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[bookmark: _Toc343004126]
 Document Purpose
The Project Management Plan (PMP) is developed at the commencement of Initiate Phase of the ITS Project Delivery Framework.  The information in this plan should be based on the Business Case or other artefact used to gain approval.
[image: ]The development of a PMP is applicable to Medium and Large projects.  However, the level of detail and completeness may vary to suit the type and nature of individual projects.  The PMP is a Key Deliverable required for submission at Stage Gate 2.

The purpose of this Project Management Plan (PMP) is to provide a detailed description of what the project is about, its delivery method and controls to realise its defined scope and objectives.  This document provides context and guidelines for the conduct of the project and its interaction with stakeholders, the project team, Project Management Office and other entities.

It is the formally approved authoritative reference that defines how the project is to be executed, monitored and controlled.  Accordingly, it will be maintained throughout the life of the project as a living document.  As new or revised elements of the management of the project are approved, the changes will be reflected in this plan.  The PMP is subject to formal change control.
[bookmark: _Toc341948882][bookmark: _Toc343004127]Project Information
This Section is a quick overview of the project: what it is about, how it came to be, who owns it and who the project manager is.
	Project name
	[Project Name]

	Project ID
	

	Project Manager
	

	Project Sponsor
	

	Project SharePoint site (link):
	



[bookmark: _Toc341948883][bookmark: _Toc343004128]Key Contacts
	Project role
	First name
	Last name
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc341948884][bookmark: _Toc343004129]Project Background
The background is a brief description of the genesis of the project.  It may describe the problem that the project is intended to solve or the benefits that it is intended to deliver.
[bookmark: _Toc341948885][bookmark: _Toc343004130]Project Definition
This section defines the project to which this PMP applies.
For Large Projects it should be noted that the Business Case should be the primary source for this information.

[bookmark: _Toc341948886][bookmark: _Toc343004131]Project Objectives
The objectives of the project should be described here in terms of the deliverables/ outcomes.
The objective of the project is to:
[bookmark: _Toc341948887][bookmark: _Toc343004132]Project Scope
The scope defines the boundaries of the project.  This can be done by defining the deliverables, i.e. what the project will deliver.

[bookmark: _Toc341948888][bookmark: _Toc343004133]Inclusions
Use this section is to describe all the major components of the project.
The following items are included in the scope of the project:

[bookmark: _Toc341948889][bookmark: _Toc343004134]Exclusions
This section provides the Project Manager with the opportunity to make it clear what is not in the scope of the project.  The Deliverables statement above implicitly excludes everything else.  However, if the Project Manager feels that there may be some ambiguity or the possibility that readers may make an incorrect inference, this section allows the matter to be clarified.  This may typically include products and activities closely related to this project, such as pre-requisites, dependencies and interdependencies that will be delivered as part of other projects or business processes.
[bookmark: _Toc167676033][bookmark: _Toc167676034][bookmark: _Ref168399601][bookmark: _Ref242171509]The following items are excluded from the scope of the project:
[bookmark: _Toc341948890][bookmark: _Toc343004135]Assumptions
There can be internal and external factors that can influence the course of the project that are outside of the control of the project management team.  Assumptions are factors that could affect the project but are considered to be true and remain true for the life of the project.  By definition, assumptions generally have some risk associated with them but this risk is considered to be too low for them to be managed under the Risk Management process.
Factors relating to Quality, Dependencies, Priority and Resources should be addressed via project planning and may have associated risks to meeting the plan
Example assumption: The semester dates remain as published in the academic calendar.
The following assumptions are made with regards to the project:
[bookmark: _Toc134934232][bookmark: _Toc142385246][bookmark: _Toc160354280][bookmark: _Toc165697491][bookmark: _Toc341948891][bookmark: _Toc343004136]Constraints
Constraints are limitations on the project.  These typically include budget limits or deadlines for delivery and contractual constraints.
The following restrictions and limitations have been identified for the project:

[bookmark: _Toc341948892][bookmark: _Toc343004137]
Approach
Describe the project approach, overall strategy and methods and procedures to be adopted for achieving the project objectives.  Describe any engagement models, sequencing of the work and reasons for such an approach.

[bookmark: _Toc341948893][bookmark: _Toc343004138]Deliverables
Use this section is to describe all major deliverables of the project. Deliverables should be tracked though a Deliverables Register (available in EPM from the PMO) to record information such as acceptance criteria, reviews required, approvers, baselined delivery dates, actual delivery dates, etc.

[bookmark: _Toc341948894][bookmark: _Toc343004139]Project Organisation Structure
The project organisation is a temporary governance structure established specifically to manage the project and meet the requirements defined in the Business Case.  Insert the Organisational Chart diagram here.

[bookmark: _Toc341948895][bookmark: _Toc343004140]Roles and Responsibilities
This section details the Roles and Responsibilities of the Project Team.  The following is a brief overview.
	Role
	Description

	Business Sponsor
	The Business Sponsor is principally an advocate with the University stakeholders and a sounding board for the Project Manager for problems and decisions.  The role represents the interests of all those who will use or derive benefit from the final deliverables of the project.

