, reference that document and where that document resides.



Note 1: The Project Management Plan guidelines were derived and developed from IEEE Standard 1058.1 Standard for Project Management Plans (ANSI) and the PMI Project Management Body of Knowledge (PMBOK).

tc "1.  Purpose"
Note 2: The ordering of Project Management Plan elements is not meant to imply that the sections or subsections must be developed or presented in that order. The order of presentation is intended for ease of use, not as a guide to preparing the various elements of the Project Management Plan.
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1. Executive Summary

The Executive Summary of the Project Management Plan provides an overview of the project and the product, a list of deliverables, reference material, and agency definitions and acronyms used throughout the Life Cycle of the project.

Project Overview tc "2.1  References " \l 2
Provide a concise summary of the project objectives, scope, out of scope, the product to be delivered, major work activities, major work products, major milestones, required resources, and master high-level schedules and budget requirements. The Project Overview describes the relationship of this project to the agency mission, other projects, and business impact.

Scope

Define the work that must be completed to deliver the product or service with the specified features and functions.

Example 1: Modifications to software as stated in the requirements document approved on 99/99/99.

Example 2: This is a new web application requiring hosting at XXX agency. 

Out Of Scope

Define the work outside of this project.

Example 1: External interface modifications will not be part of this project but will be addressed with future projects.

Example 2: This project is already being hosted by XXX agency and does not havee any additional hosting requirements.

Project Deliverables tc "2.2  Definitions " \l 2
Below is a list of artifacts to be delivered to the customer or delivered to the EPMO for project certification. 

Based upon the size of your project (small, medium, or large) you will decide which artifacts are relevant to your project Not all projects will create all of the artifacts listed. If you have additional items, add them to the list. Mark the column appropriately to indicate if your project will or will not be producing the artifact.

	ARTIFACT
	Yes / No

	Agency Systems Development Life Cycle Methodology (SDLC)
	

	Application Technical Architecture
	

	Budget
	

	Build vs. Buy Analysis for Software
	

	Business Case
	

	Business Functional Requirements
	

	Change Control Process
	

	Communication Plan
	

	Configuration Management Plan
	

	Critical Success Factors
	

	Deliverable Acceptance Criteria
	

	Disaster Recovery / Business Continuity Plan
	

	Hardware Procurement List
	

	Issue Log
	

	Lessons Learned
	

	Maintenance & Support Plan
	

	Organizational Breakdown Structure
	

	Performance  / Scalability Test Plan
	

	Practices & Techniques
	

	Project Charter
	

	Project Management Plan
	

	Project Milestones
	

	Project Schedule
	

	Project Success Measurements
	

	Project Test Plan
	

	Quality Assurance Plan
	

	Regression Test Plan
	

	Risk Assessment / Profile
	

	Roles & Responsibilities
	

	Security Architecture
	

	Service level Agreements
	

	Software Deployment Plan
	

	Software Procurement List
	

	Software User Documentation
	

	Software Verification & Validation Plan
	

	SOW (Statement of Work)
	

	Staffing Plan
	

	Task Estimates
	

	Training Plan
	

	UAT Test Plan
	

	Unit Test Plan
	

	Work Breakdown Structure (WBS)
	


ADVANCE \d 7


Project Management Plan Updates tc "2.3  Abbreviations and Acronyms " \l 2
The Project Management Plan will be created and maintained using standard version control processes. Page3 of this document outlines the Document History, Distribution List, and Plan Approvers.

Definitions and Acronyms tc "2.3  Abbreviations and Acronyms " \l 2
A list of terms and agency acronyms used for this project are listed in the “Glossary of Terms” in Section 8 of this document. 

Please add any terms unique to your project to the Glossary of Terms.

2. Project Organizationtc "3.  Project Management"
Describes the project organizational structure, identifies organizational boundaries and interfaces, and defines individual responsibilities for the various project elements. 

Organizational Structure tc "3.2  Methodology " \l 2
Describes the internal management structure of the project. Graphical devices such as hierarchical organization charts or matrix diagrams may be used to depict the lines of authority, responsibility, and lines of communications within the project.  Show an organizational chart for each agency, team, or consultants involved with the project.
ADVANCE \d 7
Organizational Boundaries and Interfaces tc "3.3  Activities and Tasks " \l 2
If your project involves more than one team, another agency, or consultants it is important to describe the boundaries of each of those organizations. The establishment of boundaries early in the project will give guidance to all teams working on the project and promote clear communication.

