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1. Introductiontc "1.
INTRODUCTION"
The purpose of this document is to prepare the work plans for carrying out the project’s activities and also to lay down the procedure to monitor and control the project activities. So that any significant deviations from the project plan could be detected and corrective steps could be planned and taken. As well as this document:

· Identifies the project management procedures that will be used for the duration of the project.
· Describes the project and the plan for managing the project.
· Lists the project deliverables.
· Defines the roles and responsibilities of each person involved in the project.
· Presents the project management procedures that will help the project to run smoothly.
· Provides a detailed project schedule.
· Provides for identification of effort and schedule variations and for corrective steps.
· Provides the Security related Rules & Regulation as per organization Information Security Management System will be adhere to by all stakeholders. 

2.  Entry Criteria  
· Base lined SOW

· PIN

3.  Glossary/ Definitions/ Abbreviations  
     Project Definitiontc "2.
PROJECT DEFINITION"

3.1 Terms of the projecttc "
2.1
Terms of the project"
· Provide background information on the activities that have led up to the start of 
the project

· Discuss the perspective of the organization compared with the project (brief     
look at needs, expectations, etc.)

· Indicate the client's input (document, system, tool, etc.)


3.2 Project deliverablestc "
2.2
Project deliverables"

This part of the document lists all the deliverables that will be produced by the development team during the project:

· Project Management Plan


NOTE: The Project Management Plan is submitted to the DM for approval. 

· Other deliverables

· Tools used (word processing, modeling tool)

· Methodology/prescriptive framework used.
   
3.3 Project Managementtc "3.
PROJECT MANAGEMENT"

ORGANISATION CHART OF THE PROJECT SHOULD COME UNDER ‘TASKS’,

3.3.1
Functional structure of the projecttc "
3.1
Functional structure of the project"

The diagram on the following page illustrates the functional structure of the project. This temporary structure remains in place for the duration of the project. It includes the following resources:

· Project steering committee (if applicable)

· [CLIENT NAME] project director?? (Client’s contact person )
· NST project director

· project manager

· Quality assurance manager

· Development team

4.  Inputs
· PIN

· Estimate sheets

· Risk management sheet

· Change Request Log

5.  Roles and Responsibilities tc "
3.2
Roles and responsibilities of the project participants"

This section describes the roles and responsibilities of each participant who appears in the functional structure.


[CLIENT NAME] Project Director 

The [CLIENT NAME] project director must:

· Approve the Project Management Plan

· Serve as a decision-making body to ensure that any decisions made respect the goals of the project

· Hold regular project review meetings to monitor the progress of the project (budget and schedule)

· Approve requests for changes that affect the overall project budget

· Deal with outstanding items to avoid delays 

· Collaborate, with the NST Project Director, in the resolution of any disputes that arise during the project;

· Approve the general direction in which the project progresses

· Track requests for changes

· Track outstanding items

· Approve deliverables produced during the project

· Ensure the availability of the resources and support needed to keep the project working smoothly


NST Project Director

The NST project director shall
· Collaborate, with the client, in the resolution of any disputes that arise during the project;

· Maintain ongoing contact with the client.
· Ensure the quality of NST's involvement

· Make NST resources available for the project

· Become involved in situations whenever necessary.

Project Director shall hold meetings with the Client on Project Status. Project Director can also play the role of Project Manager if so required.


Project Manager

 The project manager shall:

· Prepare the project management plan,
· Prepare the project schedule.

· Plan, organize, lead, and monitor the activities of the project team
· Maintain overall control of the schedule and the delivery of all expected deliverables
· Prepare the management deliverables (work plan, management reviews, requests for changes and outstanding items) and seek approval when necessary
· Notify the [client name] project director of discrepancies in planning and submit recommendations to resolve these issues
· Take action on issues of non-compliance in quality 
· Maintain ongoing contact with the [client name] project director, and keep him or her notified of the status of work being done by the development team
· Keep the lines of communication open among all project participants 
· Track the deliverables
· Track any decisions made regarding requests for changes and outstanding items

Quality Assurance Manager

The quality assurance manager shall:

· Establish the quality assurance procedures and carry out internal audits as per the plan given in PMP.
· Certify all of the project deliverables before they are delivered
· Record the results of deliverables testing and convey these to the project manager


Development Team

The development team shall:
· Obtain the baseline documentation and information needed to complete the tasks for which it is responsible
· Participate in meetings with the project manager to define the user needs  and validate and/or approve the deliverables 
· Produce the deliverables for which it responsible as per the project schedule.
· Notifies the project manager of the progress of work being done.
· Ensure the transfer of knowledge as necessary throughout the project 
FUNCTIONAL STRUCTURE OF THE PROJECT

(Place Organization Chart Here)

This chart shall be part of the project plan

Organization Chart 




6.  Tasks
6.1 PIN meeting

· The project manager shall organize a PIN meeting on receipt of PIN from DM.

