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1 Introduction

[Introduce the purpose of the project plan and the main points described throughout the document.]

Questions answered:

· What is the purpose of this project plan?  

· What are the main topics discussed in the project plan? 

· Is this project an Existing Baseline?

Staffing Plan

1.1 Purpose

[Describe the purpose of the staffing plan.]

Questions answered:

· What is the purpose of a staffing plan?  

· What is described in this staffing plan?

1.2 Outsourcing vs. In-house

[Generically describe how and whether outsourcing and in-house resources will be utilized throughout the project.]

Questions answered:

· Will outsourcing be considered for staffing the project?  

· Would all of the work be performed in house?  

· What are the best uses of the existing teams capacity?

1.3 Project Team

[Define the project team.  Define the positions and functions within the teams.  Identify any Advisory Teams that will be needed.]

Questions answered:

· How will the team be structured?  

· Will there be sub-teams?  

· If so, how will they be structured?  

· What responsibilities will the teams have?

· What will be the positions and functions within each of the teams?  

· Is there a program manager assigned to the project?  

· If yes, what is his/her name?  

· Is there a contracting officer assigned to the project?  

· If so, what is his/her name?  

· Is there an Integrated Project Team?  

· What Advisory Teams will be needed?  

· What will be the responsibilities of each team?  

· Would any independent verification be needed?

Quality Assurance Plan

1.4 Purpose

[Describe the purpose of the Quality Assurance Plan. Define terms discussed in the document.]

Questions answered:

· What is the purpose of the Quality Assurance Plan?  

· What is described in the Quality Assurance Plan?

· What terms are discussed in the document that may need to be defined?

1.5 Application Standards and Policies

[Identify any standards and policies that will affect quality assurance.]

Questions answered:

· What are the current policies and documents that apply to the quality assurance process?

· How do they affect this project? 

· What is required to comply with these policies?  

· Does this quality assurance plan comply with those policies?

1.6 Configuration Management

[Describe the overall configuration Management processes that will be implemented to ensure compliance with requirements.]

Testing

[Describe the overall testing processes that will be implemented to ensure compliance with requirements.]

Questions answered:

· What will be the testing processes and procedures?  

· What level of testing will be required?

1.7 Review, Walk-throughs, and Audits

[Describe the process for conducting reviews, walk-throughs and audits.]

Questions answered:

· What reviews will be needed throughout the project?  

· How will the reviews be conducted?  

· Who will attend the reviews?  

· When will walkthroughs be needed?  

· Who is responsible for conducting the walkthroughs?  

· When will audits be needed?  

· Who will be responsible for conducting audits?  

1.8 Verification and Validation

[Describe the verification and validation processes that will be used to improve quality.]

Questions answered:

· To what degree will verification and validation processes be implemented into the project?  

· Name the software program that meets ANSI/EIA Standard 748 that you will use, or are using, to monitor and manage contract and project performance?

1.9 Issue Tracking Process

[Discuss how issues will be communicated.  Discuss the process for resolving any issues that arise.]

Questions answered:

· What will be the process for communicating any issues that arise?  

· Who will be involved in this process?

· What will be the steps for resolving issues?  What groups are responsible for correcting issues?
2 Project Schedule 

2.1 Project Schedule

[Detail the project timeline and milestones in a graphical, easy to read format.]

Questions answered:

· How detailed does this plan need to be? 

· Can it be broken out by quarters or does it need to be more specific?  

· What are the major milestones?

2.2 Plan for Progress Updates

[Discuss the process for reporting actual project progress.]

Questions answered:

· How often will progress be tracked?  

· Who will be responsible for reporting progress? 

· Who will progress be reported to?

2.3 Assessing and Managing Schedule Changes

[Discuss the process for assessing, managing and updating schedule changes that may arise from the actual project progress.]

Questions answered:

· Who will be responsible for compiling the project updates, assessing the impact of those updates and making changes to the schedule?  

Costs

2.4 Overview

[Describe assumptions about the project approach as they relate to cost and cost control measures.]

Questions answered:

· What are some of the assumptions made? 

· How were these assumptions made?

2.5  Cost Detail 

[Describe the costs associated with the identified project tasks.  The overall costs conveyed in the following table should be comparable to the costs identified in the Cost Benefit Analysis.]

Questions answered:

· What are the acquisitions?  

· What are the costs of each of those per fiscal year?  

· What is the total acquisition cost per fiscal year?  

· What are the cost and schedule goals for this segment of phase or segment/module of the project (e.g., what are the major project milestones or events; when will each occur; and what is the estimated cost to accomplish each one)?  

· What is the funding agency for each milestone or event if this is a multi-agency project?

Table 5.2a – Cost Assessment

	Task Description
	Schedule
	Cost

	
	Start date
	End Date
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Deliverables


[Provide a list of project deliverables.]

Table 6a – Project Deliverables

	Deliverable Description
	Scheduled Dates

	
	


Assumptions 

Questions Answered:

· What are the assumptions that need to be made?  

Table 7  – Project Plan Assumptions

	Number
	Assumption
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