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Note to the Author

[This document is a template of a Project Management Plan document for a project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

· Blue italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project.  These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.

When using this template for your project document, it is recommended that you follow these steps:
1. Replace all text enclosed in angle brackets (e.g.,, <Project Name>) with the correct field values. These angle brackets appear in both the body of the document and in headers and footers.  To customize fields in Microsoft Word (which display a gray background when selected):
a. Select File>Properties>Summary and fill in the Title field with the Document Name and the Subject field with the Project Name.  
b. Select File>Properties>Custom and fill in the Last Modified, Status, and Version fields with the appropriate information for this document. 
c. After you click OK to close the dialog box, update the fields throughout the document with these values by selecting Edit>Select All (or Ctrl-A) and pressing F9.  Or you can update an individual field by clicking on it and pressing F9. This must be done separately for Headers and Footers.
2. Modify boilerplate text as appropriate to the specific project. 
3. To add any new sections to the document, ensure that the appropriate header and body text styles are maintained.  Styles used for the Section Headings are Heading 1, Heading 2 and Heading 3.  Style used for boilerplate text is Body Text.
4. To update the Table of Contents, right-click and select “Update field” and choose the option- “Update entire table”
5. Before submission of the first draft of this document, delete this “Notes to the Author” page and all instructions to the author, which appear throughout the document as blue italicized text enclosed in square brackets.]
1. [bookmark: _Toc524086282][bookmark: _Toc8650433]Introduction
This Project Management Plan (PMP) provides detailed plans, processes, and procedures for managing and controlling the life cycle activities of the <Project Name> project. It describes the processes and approaches for managing (i.e., planning, monitoring, and controlling) the project. The information in this PMP provides the basis for communication and understanding among project team members and all other stakeholders.
0. [bookmark: _Toc524086283][bookmark: _Toc8650434]Purpose of PMP
[Provide the purpose of the project PMP.]
The intended audience of the <Project Name> PMP is all project stakeholders including the project sponsor, senior leadership and the project team

1. [bookmark: _Toc524086284][bookmark: _Toc8650435]Project Overview
[Provide an Overview of the approved project.  Sample overview are as follow;]
<To eliminate the current paper process for servicing homebound clients and the staff’s necessity to enter the same data into two separate systems, <Client Name> wishes to implement a <Project Name> with equivalent functions that are consistent with the requested workflows. The mobile application will be developed following <Client Name> standard guidelines of Application Development that include using a hybrid platform. The solution will seamlessly integrate with current systems and applications without sacrificing needed functions.>

1. [bookmark: _Toc524086285][bookmark: _Toc8650436]Scope
2. [bookmark: _Toc524086286][bookmark: _Toc8650437]Project Objectives 
[Insert the project’s scope management plan or provide a reference to where it is stored. Sample objectives are as follow;]
0. [bookmark: _Toc524086287][bookmark: _Toc8650438]Business Objectives
	Number
	Description

	Bus. Objective 1
	<The goal is to build single data entry system which will allow one-time entry of data for all integrated applications and supported programs.>

	Bus. Objective 2
	<Insert business objective>

	Bus. Objective 3
	<Insert business objective>

	Bus. Objective 4
	<Insert business objective>

	Bus. Objective 5
	<Insert business objective>


[bookmark: _Toc536717030]Table 1 : Business Objectives

0. [bookmark: _Toc536115786][bookmark: _Toc536128615][bookmark: _Toc536128886][bookmark: _Toc536129157][bookmark: _Toc536129430][bookmark: _Toc536129698][bookmark: _Toc536129966][bookmark: _Toc536130215][bookmark: _Toc536130483][bookmark: _Toc536130750][bookmark: _Toc524086288][bookmark: _Toc8650439]Technical Objectives 
[Insert the project’s technical objectives plan or provide a reference to where it is stored. Sample objectives are as follow;]

	Number
	Description

	Tech. Objective 1
	<To build the platform independent application which will work on both Android and iOS.>

	Tech. Objective 2
	<Insert technical objective>

	Tech. Objective 3
	<Insert technical objective>

	Tech. Objective 4
	<Insert technical objective>


[bookmark: _Toc536717031]Table 2`: Technical Objectives
0. [bookmark: _Toc524086289][bookmark: _Toc8650440]Quality Objectives 
[Insert the project’s Quality objectives plan or provide a reference to where it is stored. Sample objectives are as follow;]

	Number
	Description

	Qual. Objective 1
	To ensure that performance of the solution meets client expectation

	Qual. Objective 2
	To deliver the solution with minimal bugs.

	Qual. Objective 3
	To deliver the solution as per the agreed scope.