	Project Board
	The Project Board is accountable for the success of the project and has responsibility and authority for the project. The Project Board approves all major plans, ensures that required resources are committed, arbitrates on any conflicts within the project or negotiates a solution to any problems between the project and external bodies.
The Project Board’s role is to ensure that the project is focused on achieving its objectives and ensuring deliverables can achieve the projected benefits.

	Project Director
	The Project Director provides a single point of accountability to deliver the project in accordance with the project commitments and has full project authority within the limits of the budget and quality.
The Project Director’s role is to manage and direct assigned project resources, make decisions regarding the project direction and ensure that the project is properly managed and staffed.  The Project Director is also responsible for the project delivering a solution that is capable of achieving the outcomes and benefits as defined in the Business Case or funding artefact.

	Project Manager
	The Project Manager has the authority to run the project on a day-to-day basis on behalf of the Project Director within the constraints laid down by the Project Director.
The Project Manager’s prime responsibility is to ensure that the project produces the required deliverables, to the required standard of quality and within the specified constraints of time and cost.

	Project Team
	The Project Team members carry out the tasks and activities assigned to them in accordance to the project’s roles and responsibilities.  They are responsible for identifying and escalating any risks or issues encountered during the course of the project.

	Third Party Supplier 
	The contractor/supplier (3rd party) will carry out the activities assigned to them as per the agreed contract/ engagement terms and conditions.

	Project Support
	Assists the Project Manager and Project Team in undertaking project management functions.


Project Stages
Use this section to outline the stages that will make-up the project.  Note:  A new stage schedule must be created at the start of each new stage.

[bookmark: _Toc341948896][bookmark: _Toc343004141]Governance and Reporting
[bookmark: _Toc341948897][bookmark: _Toc343004142]Governance Structure
This section details the relationship between the project team and governance entities that may affect the project.  These ‘directing’ entities could be Project Boards, Reference Groups, Sponsor, etc.

[bookmark: _Toc341948898][bookmark: _Toc343004143]Reports
Describe the reporting hierarchy and frequency.  If the project is not reporting through the standard Project Status Report, describe the alternative method, content of the report to be provided and the reason for the deviation.

[bookmark: _stakeholders][bookmark: _Toc341948899][bookmark: _Toc343004144]Project Controls
The following section is a list of standards project management controls which may be required depending on the size and nature of the project.
[bookmark: _Toc341948900][bookmark: _Toc343004145]Schedule & Dependencies Management
Describe how the project will manage the schedule, dependencies (within the project) and inter-dependencies across other projects.

[bookmark: _Toc341948901][bookmark: _Toc343004146]Financial Management
Define the method for managing the project’s finances, budget and allocated contingency (as stated in the project’s Business Case or funding artefact).  Explain the project’s change control process to address changes to the Financial Plan, i.e. reporting of variances, re-baselining.  In this section, include any other cost tracking tools you intend to use and attach an example as an Appendix.

[bookmark: _Toc341948902][bookmark: _Toc343004147]Risk Management
[bookmark: _Ref241652041][bookmark: _Ref241652248][bookmark: _Toc243794757]Describe how this project will manage project risks making reference to the ITS standard project risk management methodology.  All project risks should be logged in the Risk Register.  Project risks identified at the commencement of the project should be listed in Appendix B.

[bookmark: _Toc341948903][bookmark: _Toc343004148]Issue Management
Describe how this project will manage project issues making reference to the ITS standard project issues management methodology. All project issues should be logged in the Issues Register.

[bookmark: _Toc341948904][bookmark: _Toc343004149]Quality Management
Describe how the business and technology quality standards are to be satisfied by this project.  Consider providing details on quality standards, quality roles and responsibilities, quality reviews (internal/external), quality assurance and quality control.
Document the customer’s measurable quality expectations and include weightings of estimated importance.  The following list provides an indication as to the areas where quality expectations can be derived.  These elements need to be identified and, as far as possible, quantified.  A separate Quality Management Plan may need to be developed according to the type and nature of the project.
Areas where quality expectations can be derived:
· Functional measure
· Non-functional requirements
· Performance
· Accuracy
· Security
· Compatibility
· Reliability
· Flexibility

[bookmark: _Toc232409103][bookmark: _Toc341948905][bookmark: _Toc343004150]Change Control
Describe how the project will control the acceptance or rejection of proposed changes to the scope in order to avoid unnecessary risks associated with scope creep.  Refer to the ITS Change Control procedure.
Any modification to or deviation from the agreed scope of the project will be logged as a Change Request.  It will then be assessed to determine the impact of implementing the change in terms of time, quality and cost.  Change Requests will be approved by the relevant authority according to the delegation of authority from the Project Board.
[bookmark: _Toc341948906][bookmark: _Toc343004151]Resource Management
Describe how the project will manage human and material resources required through each stage of the project.  Typically a separate Resource Plan will be developed - attach as an appendix if required.