· All stakeholders of the project shall participate in the meeting.

· It shall be the responsibility of the PM to explain all aspects of the project including the technical aspects to the participants of the project.

· The PM shall explain the roles and responsibilities of stakeholders for the project..

· Project start date and end date shall be informed.

· The risks for the project shall be discussed.

· The minutes of the meeting shall be prepared and distributed.

6.2 Preparation of PMP

· The PM shall prepare the project management plan. 
· The organization chart of the project shall form a part of the PMP.

· The PMP shall contain the details of SOW and deliverables with user acceptance criteria.

· The project life cycle shall be defined.

· The estimates for the activities shall be prepared. 
· Based on the estimates, the schedule for the project shall be established by the PM.

· The risks shall be mentioned in risk management sheet.

· Configuration management shall be carried out as a part of PMP. The configuration management plan shall form a part of PMP and shall carry a general description of CIs.

· Product Integration Strategy (Build Plan) for Integration of code
· All Information security related aspects will be considered while planning the project. The areas such as access control will be defined, implemented in configuration management plan of the project. The areas such as encryption while communicating on data over the network will also be implemented depending on the data security requirement of the Project and user. 
             Configuration management


The following shall apply in the context of the project:

·  Identify the configuration manager
· Indicate which documents and tools the client has supplied to launch the project
· Indicate where the deliverables will be maintained (the input documents will be maintained in the same place)
·  Indicate the system for numbering deliverables
· Integrate each deliverable approved into the configuration ask that Requests for Changes be submitted for any changes to a configuration item
·  Quality assurance activities shall be mentioned in the quality assurance plan given 
in PMP.
· Testing activities shall be indicated in PMP.

Quality control procedurestc "
4.6
Quality assurance procedures"

The goal of the quality control procedures is to ensure that each deliverable is thoroughly tested before being submitted to the client for approval (see if all stages are applicable within the context of the project).

· At the outset of the project, the quality control manager identified in the 


functional structure will prepare a detailed quality assurance plan.

· For each type of deliverable, the quality manager will prepare a Compliance 

Checklist which specifies the criteria that will be used to test the deliverable.

· At the beginning of an assignment, each consultant will participate in a briefing 

session. The following topics will be covered in the session:


-Standards (format and content of deliverables)


-Rules for preparing deliverables


-Items of compliance that will be tested

· In the final stage of preparing a deliverable, the quality manager or another member of the team will:


-Test the deliverable's compliance against the items listed and record 

  the results on the Compliance Checklist


-Inform the person who originally prepared the deliverable of any non-

  compliance items that must be corrected

· Once the quality manager deems the deliverable to be compliant, he or she signs 
the form "Request for Review and Approval of a Deliverable".
· At regular intervals, the quality manager compiles a summary of non-
compliance items and gives it to the project manager. The summary helps to 
identify which items are consistently non-compliant and require corrective 
action. 
· Data; management plan shall be done as per the data management plan given in 
PMP.

The Quality Control Given above Shall Be In Line With Testing Procedure 

             Project metrics Plan

This section shall identify:

· Metrics intended to be used for the project ( refer list of metrics: Annexure to metrics process)

· Source of Data 

· Frequency of the data to be collected and analyzed

· Roles and responsibility associated with metrics collection and analysis

· Target for metrics

· Target for Standard deviation

	Metrics
	Data source
	Formula for Metric
	Frequency
of the data
	Responsibility for data collection and analysis
	Metrics Target
	Standard Deviation Target

	SV
	Project Schedule

In MPP or Excel sheet
	((Actual End date – Planned End date) /

(Planned End date - Planned Start date)) * 100
	Quarterly
	Dhananjay Kumar
	
	

	EV
	Time Sheet tool or

Excel sheet
	((Actual Effort – Planned
Effort) / Planned Effort) *100
	Quarterly
	Dhananjay Kumar
	
	

	Defect
Removal Effectiveness
	Test Report
In excel
	(Internal QC Defects / (Internal + Customer Reported Defects))*100

	Monthly
	Rahul Raj

	
	

	Delivered Defect
Density
	Client

bug

report
	(Customer Reported Defects /
Delivered Size)
	After UAT
	QC Lead
	
	


· Audit frequency shall be as per the QA plan of PMP.