[bookmark: _Toc536717032][bookmark: _Toc524102650][bookmark: _Toc524104746]Table 3 : Quality Objectives





[bookmark: _Toc536129160][bookmark: _Toc536129161][bookmark: _Toc536129162][bookmark: _Toc536128620][bookmark: _Toc536128891][bookmark: _Toc536129163][bookmark: _Toc536128633][bookmark: _Toc536128904][bookmark: _Toc536129176][bookmark: _Toc536129444][bookmark: _Toc536129712][bookmark: _Toc536130229][bookmark: _Toc536130497][bookmark: _Toc536130764][bookmark: _Toc536128636][bookmark: _Toc536128907][bookmark: _Toc536129179][bookmark: _Toc536129447][bookmark: _Toc536129715][bookmark: _Toc536130232][bookmark: _Toc536130500][bookmark: _Toc536130767][bookmark: _Toc536128639][bookmark: _Toc536128910][bookmark: _Toc536130235][bookmark: _Toc536130503][bookmark: _Toc536130770][bookmark: _Toc8650441]Deliverables

0. [bookmark: _Toc524086293][bookmark: _Toc99427836][bookmark: _Ref82395864][bookmark: _Toc8650442]Project Management Plan
	
	

	The Project Management Plan (PMP) provides the industry accepted guidelines to plan, execute, control, and close a project.  
	Deliverable Acceptance Criteria - Includes the processes and procedures to manage the project, including:
· Project Overview
· Scope
· Deliverables and Acceptance Criteria
· Risk Management Plan
· Issue Management Plan
· Scope Management Plan
· Change Request Management Plan
· Schedule Management Plan
· Communication Management Plan
· Quality Management Plan
· Configuration Management Plan

	
	

	
	Quality Review - Review by Project Managers. Final approval by Engagement Director


[bookmark: _Toc536717033]Table 4 : Project Management Plan



0. [bookmark: _Toc524086294][bookmark: _Toc99427837][bookmark: _Ref82926528][bookmark: _Toc8650443]Microsoft Project Plan and Schedule
	
	

	The Microsoft Project Plan is a schedule of tasks showing assigned resources, estimated effort, duration, start and finish dates.  The Project Manager uses the Project Plan to manage the project and report on status and variances to the customer.
	Deliverable Acceptance Criteria - Includes the following data items:
· Lists all the project milestones
· Displays dependencies
· Assigns one or more resources to each task
· Display estimates of effort
· Shows start and finish dates

	
	

	
	Quality Review - Review by Project Managers. Final approval by <Client Name> teams and <Client Name> PMO.


[bookmark: _Toc536717034]Table 5 : Microsoft Project Plan and Schedule

0. [bookmark: _Toc8650444][bookmark: _Toc524086295]Client Requirements - 
	TITLE
	TITLE

	The Client requirements as documented using Jira (User Stories) specifies business owner expectations, requirements, acceptance criteria, and deliverables.  

	Deliverable Acceptance Criteria – User Stories include the acceptance criteria

	
	

	
	Quality Review - Review by Project Team and Project Managers. Final approval by <Client Name> team and Business/Program team.


[bookmark: _Toc536717035]Table 6 : Client Requirements Document

0. [bookmark: _Toc8650445]Application Design
	TITLE
	TITLE

	The high-level overview of the design considerations, architecture, workflow, and database design of the project documented in a word document.  

	Deliverable Acceptance Criteria – Includes the following sections:
· Design Considerations
· Security
· Architecture description
· Application Workflow 
· Application Design including sequence diagrams
· Interface Specifications
· Database Design

	
	

	
	Quality Review - Review by Project Team and Project Managers. Final approval by <Client Name> Enterprise Architect and Application Delivery Head


[bookmark: _Toc536717036]Table 7: Application Design

0. [bookmark: _Toc8650446]Application Code
	TITLE
	TITLE

	Complete application code, Cue-me licenses and Configuration files that are part of the project. 
	Deliverable Acceptance Criteria – <Client Name> QA and UAT sign off

	
	

	
	Quality Review – Code review by Project Team. Final approval by Architect


[bookmark: _Toc536717037]Table 8: Application Code
0. [bookmark: _Toc8650447]Test Scripts
	TITLE
	TITLE

	All the Test Scripts that are used for System testing 
	Deliverable Acceptance Criteria – Should cover all the application features and functionalities 

	
	

	
	Quality Review - Review by Project Testing Team. Final approval by Project Manager


[bookmark: _Toc536717038]Table 9: Test Scripts

0. [bookmark: _Toc8650448]Training Guide
	TITLE
	TITLE

	Training guide used for training the trainers

	Deliverable Acceptance Criteria – Should cover all the application features and functionalities.

	
	

	
	Quality Review - Review by Project Team and Project Manager. Final approval by <Client Name> and Business teams.


[bookmark: _Toc536717039]Table 10: Training Plan
0. [bookmark: _Toc8650449]Release Notes / Run Book
	TITLE
	TITLE

	Release Notes and Run Book for production release
	Deliverable Acceptance Criteria – NA

	
	