Describe the administrative and managerial boundaries between the project and the following entities: the agency, the custom organization, subcontracted organizations, quality assurance, or any other organizational entity interfacing with the project.
Roles & Responsibilities tc "3.4  Responsibilities " \l 2
Briefly describes the responsibilities of project team members. A matrix of functions and activities versus responsible individuals may be used to depict project responsibilities. An example of the Roles & Responsibilities template & RACI template is listed below. 
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Management Processtc "4.  Documentation"
This section describes project assumptions, dependencies, and constraints, risk management techniques, monitoring and control practices, staffing plan, communication plan, and escalation procedures.
tc "4.1.3 Project Progress Reports " \l 3Assumptions, Dependencies, and Constraints tc "4.2  Functional Specifications Document " \l 2


This section will state the assumptions on which the project is based, the external events the project is dependent upon, and the constraints under which the project is to be conducted.

Assumptions

· XXX

Dependencies

· XXX

Constraints

· XXX

Risk Management tc "4.3  Technical Design Document " \l 2
Identify and assess the risk factors associated with the project. Describe the prescribed mechanisms for tracking the various risk factors (e.g., Self-Assessment and risk statistical analysis (RAMP) and implementing contingency plans. Risk factors that should be considered include contractual risk, technology risk, size and complexity risks, personnel acquisition and retention risks, and risks to achieving customer acceptance of the product.
tc "4.3.2 Contents " \l 3Monitoring and Control Mechanisms tc "4.4  Software Verification and Validation Plan " \l 2


Explains the reporting mechanisms, report formats, information flows, review and audit mechanisms, and other tools and techniques to be used in monitoring, tracking, and controlling adherence to the Project Management Plan. The relationship of monitoring and control mechanisms to project support functions (e.g., ITS, EPMO) shall be delineated in this section. Detail the schedule and use of the EPMO Project Status Report (attached as Section 9 Appendices). 

tc "4.4.2 Contents " \l 3Staffing Plan tc "4.5  Configuration Management Plan " \l 2


Specify the numbers and types of personnel required to conduct the project. (This includes staffing requirements from your team, vendors, contractors or outside agencies if the information is obtainable.)

tc "4.5.2 Contents " \l 3tc "4.4.2 Contents " \l 3Communication Plan tc "4.5  Configuration Management Plan " \l 2
Describe the communication plan to be used during the project. Also describe the frequency of planned meetings needed for the project. An example of a Communication Plan, Meeting Minutes document, Issue Log, Status Report & Sign in Sheet are listed below. Describe how these and other documents will be used to properly communicate meetings, report distributions, issues, risk management and project status to various people associated with the project.

  
[image: image4.wmf]"Communication Plan 

Template 2004.08.27.doc"

     
[image: image5.wmf]"Meeting Minutes 

Template 20040722.doc"

   
[image: image6.wmf]"Issue Log Template 

20040722.xls"

  
[image: image7.wmf]"Weekly Project 

Status Report Template 20040722.doc"

  
[image: image8.wmf]"Sign In Sheet 

Template 2004.08.20.doc"


Escalation Procedures

Describe the escalation procedures to be used during the project.

tc "4.6.2 Contents " \l 3
3. Technical Processtc "5.  Standards"
Describes the technical methods, tools, and techniques to be used on the project. In addition, the plan for software documentation shall be specified, and plans for project support functions such as quality assurance, configuration management, and verification and validation shall be identified.

Methods, Tools, and Techniques 

Specifies the computing system, development methodology, team structure, programming language, and other notations, tools, techniques, and methods to be used to specify, design, build, test, integrate, document, deliver, modify, or maintain the project deliverables. In addition, the technical standards, policies, procedures, and guidelines governing development shall be included or by reference to other documents. 

Architecture Plan

Reference the Architecture Plan by specifying or attaching a copy of the Architecture Plan document. 

tc "5.1  Coding Standards " \l 2Software Documentation 

Specify directly, or by reference, the documentation plan for the software portion of the project. The documentation plan shall specify configuration management and version control requirements along with storage and media requirements.

