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1. INTRODUCTION

1.1 
Purpose

The purpose of this document is to describe the project_name project for name or position.
1.2 
Background

· The reasons for this project being undertaken and the relationship between it and the Strategic Plan are…….

1.3 Related Projects

Other organizational projects that will impact on this particular project are…..  These will impact in the following manner.

1.4 Stakeholder Requirements

The stakeholders’ broad requirements and objectives are:

1.5 
References

For further details of this project, refer to the following documents and/or files:

· Proposal submitted by section/SBU_name;

2. 
PROJECT SCOPE

2.1 
Objectives

The section/SBU_name objective is to……..

The organisation_name’s business objective is to …

The quality procedures followed will adhere to organisation_name’s quality procedures.

2.2 
Deliverables

The scope of the project includes the following deliverables:

· Deliverables are shown on the accompanying Gantt Chart:


Deliverable 1 {deliverable description};


Deliverable 2 {deliverable description};

2.3 
Constraints

organisation_name is constrained in the following ways:

2.4 
Exclusions

This project does not include……..

2.5 
Assumptions

This project assumes that………

3. PROJECT Schedule

The following information is supplied:

· Network diagram

· Project phases/stages

· Project milestones

· Work breakdown to task level

· Critical path(s) and critical items

4. PROJECT RESOURCING

4.1 
Project Team

The project team will include the following people:

The project team may include nominated personnel if so mentioned in the proposal.

4.2 
Steering Groups

The steering group that will oversight the project will consist of:

The organisation_name project management personnel will meet weekly to review the project, and may invite any other organisation_name person to attend meetings.

4.3 
Authority Levels

In the absence of the Project Manager such responsibility and authority will be delegated by the organisation_name Managing Director, CEO, SBU Manager etc….
In the absence of the Project Technical Manager the Project Manager will delegate such responsibility and authority.

4.4 
Task Allocation

The Project Manager using the Network Diagram and Gantt Chart Work Breakdown Structure (WBS) for guidance will assign tasks.  They may be allocated individually or by task allocation sheets to each staff member engaged on the project.

4.5 
Project Liaison

The Project Manager will be the point of contact with all parties for all project matters be they of a technical, commercial or scheduling nature.

This does not preclude contact by organisation_name marketing personnel (in continuing marketing efforts) nor organisation_name administrative personnel (regarding contractual and communication matters) with customer and/or personnel nor organisation_name finance personnel (regarding costs, payment and contractual matters).

Other lines of communication may also be authorised and maintained, but the Project Manager is ultimately responsible and therefore should be kept informed of project matters.

4.6 
Project Team Training

Any new organisation_name project team members will receive training as follows:

Where skills transfer is involved then refer to the Skills Transfer Plan.

Where any training is involved then refer to the Training Schedule.

5. 
BUDGET

People + resources + time are summed here.  Include your budget at either the project phase or milestone level depending on the project owners’ requirements.

6. 
RISK MANAGEMENT

The Risk Manager for the project is the Project Manager.  The Risk Manager is responsible for maintaining the Risk Management Policy defined below.

6.1 
Risk Management Policy

Risk identification is deemed the responsibility of all personnel engaged on the project, and any items with the potential for risk should be identified and reported to the Risk Manager who shall record and file such reports.  Where appropriate the Risk Manager shall assign risk abatement tasks to project personnel.

6.2 
Risk Assessment

An assessment has been made of the risks or exposures that may impact the quality of the deliverables or schedule.  This project’s risks have been classified below: (add or subtract as required)

	Risk description
	Risk level

	resource availability (people, money, facilities)
	

	lead times for equipment, software etc
	

	delivery times
	

	complexity of project
	

	new technology 
	

	licensing/legal requirements
	

	viability of suppliers, sub-contractors
	

	number of parties
	

	contractual risk, penalties
	

	size of project
	

	assumptions made
	

	access to relevant customer staff
	

	customer clarity of requirements
	

	customer response time for approvals
	

	customer changing requirements
	

	customer action/inaction putting quality at risk
	

	network development
	


(Note: This is a simple approach to risk management, just to get you started on the subject.  Risk not only involves probability but also impact.  For a more sophisticated approach to the subject refer to other Incom documents and software specifically addressing the subject).

The high risks are listed below for special attention.