	
	Quality Review - Review by Project Team and Project Manager


[bookmark: _Toc536717040]Table 11: Release Notes/Rule Book




[bookmark: _Toc533537431][bookmark: _Toc536057255][bookmark: _Toc536058195][bookmark: _Toc536058377][bookmark: _Toc536058559][bookmark: _Toc536058779][bookmark: _Toc533537432][bookmark: _Toc536057256][bookmark: _Toc536058196][bookmark: _Toc536058378][bookmark: _Toc536058560][bookmark: _Toc536058780][bookmark: _Toc533537441][bookmark: _Toc536057265][bookmark: _Toc536058205][bookmark: _Toc536058387][bookmark: _Toc536058569][bookmark: _Toc536058789][bookmark: _Toc533537445][bookmark: _Toc536057269][bookmark: _Toc536058209][bookmark: _Toc536058391][bookmark: _Toc536058573][bookmark: _Toc536058793][bookmark: _Toc533537446][bookmark: _Toc536057270][bookmark: _Toc536058210][bookmark: _Toc536058392][bookmark: _Toc536058574][bookmark: _Toc536058794][bookmark: _Toc533537447][bookmark: _Toc536057271][bookmark: _Toc536058211][bookmark: _Toc536058393][bookmark: _Toc536058575][bookmark: _Toc536058795][bookmark: _Toc533537448][bookmark: _Toc536057272][bookmark: _Toc536058212][bookmark: _Toc536058394][bookmark: _Toc536058576][bookmark: _Toc536058796][bookmark: _Toc533537449][bookmark: _Toc536057273][bookmark: _Toc536058213][bookmark: _Toc536058395][bookmark: _Toc536058577][bookmark: _Toc536058797][bookmark: _Toc533537450][bookmark: _Toc536057274][bookmark: _Toc536058214][bookmark: _Toc536058396][bookmark: _Toc536058578][bookmark: _Toc536058798][bookmark: _Toc533537451][bookmark: _Toc536057275][bookmark: _Toc536058215][bookmark: _Toc536058397][bookmark: _Toc536058579][bookmark: _Toc536058799][bookmark: _Toc533537452][bookmark: _Toc536057276][bookmark: _Toc536058216][bookmark: _Toc536058398][bookmark: _Toc536058580][bookmark: _Toc536058800][bookmark: _Toc533537453][bookmark: _Toc536057277][bookmark: _Toc536058217][bookmark: _Toc536058399][bookmark: _Toc536058581][bookmark: _Toc536058801][bookmark: _Toc533537454][bookmark: _Toc536057278][bookmark: _Toc536058218][bookmark: _Toc536058400][bookmark: _Toc536058582][bookmark: _Toc536058802][bookmark: _Toc533537455][bookmark: _Toc536057279][bookmark: _Toc536058219][bookmark: _Toc536058401][bookmark: _Toc536058583][bookmark: _Toc536058803]
1. [bookmark: _Toc533537474][bookmark: _Toc536057298][bookmark: _Toc536058238][bookmark: _Toc536058420][bookmark: _Toc536058602][bookmark: _Toc536058822][bookmark: _Toc536059453][bookmark: _Toc536059582][bookmark: _Toc536060386][bookmark: _Toc536103841][bookmark: _Toc536107644][bookmark: _Toc536109983][bookmark: _Toc536115791][bookmark: _Toc536128648][bookmark: _Toc536128919][bookmark: _Toc536129192][bookmark: _Toc536129460][bookmark: _Toc536129728][bookmark: _Toc536129977][bookmark: _Toc536130245][bookmark: _Toc536130513][bookmark: _Toc536130780][bookmark: _Toc533537475][bookmark: _Toc536057299][bookmark: _Toc536058239][bookmark: _Toc536058421][bookmark: _Toc536058603][bookmark: _Toc536058823][bookmark: _Toc536059454][bookmark: _Toc536059583][bookmark: _Toc536060387][bookmark: _Toc536103842][bookmark: _Toc536107645][bookmark: _Toc536109984][bookmark: _Toc536115792][bookmark: _Toc536128649][bookmark: _Toc536128920][bookmark: _Toc536129193][bookmark: _Toc536129461][bookmark: _Toc536129729][bookmark: _Toc536129978][bookmark: _Toc536130246][bookmark: _Toc536130514][bookmark: _Toc536130781][bookmark: _Toc533537481][bookmark: _Toc536057305][bookmark: _Toc536058245][bookmark: _Toc536058427][bookmark: _Toc536058609][bookmark: _Toc536058829][bookmark: _Toc536059460][bookmark: _Toc536059589][bookmark: _Toc536060393][bookmark: _Toc536103848][bookmark: _Toc536107651][bookmark: _Toc536109990][bookmark: _Toc536115798][bookmark: _Toc536128655][bookmark: _Toc536128926][bookmark: _Toc536129199][bookmark: _Toc536129467][bookmark: _Toc536129735][bookmark: _Toc536129984][bookmark: _Toc536130252][bookmark: _Toc536130520][bookmark: _Toc536130787][bookmark: _Toc533537486][bookmark: _Toc536057310][bookmark: _Toc536058250][bookmark: _Toc536058432][bookmark: _Toc536058614][bookmark: _Toc536058834][bookmark: _Toc536059465][bookmark: _Toc536059594][bookmark: _Toc536060398][bookmark: _Toc536103853][bookmark: _Toc536107656][bookmark: _Toc536109995][bookmark: _Toc536115803][bookmark: _Toc536128660][bookmark: _Toc536128931][bookmark: _Toc536129204][bookmark: _Toc536129472][bookmark: _Toc536129740][bookmark: _Toc536129989][bookmark: _Toc536130257][bookmark: _Toc536130525][bookmark: _Toc536130792][bookmark: _Toc533537487][bookmark: _Toc536057311][bookmark: _Toc536058251][bookmark: _Toc536058433][bookmark: _Toc536058615][bookmark: _Toc536058835][bookmark: _Toc536059466][bookmark: _Toc536059595][bookmark: _Toc536060399][bookmark: _Toc536103854][bookmark: _Toc536107657][bookmark: _Toc536109996][bookmark: _Toc536115804][bookmark: _Toc536128661][bookmark: _Toc536128932][bookmark: _Toc536129205][bookmark: _Toc536129473][bookmark: _Toc536129741][bookmark: _Toc536129990][bookmark: _Toc536130258][bookmark: _Toc536130526][bookmark: _Toc536130793][bookmark: _Toc533537488][bookmark: _Toc536057312][bookmark: _Toc536058252][bookmark: _Toc536058434][bookmark: _Toc536058616][bookmark: _Toc536058836][bookmark: _Toc536059467][bookmark: _Toc536059596][bookmark: _Toc536060400][bookmark: _Toc536103855][bookmark: _Toc536107658][bookmark: _Toc536109997][bookmark: _Toc536115805][bookmark: _Toc536128662][bookmark: _Toc536128933][bookmark: _Toc536129206][bookmark: _Toc536129474][bookmark: _Toc536129742][bookmark: _Toc536129991][bookmark: _Toc536130259][bookmark: _Toc536130527][bookmark: _Toc536130794][bookmark: _Toc533537489][bookmark: _Toc536057313][bookmark: _Toc536058253][bookmark: _Toc536058435][bookmark: _Toc536058617][bookmark: _Toc536058837][bookmark: _Toc536059468][bookmark: _Toc536059597][bookmark: _Toc536060401][bookmark: _Toc536103856][bookmark: _Toc536107659][bookmark: _Toc536109998][bookmark: _Toc536115806][bookmark: _Toc536128663][bookmark: _Toc536128934][bookmark: _Toc536129207][bookmark: _Toc536129475][bookmark: _Toc536129743][bookmark: _Toc536129992][bookmark: _Toc536130260][bookmark: _Toc536130528][bookmark: _Toc536130795][bookmark: _Toc533537490][bookmark: _Toc536057314][bookmark: _Toc536058254][bookmark: _Toc536058436][bookmark: _Toc536058618][bookmark: _Toc536058838][bookmark: _Toc536059469][bookmark: _Toc536059598][bookmark: _Toc536060402][bookmark: _Toc536103857][bookmark: _Toc536107660][bookmark: _Toc536109999][bookmark: _Toc536115807][bookmark: _Toc536128664][bookmark: _Toc536128935][bookmark: _Toc536129208][bookmark: _Toc536129476][bookmark: _Toc536129744][bookmark: _Toc536129993][bookmark: _Toc536130261][bookmark: _Toc536130529][bookmark: _Toc536130796][bookmark: _Toc533537491][bookmark: _Toc536057315][bookmark: _Toc536058255][bookmark: _Toc536058437][bookmark: _Toc536058619][bookmark: _Toc536058839][bookmark: _Toc536059470][bookmark: _Toc536059599][bookmark: _Toc536060403][bookmark: _Toc536103858][bookmark: _Toc536107661][bookmark: _Toc536110000][bookmark: _Toc536115808][bookmark: _Toc536128665][bookmark: _Toc536128936][bookmark: _Toc536129209][bookmark: _Toc536129477][bookmark: _Toc536129745][bookmark: _Toc536129994][bookmark: _Toc536130262][bookmark: _Toc536130530][bookmark: _Toc536130797][bookmark: _Toc533537492][bookmark: _Toc536057316][bookmark: _Toc536058256][bookmark: _Toc536058438][bookmark: _Toc536058620][bookmark: _Toc536058840][bookmark: _Toc536059471][bookmark: _Toc536059600][bookmark: _Toc536060404][bookmark: _Toc536103859][bookmark: _Toc536107662][bookmark: _Toc536110001][bookmark: _Toc536115809][bookmark: _Toc536128666][bookmark: _Toc536128937][bookmark: _Toc536129210][bookmark: _Toc536129478][bookmark: _Toc536129746][bookmark: _Toc536129995][bookmark: _Toc536130263][bookmark: _Toc536130531][bookmark: _Toc536130798][bookmark: _Toc533537493][bookmark: _Toc536057317][bookmark: _Toc536058257][bookmark: _Toc536058439][bookmark: _Toc536058621][bookmark: _Toc536058841][bookmark: _Toc536059472][bookmark: _Toc536059601][bookmark: _Toc536060405][bookmark: _Toc536103860][bookmark: _Toc536107663][bookmark: _Toc536110002][bookmark: _Toc536115810][bookmark: _Toc536128667][bookmark: _Toc536128938][bookmark: _Toc536129211][bookmark: _Toc536129479][bookmark: _Toc536129747][bookmark: _Toc536129996][bookmark: _Toc536130264][bookmark: _Toc536130532][bookmark: _Toc536130799][bookmark: _Toc533537494][bookmark: _Toc536057318][bookmark: _Toc536058258][bookmark: _Toc536058440][bookmark: _Toc536058622][bookmark: _Toc536058842][bookmark: _Toc536059473][bookmark: _Toc536059602][bookmark: _Toc536060406][bookmark: _Toc536103861][bookmark: _Toc536107664][bookmark: _Toc536110003][bookmark: _Toc536115811][bookmark: _Toc536128668][bookmark: _Toc536128939][bookmark: _Toc536129212][bookmark: _Toc536129480][bookmark: _Toc536129748][bookmark: _Toc536129997][bookmark: _Toc536130265][bookmark: _Toc536130533][bookmark: _Toc536130800][bookmark: _Toc524086332][bookmark: _Toc533537495][bookmark: _Toc536057319][bookmark: _Toc536058259][bookmark: _Toc536058441][bookmark: _Toc536058623][bookmark: _Toc536058843][bookmark: _Toc536059474][bookmark: _Toc536059603][bookmark: _Toc536060407][bookmark: _Toc536103862][bookmark: _Toc536107665][bookmark: _Toc536110004][bookmark: _Toc536115812][bookmark: _Toc536128669][bookmark: _Toc536128940][bookmark: _Toc536129213][bookmark: _Toc536129481][bookmark: _Toc536129749][bookmark: _Toc536129998][bookmark: _Toc536130266][bookmark: _Toc536130534][bookmark: _Toc536130801][bookmark: _Toc533537501][bookmark: _Toc536057325][bookmark: _Toc536058265][bookmark: _Toc536058447][bookmark: _Toc536058629][bookmark: _Toc536058849][bookmark: _Toc536059480][bookmark: _Toc536059609][bookmark: _Toc536060413][bookmark: _Toc536103868][bookmark: _Toc536107671][bookmark: _Toc536110010][bookmark: _Toc536115818][bookmark: _Toc536128675][bookmark: _Toc536128946][bookmark: _Toc536129219][bookmark: _Toc536129487][bookmark: _Toc536129755][bookmark: _Toc536130004][bookmark: _Toc536130272][bookmark: _Toc536130540][bookmark: _Toc536130807][bookmark: _Toc533537506][bookmark: _Toc536057330][bookmark: _Toc536058270][bookmark: _Toc536058452][bookmark: _Toc536058634][bookmark: _Toc536058854][bookmark: _Toc536059485][bookmark: _Toc536059614][bookmark: _Toc536060418][bookmark: _Toc536103873][bookmark: _Toc536107676][bookmark: _Toc536110015][bookmark: _Toc536115823][bookmark: _Toc536128680][bookmark: _Toc536128951][bookmark: _Toc536129224][bookmark: _Toc536129492][bookmark: _Toc536129760][bookmark: _Toc536130009][bookmark: _Toc536130277][bookmark: _Toc536130545][bookmark: _Toc536130812][bookmark: _Toc533537511][bookmark: _Toc536057335][bookmark: _Toc536058275][bookmark: _Toc536058457][bookmark: _Toc536058639][bookmark: _Toc536058859][bookmark: _Toc536059490][bookmark: _Toc536059619][bookmark: _Toc536060423][bookmark: _Toc536103878][bookmark: _Toc536107681][bookmark: _Toc536110020][bookmark: _Toc536115828][bookmark: _Toc536128685][bookmark: _Toc536128956][bookmark: _Toc536129229][bookmark: _Toc536129497][bookmark: _Toc536129765][bookmark: _Toc536130014][bookmark: _Toc536130282][bookmark: _Toc536130550][bookmark: _Toc536130817][bookmark: _Toc533537516][bookmark: _Toc536057340][bookmark: _Toc536058280][bookmark: _Toc536058462][bookmark: _Toc536058644][bookmark: _Toc536058864][bookmark: _Toc536059495][bookmark: _Toc536059624][bookmark: _Toc536060428][bookmark: _Toc536103883][bookmark: _Toc536107686][bookmark: _Toc536110025][bookmark: _Toc536115833][bookmark: _Toc536128690][bookmark: _Toc536128961][bookmark: _Toc536129234][bookmark: _Toc536129502][bookmark: _Toc536129770][bookmark: _Toc536130019][bookmark: _Toc536130287][bookmark: _Toc536130555][bookmark: _Toc536130822][bookmark: _Toc533537521][bookmark: _Toc536057345][bookmark: _Toc536058285][bookmark: _Toc536058467][bookmark: _Toc536058649][bookmark: _Toc536058869][bookmark: _Toc536059500][bookmark: _Toc536059629][bookmark: _Toc536060433][bookmark: _Toc536103888][bookmark: _Toc536107691][bookmark: _Toc536110030][bookmark: _Toc536115838][bookmark: _Toc536128695][bookmark: _Toc536128966][bookmark: _Toc536129239][bookmark: _Toc536129507][bookmark: _Toc536129775][bookmark: _Toc536130024][bookmark: _Toc536130292][bookmark: _Toc536130560][bookmark: _Toc536130827][bookmark: _Toc533537526][bookmark: _Toc536057350][bookmark: _Toc536058290][bookmark: _Toc536058472][bookmark: _Toc536058654][bookmark: _Toc536058874][bookmark: _Toc536059505][bookmark: _Toc536059634][bookmark: _Toc536060438][bookmark: _Toc536103893][bookmark: _Toc536107696][bookmark: _Toc536110035][bookmark: _Toc536115843][bookmark: _Toc536128700][bookmark: _Toc536128971][bookmark: _Toc536129244][bookmark: _Toc536129512][bookmark: _Toc536129780][bookmark: _Toc536130029][bookmark: _Toc536130297][bookmark: _Toc536130565][bookmark: _Toc536130832][bookmark: _Toc533537531][bookmark: _Toc536057355][bookmark: _Toc536058295][bookmark: _Toc536058477][bookmark: _Toc536058659][bookmark: _Toc536058879][bookmark: _Toc536059510][bookmark: _Toc536059639][bookmark: _Toc536060443][bookmark: _Toc536103898][bookmark: _Toc536107701][bookmark: _Toc536110040][bookmark: _Toc536115848][bookmark: _Toc536128705][bookmark: _Toc536128976][bookmark: _Toc536129249][bookmark: _Toc536129517][bookmark: _Toc536129785][bookmark: _Toc536130034][bookmark: _Toc536130302][bookmark: _Toc536130570][bookmark: _Toc536130837][bookmark: _Toc524086333][bookmark: _Toc8650450]Project Management and Controls
[Insert the project’s risk management plan or provide a reference to where it is stored.]
[bookmark: _Toc524086341][bookmark: _Toc8650451]Risk Management Plan
A risk is an event or condition that, if it occurs, could have a positive or negative effect on a project’s objectives. Risk Management is the process of identifying, assessing, responding to, monitoring, and reporting risks. This Risk Management Plan defines how risks associated with the <Project Name> project will be identified, analyzed, and managed. It outlines how risk management activities will be performed, recorded, and monitored throughout the lifecycle of the project. The Risk Management Plan is created by the project manager in the Planning Phase of the project and is monitored and updated throughout the project.
0. [bookmark: _Toc524086342][bookmark: _Toc8650452]Risk Management Strategy
The project manager working with the project team and project stakeholders will ensure that risks are actively identified, analyzed, and managed throughout the life of the project. Every effort will be made to proactively identify risks ahead of time in order to implement a mitigation strategy from the project’s onset.  
The most likely and highest impact risks were added to the project schedule to ensure that the assigned risk managers take the necessary steps to implement the mitigation response at the appropriate time during the schedule. Risk managers will provide status updates on their assigned risks in the weekly project team meetings, but only when the meetings include their risk’s planned timeframe.  
Upon the completion of the project, during the closing process, the project manager will analyze each risk as well as the risk management process.  Based on this analysis, the project manager will identify any improvements that can be made to the risk management process for future projects.  These improvements will be captured as part of the lessons learned knowledge base.