Hardware Documentation

Specify the hardware needed to support the application in production.

tc "5.2  Data Naming Standards " \l 2
Security

Specify security requirements needed to support the application. Also specify security requirements needed to access the application.

Project Support Functions 

This section shall contain, either directly or by reference, plans for the supporting functions of the software project. Supporting functions include (but may not be limited to):

· Configuration management,
· Software quality assurance,
· Verification and validation plans,
· Production support and operational support functions.tc "5.3  User Interface Standards " \l 2

tc "5.4  Static Report Format Standards " \l 2

tc "5.5  Development Tool Standards " \l 2
4. Work Packages, Schedules, and Budget
This section of the Project Management Plan will specify the work packages, identify the dependency relationships among them, state the project resource requirements, provide the allocation of budget and resources to work packages, and establish a project schedule.

Work Packages tc "4.1  Project Notebook " \l 2


This subsection will define the work packages (work breakdown structure (WBS)) for the activities and tasks that must be completed in order to satisfy the project agreement. Each work package must be uniquely identified; identification may be based on a numbering scheme and descriptive title. A diagram depicting the breakdown of activities (Gantt Chart) may be used to depict a hierarchical relationship among work packages. 
Dependencies tc "4.2  Functional Specifications Document " \l 2
This section will state the ordering relations among work packages to account for interdependencies among them and dependencies on external events. Techniques such as dependency lists, activity networks, and the critical path method may be used to depict dependencies among work packages.

Resource Requirements tc "4.3  Technical Design Document " \l 2
Identifies, as a function of time, estimates of total resources required to complete the project. Numbers and types of personnel, computer time, hardware, software, office facilities, travel, training, and maintenance requirements are typical resources that should be specified. 

tc "4.3.2 Contents " \l 3Budget Requirements tc "4.4  Software Verification and Validation Plan " \l 2
Identifies, as a function of time, estimates of total budget dollars required to complete the project. 

tc "4.4.2 Contents " \l 3Budget and Resource Allocation tc "4.5  Configuration Management Plan " \l 2
Specify the allocation of budget and resources to the various project functions, activities, and tasks.
Schedule tc "4.5  Configuration Management Plan " \l 2


Specify the schedule for the various project functions, activities, and tasks, taking into account the precedent relations and the required milestone dates. Schedules may be expressed in absolute calendar time or in increments relative to key project milestones.

5. Project Success Criteriatc "6.  Critical Success Factors"

Describes the project milestones and checkpoints, key deliverables, acceptance criteria, and management approval process for project and product deliverables.

Network Diagram tc "4.1  Project Notebook " \l 2
This subsection will define the project network diagram, including the critical path. The network diagram may be included as an Appendix. ADVANCE \d 7
tc "4.1.3 Project Progress Reports " \l 3Project Milestones tc "4.2  Functional Specifications Document " \l 2
This section will identify the project milestones. A milestone is a clearly identifiable point in time that summarizes the completion of a related or important set of tasks (e.g., design, testing). Milestones are commonly used as a reference point or summary of important events in a project.

Approval Process tc "4.3  Technical Design Document " \l 2
Identifies the management process for obtaining approval of project deliverables, as well as any "go" / "no-go" decision points in the project. This should also include any approvals needed from anyone outside the agency or group. The approval process should also outline the gate decision process for the "go" / "no-go" decision points in the project.
tc "4.3.2 Contents " \l 3Acceptance Criteria tc "4.4  Software Verification and Validation Plan " \l 2


Identifies the customer acceptance criteria for project implementation.

tc "4.4.2 Contents " \l 3Critical Success Factors tc "4.5  Configuration Management Plan " \l 2
Describes critical success factors (such as within budget, on schedule, 100% functionality) identified by the client as well as the project quality goals. Identify and quantify all project goals. Prioritize the project goals: cost, schedule, or functionality.
6. Data Conversion / Data Migration

This section will describe how data will be converted or migrated to production prior to the application being deployed into production.

7. Test Strategy

This section will describe how Unit Testing, Functional Testing, System Testing, User Acceptance Testing, Regression Testing, and Performance / Scalability Testing will be accomplished. The test strategy should also include Data Verification. 