Changing requirements

- which may be caused by: customer varying requirements 

- probability: 25%  -- result: time and cost problems

- containment action: change control process

- alternate containment: freeze requirements
Network development

- which may be caused by: local area network not being available 

- probability: 50%  -- result: facilities promised are not ready or not working

- containment action: close monitoring of progress, inform management

- alternate containment: provide temporary network in department
6.3 
Risk Abatement

As directed by the Risk Manager, any necessary risk abatement measures shall be planned and documented by the personnel assigned responsibility for reducing each risk.  The risk abatement actions undertaken and results achieved shall be reported back to the Risk Manager.

7. 
QUALITY PLAN

7.1 
Quality Management

The Project Manager will act as the Project Quality Manager and will assign Quality Reviews to appropriate personnel.  The organisation_name Quality Coordinator(s) as arranged may carry out Independent Quality Audits.

7.2 
Quality Control

Various contract reviews will be carried out during the contract negotiation stage with the customer to confirm that this Project Plan is achievable, or to update the plan as necessary.

Quality reviews or testing will be scheduled as per the WBS, and each activity will have specific instructions and guidance.  The person(s) responsible for each quality review activity will be identified.

Project reviews will be carried out as specified in the section of this plan titled Project Reviews.

A post implementation review will be carried out as specified in the section of this plan titled Post Implementation Review.

7.3 
Inspections and Tests

The following inspection and testing activities are provided for:

· inwards goods;

· subcontractor deliverables;

7.4 
Document Control

The Project Folder will contain all project documentation in accordance with the Records Management Procedure.  This Project Plan will come under issue control, and will be controlled by the Project Manager.

7.5 
Change Management

Any changes in the organisation_name requirements can affect the technical working of the deliverable, its cost and delivery time.  These changes must be formally received and recorded followed by an impact analysis and re-quote if necessary.

The Project Manager is responsible for bringing staff together for the impact analysis, and the Account Manager is responsible for any re-quotes or variation negotiations.

The items included in each deliverable must be amended using the Change Management Procedure.

7.6 
Delivery

The delivery of each deliverable shall be carried out in accordance with the Delivery Procedure.

7.7 
Quality Records

The project records shall be maintained in the Project Folder using the Records Management Procedure.

7.8 
Procedures and Standards

The procedures that will be used during the execution of this project include:

· Records Management Procedure

· Configuration Management Procedure

· Project Status Reporting Procedure

· Inspection and Testing Procedure

· Corrective Action Procedure

· Change Management Procedure

· Quality Review Procedure

· Delivery Procedure

8. PROJECT CONTROL & EVALUATION

8.1 
Monitoring and Reporting

The Project Manager will monitor the project, and Project Status reports will be produced fortnightly in time for Project Managers’ meetings.

Project reporting and scheduling tools will include PC based {Microsoft Project, Excel and Word}.

The Project Manager will be responsible for coordinating information and meetings, record minutes and file documents in accordance with organisation_name’s Quality Management System.

8.2 
Project Reviews

Project reviews are carried out at all stages of the project and include Pre-kickoff Reviews and Post-kickoff Reviews.

Pre-kickoff Reviews conducted during contract negotiation:

· review of functional requirements;

· review of performance requirements;

· review of development requirements;

· review of quality requirements;

· review of acceptance criteria;

· review of technical feasibility;

· review of delivery schedules;

· review of cost estimates;

· review of risks;

· review of completed Project Plan.

Post-kickoff Reviews and testing activities conducted on project work:

· review of overall system design;

· review of unit design;

· review of test plans;

· unit and module testing;

· system testing each deliverable;

· post implementation review.

Refer to section Inspections and Tests of this document for inspections and tests of products not developed under this contract.

8.3 
Sub-contract Requirements

Sub contractors (if engaged) are required to comply with standards as follows:

· {Subcontractor} supplying {component} will comply with {their own standards} after initial discussions with and confirmation by the organisation_name Technical Director.

· {Subcontractor} supplying {component} will comply with {their own standards} after initial discussions with and confirmation by the organisation_name Technical Director.

The procedures for ensuring sub-contract quality compliance include:

· sighting a copy of the sub-contractor’s standards;

· Statement of Quality by sub-contractor upon delivery;

· Inwards Goods Inspections of delivered components;

· Quality Reviews;

· System Testing.

8.4 
Post Implementation Review

organisation_name will conduct an internal post implementation review to assess the success of the project in relation to: 

· project liaison issues;

· quality management issues;

· prime contractor and sub-contractor issues;

· actual vs budgets and time recording procedures;

· customer satisfaction and new business opportunities;

· unexpected other costs and billing procedures;

· major problems encountered, remedial actions taken.

The persons involved will include at least the Project Manager, Account Manager, Technical Director and Project Director.
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