	Risk Owner
	Role
	Responsibility / Ownership

	<owner Name> 
	PM
	· Overall owner for the risk management process
· Risks related to delivery schedule and budget
· Risks related to implementation and System testing
· Risks related to Project resources
· Verification of Risk register
· Implementation of Risk Mitigation

	<owner Name>
	PM
	· Risks related to schedule for project subsidiary plans
· Risks related to <Client Name> UAT, training and roll out
· Verification of Risk register
· Implementation of Risk Mitigation

	<owner Name> 
	Architect
	· Risks related to overall System and Application architecture

	<owner Name> 
	Project Lead
	· Risks related to Scope
· Risks related to Training 
· Risks related to Application design and implementation
· Risks related to Development Schedule

	<owner Name> 
	QA
	· Risks related to Quality assurance processes

	<owner Name> 
	Test Lead
	· Risks related to Application Testing
· Risks related to Testing Schedule

	<owner Name> 
	Infrastructure Support
	· Risks related to Infrastructure 


[bookmark: _Toc536717041]Table 12: RM Roles and Responsibilities
0. [bookmark: _Toc524086343][bookmark: _Toc8650453]Risk Identification
Risk identification will involve the project team, appropriate stakeholders, and will include an evaluation of environmental factors, organizational culture and the project management plan including the project scope.  Careful attention will be given to the project deliverables, assumptions, constraints, WBS, cost/effort estimates, resource plan, and other key project documents.  
A Risk Register will be created and updated as needed and will be stored electronically in the SharePoint. The risk will be categorized as Schedule Risk, Budget Risk, Scope Risk, Business Risk, Technology/Architecture Risk, Training Risk, Security Risk, Infrastructure Risk, Resource Risk, Quality Risk, Roll Out Risk, Migration Risk, Organizational Risk.
0. [bookmark: _Toc536057367][bookmark: _Toc536058307][bookmark: _Toc536058489][bookmark: _Toc536058671][bookmark: _Toc536058891][bookmark: _Toc536059515][bookmark: _Toc536059644][bookmark: _Toc536060448][bookmark: _Toc536103903][bookmark: _Toc536107706][bookmark: _Toc536110045][bookmark: _Toc536115853][bookmark: _Toc536128710][bookmark: _Toc536128981][bookmark: _Toc536129254][bookmark: _Toc536129522][bookmark: _Toc536129790][bookmark: _Toc536130039][bookmark: _Toc536130307][bookmark: _Toc536130575][bookmark: _Toc536130842][bookmark: _Toc524086344][bookmark: _Toc8650454]Risk Analysis
All risks identified will be assessed to identify the range of possible project outcomes. Risk analysis is an evaluation of the identified risk events to determine the likelihood of the events occurring and their impact, to assign a risk rating based on the project criteria and to prioritize the risks. Quantification will be used to determine which risks are the top risks to pursue and respond to and which risks can be ignored. For each risk event, the following risk analysis guidelines are used:	
Risk Quantification
Risk quantification is done based on the combination of likelihood of risk occurrence and consequence of risk. Evaluation of likelihood and consequence is based on the following parameters: 
1. Schedule
1. Cost
1. Effort		