Unit Testing

Functional Testing

System Testing

User Acceptance Testing

Regression Testing

Performance / Scalability Testing

Data Verification

8. Deployment Plan

This section will describe how the product will be deployed into production.

9. System Transition / Rollout Plan 

This section will describe the knowledge transfer needed for software components, hardware components, and transition knowledge from developer to maintenance support.

10. Training Plans

This section will describe

11. Procurement Plans

This section will describe how hardware, software, license, or any components will be procured for the project. The items may be procured by purchase, leased, or borrowed.

12. Maintenance & Support Plans

This section will describe how the product will be maintenanced & supported. All access requirements needs to be addressed here.
13. Additional Components tc "7.  Reviews and Audits"
Certain additional components may be required. These may be included by appending additional sections to the Project Management Plan. Additional items of importance may include subcontractor management plans and SLA’s.

Glossary of Terms
(An index or glossary of terms or acronyms, used throughout the Project Management Plan is optional but recommended to improve usability and provide definitions of common terms used throughout the system development life cycle.)

A

Acceptance Criteria – The list of requirements that must be satisfied prior to the customer accepting delivery of the product.

Acceptance Test – Formal user performed testing performed prior to accepting the system (sometimes called client acceptance test or user acceptance test).

Acquisition – Generic term for hardware, software, or services acquired from an outside vendor or contractor.

Action Plan - A plan that describes what needs to be done and when it needs to be completed. Project Management Plans are action plans.

Activity - A specific project task, or group of tasks, that require resources and time to complete.

Adaptive System – Describes software that has flexibility as the primary design point.

Application – Generic term for a program, or system, that handles a specific business function.

Application Software – A complete, self-contained program that can perform work for a user. This is in contrast to system software such as an operating system, server processes, and libraries that exist in support of application software.

Approval Cycle – Process of gaining funding and management approval prior to project initiation. 

Architecture – Imposes order and makes interconnections possible. Generally defined as an intermediate step between initial requirements and business functional specifications during which the entire complex of hardware, software, and design considerations are viewed as a whole. Refers to a blueprint for evolving a technical infrastructure.

Assessment – A general term for the formal management review of a process.

Audit - A formal and detailed examination of the progress, costs, operations, results, or some other aspect of a project or system performed by an independent party.

Availability – The portion of time that a system that is scheduled to operate actually can be used as expected.

Glossary of Terms* (continued)

B

Backbone – A high-speed computer network designed to interconnect lower-speed networks or clusters of dispersed user devices.

Baseline – A specification, or product, that has been formally agreed upon which serves as the starting point against which progress will be judged. 

Baseline Plan - The initial approved plan to which deviations will be compared as the project proceeds. A work product that has been formally approved and that can be changed only through formal change control procedures.

Batch – A term describing a method of operating computers. This method takes groups of transactions, executes them, and returns the results, all without human intervention.

Bench Mark – A standard figure of merit which measurements or comparisons may be made.

Bridge – Devices that connect two separate networks. Once bridging is accomplished, the bridge makes interconnected networks look like a single network.

Budget – A planned sequence of expenditures over time with costs assigned to specific tasks and activities.

C

CASE – Computer Aided Software Engineering - Systems that attempt to automate some or all of the tasks involved in managing, designing, developing, and maintaining software systems. 

Change Management – The formal process of recording, analyzing, estimating, tracking and reporting of changes to the project baseline business functional requirements. 

Checkpoint – A point in the development process at which project state, status, and results are checked, recorded, and measured.

Client/Server System – Primarily a relationship between processes running on separate machines. A client initiates the dialog by sending requests to the server asking for information or action.

Confidence Level - A level of confidence, stated as a percentage, for a budget or schedule estimate. The higher the confidence level, the lower the risk.

Configuration Management – Methodical storage and recording of all software components and deliverables during development.

Connectivity – Refers to the ability to send and receive information between locations, devices, and business services.

Glossary of Terms* (continued)

Contingency Plan - An alternative for action if the project does not proceed according to plan or if the expected results are not achieved.

Control - A process for assuring that reality, or actual performance, meets expectations or plans. 

Cooperative Processing – Computing that requires two or more distinct processors to complete a single transaction.