[bookmark: _Toc341948907][bookmark: _Toc343004152]Stakeholder Management
Describe how this project will manage stakeholders.  Stakeholders are people or organisations who can have an influence on the project or are affected by the project.  In order to ensure that the project proceeds according to plan, those parties whose actions could affect the progress of the project need to be engaged appropriately.  To ensure that the project is successful there also needs to be appropriate communication with parties who will be affected by the project.

[bookmark: _Toc341948908][bookmark: _Toc343004153]Communications Plan
The identification of the stakeholders or stakeholder group and the nature of their relationship to the project will be the basis for the communications with them.  Use this section to describe how this will be managed; a separate Communications Plan may be required depending on the type and nature of the project.
The communication with each stakeholder will be designed to manage their expectations, maintain their confidence, seek their advice or approval, update them of progress or inform them of events as necessary.

[bookmark: _Toc341948909][bookmark: _Toc343004154]Lessons Learnt
Describe how this project will capture and process Lessons Learnt.  Reference could be made to the ITS Lessons Learnt process and the project’s Lesson Learnt Register.
The purpose of documenting lessons learnt is to provide information that can increase effectiveness and efficiency and to build on the experience gained during the life of the project.  If documented and disseminated properly, lessons learnt can provide a method of sharing improvements to processes, execution, quality, OH&S, cost effectiveness etc.  Lessons learnt should be captured at any time during the project and reviewed at each Stage Gate for validation and identification of corrective actions for the next phase.
[bookmark: _Toc136832642][bookmark: _Toc160354321][bookmark: _Toc165697532]
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[bookmark: _Schedule][bookmark: _Toc341948910][bookmark: _Toc343004155]Appendix A: Project Schedule
Attach the project schedule, or provide a link to the location on the G Drive.

[bookmark: _Toc159148546][bookmark: _Toc159208399][bookmark: _Toc159210505][bookmark: _Toc159210982][bookmark: _Toc159148548][bookmark: _Toc159208401][bookmark: _Toc159210507][bookmark: _Toc159210984][bookmark: _Toc159148551][bookmark: _Toc159208404][bookmark: _Toc159210510][bookmark: _Toc159210987][bookmark: _Toc159148552][bookmark: _Toc159208405][bookmark: _Toc159210511][bookmark: _Toc159210988][bookmark: _Toc159148553][bookmark: _Toc159208406][bookmark: _Toc159210512][bookmark: _Toc159210989][bookmark: _Toc159148554][bookmark: _Toc159208407][bookmark: _Toc159210513][bookmark: _Toc159210990][bookmark: _Toc159148555][bookmark: _Toc159208408][bookmark: _Toc159210514][bookmark: _Toc159210991][bookmark: _Toc159148556][bookmark: _Toc159208409][bookmark: _Toc159210515][bookmark: _Toc159210992][bookmark: _Toc159148557][bookmark: _Toc159208410][bookmark: _Toc159210516][bookmark: _Toc159210993][bookmark: _Toc159148558][bookmark: _Toc159208411][bookmark: _Toc159210517][bookmark: _Toc159210994][bookmark: _Toc159148559][bookmark: _Toc159208412][bookmark: _Toc159210518][bookmark: _Toc159210995][bookmark: _Toc159148560][bookmark: _Toc159208413][bookmark: _Toc159210519][bookmark: _Toc159210996][bookmark: _Toc159148562][bookmark: _Toc159208415][bookmark: _Toc159210521][bookmark: _Toc159210998][bookmark: _Controls][bookmark: _Ref243793546][bookmark: _Toc243794769][bookmark: _Toc333917260][bookmark: _Toc341948911][bookmark: _Toc343004156]
Appendix B: Risks
The following table contains a list of the project risks identified at the time of this version’s release.

	Risk ID
	Title
	Impact of risk
	Likelihood
	Consequence
	Mitigation

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	[bookmark: _Toc168290166][bookmark: _Ref168397277][bookmark: _Toc243794771][bookmark: _Ref168306074]
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[bookmark: _Toc341948912][bookmark: _Toc343004157]Appendix C: Quality Management Plan
Quality may be ensured through inspections, audits, formal testing and documentation of defects in a defect list.  This is to ensure defects are fixed, retested and closed.



[bookmark: _Toc341948913][bookmark: _Toc343004158]
Appendix D: Data Migration Plan
Data migration is usually the movement of data from and old or legacy system to a new system.  The Data Migration Plan may include sections covering:
Project Scoping
Methodology
Data Preparation
Data Security
Business Engagement

[bookmark: _Toc341948914][bookmark: _Toc343004159][bookmark: _GoBack]
Appendix E: Testing Strategy & Approach

[bookmark: _Toc341948915][bookmark: _Toc343004160]
Appendix F: Implementation Plan
The implementation plan should describe the system to be implemented and the organisation that it is to be implemented in to. It may also include:
Overview of system
List of major tasks
List of resources
Site-specific implementation requirements
[bookmark: _Toc372796518]Business Requirements Quality Assurance Checklist
** Please remove this section when submitting to a governance board.
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