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Fill out the table of this document to complete Project Management Plan. Replace Boilerplate text in Blue with applicable contents. Please enter NA if any section is not applicable. Remove this text after completing the document.

	Project Information

	Project Name/ID
	Provide name of the project.  This must be consistent with the project charter. The Project ID should be the same as project number used for Monthly Reporting.

	Related Documents
	List documents (preferably with location) that should be used for reference.

	Project Document Storage Location
	State where PMLC and SDLC deliverables will be stored

	Scope
	High level bulleted scope. Please keep it brief and short. Avoid including detailed scope and requirements.

	Assumptions
	List the known assumptions of the project

	Constraints
	List the known constraints of the project

	Dependencies
	List the known dependencies of the project

	Project Deliverables
	List verifiable project deliverables. Complete list of PMLC and SDLC deliverables can be found in PMO website.

	Project Milestones
	List the high-level project schedule or milestones or phases


	Execution Methodology and Exceptions


	Project Execution Methodology
	State project execution methodology (Assessment, Waterfall, Agile) used in this project.

	Exception to OCIO PMLC and SDLC
	Describe if any PMLC and SDLC phase won’t be executed with brief justification.

	Tool Used 
	State what, if any, tools will be used to store requirements, design, test cases and /or test results and provide information to locate project specific requirements, designs, test cases and test results in the tool


	Risk Management

	Fill out this section or create a separate Risk Management Plan for Large and Medium project.  This section is not applicable for Small project. 

	Risk Manager
	Who will manage project risk and maintain risk register? 

	Frequency of Risk Review
	State here how often project risks and mitigation plans will be reviewed 

	Link to Risk Register
	Provide link to risk register where all project risks will be captured. Risk Register template can be found here.

	Risks
	List identified risks 


	Communications Management

	Fill out the tables below or create a separate Communications Management Plan for Large and Medium project to describe how you will manage the communication for this project. Please add/remove/update pre-populated contents in the tables below based on project need. This section is not applicable for Small project.
Communication Name

Project Meeting 
Purpose
Project status and risk review and collect team updates on progress. 
Attendees
Project Team Members

Frequency/Trigger
Weekly/bi-weekly/monthly

Meeting Facilitator
Project Manager

Reporting/ Documentation Method
Meeting Notes and Action items

Add other meetings as needed
Communication Name

Monthly Reporting

Information Provider
Project Manager

Frequency
Monthly

Collection Method
Email

Audience
OCIO Management

Reporting/ Documentation Method
 Monthly Reporting Template will be used to provide project status to PMO
Communication Name

Stakeholder Update

Information Provider
Project Manager

Frequency
Monthly/quarterly/when requested

Collection Method
Email or meeting

Audience
Sponsor, Service Unit, OCIO Management

Reporting/ Documentation Method
State if Monthly Reporting Template or Power Point or Word document  will be used to communicate project status

Add additional reporting table below if needed.



	Change Management

	Fill out this section or create a separate Change Management Plan for Large project.  This section is not applicable for Medium and Small project.

	Project CCB Team Members and Role
	State PCCB team members and roles. 

	Standing PCCB or ad-hoc CCB meeting
	State if there will be standing placeholder PCCB meeting or PM will setup as needed


	Schedule Management

	Project Schedule
	State if MS Project (detailed) or MS Excel (milestone based) will be used. 

	Frequency
	State frequency of schedule update

	Assignment
	State how task assignments will be communicated