Cost / Benefit Analysis – A formal study in which the development, execution, and maintenance costs for a project are matched against the anticipated value of the product.

Critical Activity - A task, activity, or event that, if delayed, will delay another important event - probably the completion of the project or a major milestone in the project. 

Critical Path – Derived from the PERT method, this term implies the set of activities that must be completed in sequence and on time if the entire project is to be completed on time. A missed task on the critical path will cause a product delivery delay. This is the longest time for the project from beginning to end.

Critical Path Method (CPM) - One of the two most common forms of networking systems. CPM uses a one-time estimate for creating a project schedule.

Customer - The individual or organization that specifies and accepts the project deliverables. 

D

Data – Describes the numbers, text, graphics, images, and voice stored in a form that can be used by a computer.

Data Warehouse – Where you consolidate and store data from many sources.

Deliverable – A tangible, physical object that is the output of a software development task.

Dependency Diagram - Another name for a network or precedence diagram that shows the dependencies among tasks.

Design – The tasks associated with specifying and sketching the features and functions of a new application prior to coding.

Development Project – The sum of all tasks and activities necessary to build a software product.

Document of Understanding – A formal agreement between two parties. A contract that is sometimes referred to as a Statement of Work (SOW).

Glossary of Terms* (continued)
Documentation – The printed and displayed materials that explain an application to a user.

Duration - The period of time over which a task takes place. Duration establishes the schedule for a project.

E

Effectiveness - A measure of the quality of attainment in meeting objectives.

Efficiency - A measure of the volume of output received for the input used.

Effort - The amount of work or labor (in hours or workdays) required to complete a task.

Environment – The set of tools and physical surroundings in which software is developed.

EPMO – Enterprise Project  Management Office.

Estimate – A predicted total of expenditures required to complete a task, activity, or project.

Exit Criteria – The set of conditions that must be met prior to completing a project phase or application.

F

Feasibility Project – A project designed to prove, or disprove, the appropriateness of the technology solution under existing constraints (sometimes called “proof-of-concept” project).

Float - The amount of time for a task to be freely scheduled without affecting other tasks in the project. 

Function - An activity that spans the entire duration of a software project (e.g., status reporting, quality assurance, verification and validation).

G

Gantt Chart – A method of displaying overlapped and partially concurrent activities by using horizontal lines to reflect the time required by each activity. The chart, named for Henry Lawrence Gantt, consists of a table of project task information and a bar chart that graphically displays the project schedule to be used in planning and tracking.

Gateway – Hardware or software that translates between two dissimilar protocols.

Granular – Describes the art of writing small modules of code and / or objects.

Graphical User Interface (GUI) – A manner of presentation that makes use of windows, icons, menus, pointers, and scroll bards.

Glossary of Terms* (continued)

H

Hardcode – An informal term that describes a programming technique where data or procedures are specifically written into the program instructions.

Hardware – Physical equipment used to process, store, or transmit computer program data.

I

Independent Review – A formal examination of a project conducted by an organization other than the development organization.

Information – The meaningful interpretation of data.

IRMC – Information Resource Management Commission.

Integration – Describes the work, or device, required to connect two different systems that were not originally designed to work together.

Integration Test – Testing in which software components, hardware components, or both are combined and tested to evaluate the interaction between them.

Interface – A connection between two devices or systems.

Interoperability – The ability to have applications and computers from different vendors work together on a network.

Intranet – An Internet network behind a firewall.

Issue – A problem to be solved or a decision that has not been made. 

J

Joint Application Design (JAD) - The combined effort of client, program, and development staff to define and elicit requirements for a system (JAR) or design a system (JAD). 

K

L

Lag - The amount of time after one task is started or finished before the next task may be started or finished.

Lead - The amount of time that precedes the start of work on another task.

Local Area Network (LAN) – A communications system confined to a limited area, typically a building, occasionally a group, and linking computers together via cable.

Glossary of Terms* (continued)

M

Maintenance – Refers to the ongoing activity that keeps software functioning in a technical and business environment (production).

Methodology – A set of formal protocols followed when performing a task.

Middleware – Software that hides the complexity of the networked computing environment from the users and application programmers.

Milestone – A major checkpoint in the activities involved in a project. A clearly defined point in a project that summarized the completion of a related set of tasks.