· The roles and responsibilities of the stakeholders shall be detailed in the PMP.

· If there is any project specific training requirement same shall be identified in 
the plan and shall also be informed to the training manager.

· It shall be the responsibility of PM to arrange for the resources for the project

· It shall be the responsibility of project manager to communicate about the 
activities of the project to the team and senior management.

· The metrics to be used in the project shall be detailed in the PMP. 


The project management plan and the schedule shall be reviewed and approved by DM 
6.3 Change request
· The change requests shall be dealt as per the procedure given in configuration 
management process. The reference of the procedure shall be suitably detailed 
in the project management plan. 

 6.4 VERSION control
              Version control shall be maintained as per configuration management procedure.

6.5 UPDATING of PMP
The PMP shall be updated by project manager shall be done by PM if so required. The   need for revision may arise in such situations as:

· Impact of change requests

· Change in SOW

· Change in resources  
6.6 PROJECT monitoring and control
· The project shall be monitored and controlled using PMP as the basis.

· The activities of the project shall be monitored and time shall be filled in the 
time sheets.

· The time sheet shall be validated by the project manager.
6.6.1 Weekly meeting shall be called by the project manager to discuss the following:
· The status of project activities against the PMP
· The estimated effort and actual effort spent
· Schedule
· Risk management: The risks shall be identified and categorized. These risks shall be tracked with the help of risk management sheet. In dealing with the risks their impact shall be considered and mitigation steps shall be planned. If need be the risks shall be escalated to higher management.
· The commitments shall be monitored. The commitment could be external or internal.
· The status of deliverables-in-progress, in relation to the detailed plan that was established
· Problems that have arisen
· The involvement of stake holders shall be monitored as per the plan 
· Data management shall be monitored to see if it is in line with the plan given in project management plan.
· The milestone review shall be carried out as per the milestones indicated in the project management plan. If deviation is significant the corrective action shall be planned and taken.

· All Information security requirements including that of access control in configuration management and data encryption requirement in data communication / transfer process of the project will also be discussed in project status review.

The deviations with regards to above aspects shall be noted and if the deviations considered are impacting the project in a significant way the corrective steps shall be planned and taken.
The minutes of the weekly meeting shall be prepared and shall be circulated to all participants and DM.

       6.6.2 Managing requests for changestc "
4.3
Managing requests for changes"
         Within the context of the project, the project manager will write up any changes that:

· Require the addition of a deliverable
· Are made to an unfinished deliverable, or a deliverable that has already been accepted
· Cause a significant increase in the number or complexity of tasks
· any internal change request
These change requests shall be approved/not approved by CCB as per the Configuration management procedure.
Requests for changes should be recorded in the change request log.

6.6.3
Tracking outstanding itemstc "
4.4
Tracking outstanding items"

Outstanding items include any items which, if not resolved, could have an adverse effect on the project.


The following information is supplied for each outstanding item:

· Description

· The deadline for resolving the item, after which date the item would have a negative impact on the project

· The impact of waiting to resolve the item

· Description of the action needed to resolve the item, and the name of the  
person assigned to deal with it


Outstanding items shall be noted in weekly minutes of meeting. These shall also be a part of client’s status report.
6.6.4 Audit Findings and NC


All the NC’s shall be resolved and closed.

6.6.5 Risk Management


Risks shall be tracked and suitable mitigation actions shall be taken.

7.  Outputs
· PMP
· Risk management sheet
· CR Log
· Minutes of weekly project meetings
· Schedule.

8.  Validation
· Baseline PMP

· Baseline schedule

· Revised and approved PMP.
9.  Exit Criteria

· Baseline PMP
· Baseline schedule
· Change request log.
10.  Related Documents

· Configuration management process
· Training process

· Risk management sheet

· Change request log

· Quality assurance process

· Testing process

· Client engagement process.PRIVATE 
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