The likelihood of identified risks can be quantified and assessed in a scale of 1 – Rare/ unlikely), 3 – Possible to occur, and 9 – Likely to occur. The following table may be referred to in assessing the likelihood of identified risks:
	Level
	Likelihood
	Description

	1
	Unlikely
	· Extremely unlikely; May only occur in exceptional cases; Has never occurred before unlike to occur, but possible; Occurred only once till now

	3
	Possible to occur
	· May occur, but not definite; Has occurred once or twice before

	9
	Likely to occur
	· Will probably occur; Has occurred several times before; Continuous exposure to risk; Has occurred before regularly and frequently


[bookmark: _Toc536717042]Table 13: Likelihood of Identified Risk
The consequence of identified risks can be quantified and assessed on a scale of 1 – Low, 3 – Medium, and 9 – High. The following table may be referred to in assessing the consequence of identified risks:
	Level
	Consequence
	Description

	1
	Low
	· No financial loss; No impact on work and schedules; Very less financial loss; Slight impact on work and schedules; Preventive actions required (loss < 0.25% of budget amount)

	3
	Medium
	· Less or moderate financial loss; May affect one or two departmental objectives (loss > 0.35% of budget amount)

	9
	High
	· Considerable financial loss; Departmental objectives cannot be achieved (loss > 0.5% of budget amount)


[bookmark: _Toc536717043]Table 14: Consequence of Identified Risk
Risk quantification will be done based on the following table:

	Risk Consequence  
	High (9)
	Medium (3)
	Low (1)

	Risk Likelihood       
	
	
	

	Likely to occur (9)
	81
	27
	9

	Possible to occur (3)
	27
	9
	3

	Rare/ unlikely (1)
	9
	3
	1


[bookmark: _Toc536717044]Table 15: Risk Quantification
0. [bookmark: _Toc536115855][bookmark: _Toc536128712][bookmark: _Toc536128983][bookmark: _Toc536129256][bookmark: _Toc536129524][bookmark: _Toc536129792][bookmark: _Toc536130041][bookmark: _Toc536130309][bookmark: _Toc536130577][bookmark: _Toc536130844][bookmark: _Toc536115856][bookmark: _Toc536128713][bookmark: _Toc536128984][bookmark: _Toc536129257][bookmark: _Toc536129525][bookmark: _Toc536129793][bookmark: _Toc536130042][bookmark: _Toc536130310][bookmark: _Toc536130578][bookmark: _Toc536130845][bookmark: _Toc536115857][bookmark: _Toc536128714][bookmark: _Toc536128985][bookmark: _Toc536129258][bookmark: _Toc536129526][bookmark: _Toc536129794][bookmark: _Toc536130043][bookmark: _Toc536130311][bookmark: _Toc536130579][bookmark: _Toc536130846][bookmark: _Toc524086345][bookmark: _Toc8650455]Risk Mitigation Approach
Mitigation and contingency plans will be prepared for risks, where Risk Score is 9 and above and will be documented in risk management plan. While implementing the mitigation plans, evaluate the cost benefit analysis of the mitigation plan.
Each major risk (those equal and above Risk Score 9) will be assigned to a project team member for monitoring purposes to ensure that the risk will not “fall through the cracks”.  
For each risk, one of the following approaches will be selected to address it:
· Avoid – eliminate the threat by eliminating the cause
· Mitigate – Identify ways to reduce the probability or the impact of the risk
· Accept – Nothing will be done 
· Transfer – Make another party responsible for the risk (buy insurance, outsourcing, etc.)