Model - A way of looking at reality, usually for the purpose of abstracting and simplifying it to make it understandable in a particular context.

Modular Programming – Programming that has as its fundamental assumption that a large piece of software should be separated into its constituent parts or modules thereby making for easier and faster development and maintainability. Modules were traditionally called subroutines or functions and now are often called objects.

N

Network – Describes the physical hardware and software connections between computers allowing information to be shared and electronic communications to take place.

Network Diagram - The logical representation of tasks that defines the sequence of work in a project.

N-tier Architecture – Describes a method for dividing an application into a series of distinct layers to provide for ease of maintenance and flexibility.

O

Operating System – System software that controls data storage, input and output to and from the keyboard, and the execution of applications written for it. It performs base services: prioritizing work, scheduling, memory management, etc.

P

Package Acquisition – The purchase, or lease, of software from an outside source.

Padding - A standard project management tactic used to add extra time or money to estimates to cover for the uncertainty and risk of predicting future project activities.
Path - A sequence of lines and nodes in a project network.

Glossary of Terms* (continued)

PERT – Project Evaluation and Review Technique - The PERT method uses the concepts of milestones, activities, and slack time to calculate the critical path. The chart, which resembles a flow chart, depicts a box to represent each project task and a line connecting two boxes to represent the relationship between tasks.

Phases – The divisions of a software development life cycle into discrete stages (e.g., requirements, design, code, test, etc.).

Planning Project – A project intended to gather, or predict, the sequence of activities and resources needed to complete a work effort.

Platform – The hardware and support software with which a program is intended to operate.

Precedence - When one task must be completed before another task can be started, the first task is said to have precedence over the other.

Process – The step-by-step sequence of activities (systematic approach) that must be carried out to complete a project. 

Programming – The art of writing, in a computer understandable language, a set of instructions that produces software.

Project – The combined resources (people, machines, materials), processes, and activities that are dedicated to building and delivering a product to a customer.

Project Duration - The time it takes to complete the entire project.

Project Management - The combination of systems, techniques, and people required to successfully complete a project on time and within budget.

Project Manager – The senior person responsible for the entire project.

Project Management Plan – A formal document that describes the technical and management approach to be followed for a project.

Project Sponsor – The department “customer” who will authorize project initiation, and who will receive, accept, and use the software product or service.

Protocol – A set of rules and specifications that describes how a piece of software will behave and how other pieces of software must behave in order to work with the first piece of software.

Q 

Quality  (Product) - Conformance to business functional requirements with defect-free products. Quality reflects both the completeness of software or system features and functions, and error-free operation.
Glossary of Terms* (continued)

Quality  (Process) – Verification and validation to established policies, standards, procedures and guidelines for software development.

Quality Assurance – Within the State of North Carolina, the process tracking and oversight function for monitoring project performance, adherence to commitments, and budget requirements. Performed under the control of the Office of Information Technology Services (ITS), Enterprise Technology Strategies (ETS) staff.
R 

Regression Test – Selective re-testing to detect errors or faults introduced during modification of a system.

Relational Database – A collection of data that is organized into tables so that relationships between and among data can be established.

Resource Leveling - The process of shifting resources to even out the workload of team members.

RFP - Request for Proposal - Formal statement by a department that they are soliciting enterprises to bid on a contract for a program, system or service. 

Requirements – The statement of needs by a user that triggers the development of a program, system, or project. May be called business functional requirements or requirement specifications.

Research and Development Project – A definition of a project type essentially exploring options for developing new systems or work products.

Risk – The probability that a project will experience undesirable events, which may create, cost overruns, schedule delays, or project cancellation. The identification, mitigation, tracking, and management of those elements creating the risk situation.

Risk Analysis - An evaluation of the feasibility or probability that the outcome of a project will be the desired outcome.

S

Scalable – A term describing an architecture or software that can handle expansion in the use as the need arises without adversely impacting systems management and operations.

Scope - The magnitude of the effort required to complete a project.

Server – A computer on a network that makes applications, print services, data, and communications available.

Glossary of Terms* (continued)

Slack - see float.

Software – Computer programs, systems, and the associated documentation that describes them.

SDLC - Software Development Life Cycle – The period of time that begins with the decision to develop a software product and ends when the software is delivered.

Software Development Process – The process by which user needs are translated into a software product.

Project Management Plan - The controlling document for managing a software project. The PP defines the technical and managerial project functions, activities, and tasks necessary to satisfy the requirements of a software project.

Specifications – General term for the wide variety of paper-based descriptions of a program or system.

Stakeholders - People who have a personal or agency interest in the end results of a project.

Standalone – Describes a computer workstation where the computer is not connected to any other computer on a network.

Statement of Work (SOW) - An integrated set of task descriptions, goal descriptions, risks, and assumptions that accompany the evolving master Project Management Plan during development.

Strategic Plan – The long-range plan where the horizon is usually three to five years time span.

Subcontract - Delegating tasks or sub-projects to contractors or other organizations.

System – A linked collection of programs, or components, that perform a generic business or technical function.

System Test – The final stage of testing on a completed project (prior to client acceptance test) when all hardware and software components are put together and tested as a whole.

SDLC - System Development Life Cycle  - The complex of tasks and deliverables that are organized toward developing software systems.

Glossary of Terms* (continued)

T

Tactical Plan – Specific improvements, or changes, that will be carried out in a fairly short time span (usually twelve (12) months).

Task - A cohesive unit of work on a project (usually 40 to 80 hours of effort).

Task Description - A description that defines all the work required to complete a project task or activity including input, output, expected results, and quality specifications.

Test Plan – A document that describes the scope, approach, resources, and schedule of intended test activities.
Testing – The set of defect removal tasks that include execution of all, or part, of an application on a computer.

Topology – The map or plan of a network.

U

Unit Test   - The testing carried out personally by individual programmers on their own code.

V

W

Wide Area Network (WAN) – A network where the computers are separated by significant distances and telecommunications links are implemented.

Work Breakdown Structure (WBS) – A formal analysis of the activities, tasks, and sub-tasks that must be accomplished to build a software project. A product or activity oriented hierarchy tree depicting the elements of work that need to be accomplished in order to deliver a product.

Work Package - A specification for the work to be accomplished in completing an activity or task.

Work Product - Any tangible item that results from a project function, activity, or task.

Workstation – Any machine with all of its installed storage, processing, and communications that can be either standalone or networked.

Glossary of Terms* (continued)

X 

Y

 Z

* Definitions were extracted from Assessment and Control of Software Risks by Capers Jones (1994); Managing Software Development Projects (Second edition) by Neal Whitten (1995); IEEE Standards Collection: Software Engineering (1997 Edition); Best Practices in IT Architecture Planning and Implementation by Larry DeBoever; Essential Client/Server Survival Guide by Robert Orfali; and The Complete Idiot's Guide to Project Management by Sunny and Kim Baker.

10.
Appendicestc "Appendix A  Glossary"

Appendices may be included, either directly or by reference, to provide supporting details that could aid in the understanding of the Project Management Plan.
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1. Introduction








The Project Communication Plan is designed to provide resources working on project easy access to contact information, reports, report distribution, and planned project meetings.
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To:
          




Week ending:  X/X/2004




From:  
 




The significant tasks completed this period are:


		(Task Owner)

		1.  



		(Task Owner)

		1.  





The project plan is to complete the following in the next period: 


		(Task Owner)

		1.  



		(Task Owner)

		1.  





Project Issues  (Issues impacting the project cost or schedule)

		1

		 





Management Issues  (Issues needing management attention)

		1
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Roles & Responsibilities



In order to effectively enable each group that will be a part of the overall XXX Project, roles and responsibilities are clearly defined and are as follows: 


		Project Role

		Description

		ITS Resource 

		Other Agency Resource

		Dependencies



		Sponsor 

		· Sustain executive and organizational commitment and support for the xxxx project.


· Communicate business direction changes to senior management.

		 

		 

		



		CIO

		· Executive officer for ITS.

		 

		 

		



		COO

		· Executive officer for ITS hosting.

		 

		 

		



		Computing Services Executive

		· Sustain executive and organizational commitment and support for the XXXX application statewide rollout for hardware and OS components


· Communicate business direction changes to ITS senior management for hardware and OS components


· Communicate any potential changes to the customer that may impact XXXX hosting services

		 

		 

		



		Software & Systems Integration Director

		· Responsible for delivering infrastructure needed to support environments hosted at ITS.


· Provide daily operational support for the environments at ITS.

		 

		

		



		Operations Director

		· Responsible for supporting data center environmental needs for applications hosted at ITS.


· Provide daily operational support for the environments at ITS.


· Provide daily platform monitoring and management of HW & OS.

		  

		

		



		Operations Manager

		· Responsible for coordinating with the project team to provide power and space for hardware needed.

		 

		 

		



		Telecommunications Services Executive

		· Oversees ITS Telecommunications and Networking.


· Oversees Network Monitoring Team.

		 

		 

		



		Network Monitoring Manager

		· Statewide IP Network


· Statewide SNA Network


· IP Data Services


· Security Services


· Network Management

		 

		

		



		Network Design & Support

		· Design network infrastructure


· Support network infrastructure

		 

		

		



		Firewalls

		· Configure firewall to meet application needs and follow security protocols

		 

		

		



		Project Manager

		· Initial POC


· Hold initial meeting to explain concept, approach, roles, and timeline


· Maintain open communication with all groups.


· Utilize standard and procedures. 


· Coordinate activities among multiple parties.


· Publish documents to respective parties.


· Overall project status reporting.

		 

		 

		



		PMO Office

		· Assist with project planning. 


· Assist with project schedule planning.


· Assist with project communication.


· Assist with project risk assessment and risk mitigation planning.


· Assist with post project reviews.

		 

		 

		



		Technical Project Integrator

		· Provide leadership on the technical components of the project.


· Ensure communication and collaboration among the technical teams working on implementation and ongoing support.  This will include managing cooperative relationships with the project team members and vendors.


· Enable ITS to establish a hosting environment that is architected, deployed, and maintained in a manner that meets or exceeds SLAs to be established between parties.

		 

		 

		



		Service Coordinator Manager

		· Responsible for providing service coordination for the Computer Services division.

		 

		

		



		CS Project Coordinator

		· Support PM & Technical Integrator on all project activities for the Computing Services group at ITS.

		 

		

		



		Customer Service Representatives

		· Follow identified processes to serve customers.

		 

		

		



		IT Database Manager

		· Responsible for managing database services for databases located at ITS.

		 

		

		



		Database

		· Manage Database Resource.


· Monitor system traffic.


· Trouble shoot any DB issues.

		 

		

		



		UNIX

		· Manage UNIX environment.


· Trouble shoot any UNIX issues.

		 

		

		



		INTEL

		· Manage INTEL environment.


· Trouble shoot any UNIX issues.

		 

		

		



		IT Storage Management Manager

		· Responsible for managing storage management team.

		 

		

		



		Storage Design

		· Architect & design storage plan.

		 

		

		



		Storage Operations

		· Manage SAN environment.

		 

		

		



		IT Systems Planning and Design Manager

		· Responsible for managing systems planning and design team.

		 

		

		



		Server Performance & Capacity

		· Server & CPU monitoring.

		 

		

		



		Backup Design

		· Define backup strategy/ methodology.

		 

		

		



		Backup Operations

		· Administer and monitor backup process.

		 

		

		



		Disaster Recovery

		· Define Disaster recovery strategy / methodology.


· Administer and monitor DR process.

		 

		

		 



		Trust Zone Methodology

		· POC to initiate TZP process for DPI.


· Initiate filling out documents for TZP.

		 

		

		



		Trust Zone Placement

		· POC for determining hardware placement within security zones based upon archetcture needs.

		 

		

		 



		Procurement

		· Hardware  / Software purchases.

		 

		

		



		Platform Security / Vulnerability Scans

		· Scan OS to identify any security vulnerability issues and create baseline metrics.

		 

		

		



		Platform Services

		· MAPS (Managed Application Platform Services) - load and manage the OS and most of the services it provides.


· Manage and monitor the hardware deployed by NOS (Solaris/Unix, Windows, Netware/Linux, etc). 


· Name the servers and prepare the Server Farm Request forms that TS requires for IP address assignment and firewall rule generation. 

		 

		

		



		Facilities

		· Responsible for power and AC.
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