For each risk that will be mitigated, the project team will identify ways to prevent the risk from occurring or reduce its impact or probability of occurring.  This may include prototyping, adding tasks to the project schedule, adding resources, etc.
For each risk that is to be mitigated or that is accepted, a course of action will be outlined for the event that the risk does materialize in order to minimize its impact (mitigation plan will be mentioned in Risk Register).
0. [bookmark: _Toc524086346][bookmark: _Toc8650456]Risk Monitoring, Controlling, And Reporting
The project risks will be tracked, monitored and reported throughout the project lifecycle.  There are 2 levels of risk monitoring – Each Risk Owner monitoring and reporting, and PM is also monitoring the risks. Overall risk register status reporting will be taken care by PM and reported to as per below. 
· Once the risk is occurred then PM will take necessary actions as per the risk mitigation plan present in the risk register. 
· All risks with score 27 or higher will be reported as a component of the project status reporting process for this project.  
· All project change requests will be analyzed for their possible impact to the project risks. 
· Risk owners will provide status updates on their assigned risks in the weekly project team meetings

[The Risk Log is normally maintained as a separate document. Provide a reference to where it is stored.] 
Risk Register will be used to track the project risks and will be stored on SharePoint Online. The Risk Register will be updated weekly and shared internally with Engagement Director. The key risks which may have impact to timeline or budget will be shared with DSS in the weekly report. The location of Risk Register for this project is provided in Appendix C. 
0. [bookmark: _Toc524086347][bookmark: _Toc8650457]Risk Escalation Strategy
PM will escalate all those risks as per the escalation matrix, which are most likely to occur or have occurred and whose risk mitigation plan is not getting implemented for any reason and PM needs corrective action to mitigate the risk that has occurred. DSS stakeholders as mentioned in escalation matrix will provide the final decision for next steps and updated mitigation plan accordingly is updated in the Risk Register. 
[bookmark: _Toc536115861][bookmark: _Toc536128718][bookmark: _Toc536128989][bookmark: _Toc536129262][bookmark: _Toc536129530][bookmark: _Toc536129798][bookmark: _Toc536130047][bookmark: _Toc536130315][bookmark: _Toc536130583][bookmark: _Toc536130850][bookmark: _Toc536115862][bookmark: _Toc536128719][bookmark: _Toc536128990][bookmark: _Toc536129263][bookmark: _Toc536129531][bookmark: _Toc536129799][bookmark: _Toc536130048][bookmark: _Toc536130316][bookmark: _Toc536130584][bookmark: _Toc536130851][bookmark: _Toc536115863][bookmark: _Toc536128720][bookmark: _Toc536128991][bookmark: _Toc536129264][bookmark: _Toc536129532][bookmark: _Toc536129800][bookmark: _Toc536130049][bookmark: _Toc536130317][bookmark: _Toc536130585][bookmark: _Toc536130852][bookmark: _Toc536115864][bookmark: _Toc536128721][bookmark: _Toc536128992][bookmark: _Toc536129265][bookmark: _Toc536129533][bookmark: _Toc536129801][bookmark: _Toc536130050][bookmark: _Toc536130318][bookmark: _Toc536130586][bookmark: _Toc536130853][bookmark: _Toc536115865][bookmark: _Toc536128722][bookmark: _Toc536128993][bookmark: _Toc536129266][bookmark: _Toc536129534][bookmark: _Toc536129802][bookmark: _Toc536130051][bookmark: _Toc536130319][bookmark: _Toc536130587][bookmark: _Toc536130854][bookmark: _Toc536115866][bookmark: _Toc536128723][bookmark: _Toc536128994][bookmark: _Toc536129267][bookmark: _Toc536129535][bookmark: _Toc536129803][bookmark: _Toc536130052][bookmark: _Toc536130320][bookmark: _Toc536130588][bookmark: _Toc536130855][bookmark: _Toc536115867][bookmark: _Toc536128724][bookmark: _Toc536128995][bookmark: _Toc536129268][bookmark: _Toc536129536][bookmark: _Toc536129804][bookmark: _Toc536130053][bookmark: _Toc536130321][bookmark: _Toc536130589][bookmark: _Toc536130856][bookmark: _Toc536115918][bookmark: _Toc536128775][bookmark: _Toc536129046][bookmark: _Toc536129319][bookmark: _Toc536129587][bookmark: _Toc536129855][bookmark: _Toc536130104][bookmark: _Toc536130372][bookmark: _Toc536130640][bookmark: _Toc536130907][bookmark: _Toc536115919][bookmark: _Toc536128776][bookmark: _Toc536129047][bookmark: _Toc536129320][bookmark: _Toc536129588][bookmark: _Toc536129856][bookmark: _Toc536130105][bookmark: _Toc536130373][bookmark: _Toc536130641][bookmark: _Toc536130908][bookmark: _Toc536115920][bookmark: _Toc536128777][bookmark: _Toc536129048][bookmark: _Toc536129321][bookmark: _Toc536129589][bookmark: _Toc536129857][bookmark: _Toc536130106][bookmark: _Toc536130374][bookmark: _Toc536130642][bookmark: _Toc536130909][bookmark: _Toc536115921][bookmark: _Toc536128778][bookmark: _Toc536129049][bookmark: _Toc536129322][bookmark: _Toc536129590][bookmark: _Toc536129858][bookmark: _Toc536130107][bookmark: _Toc536130375][bookmark: _Toc536130643][bookmark: _Toc536130910][bookmark: _Toc536115922][bookmark: _Toc536128779][bookmark: _Toc536129050][bookmark: _Toc536129323][bookmark: _Toc536129591][bookmark: _Toc536129859][bookmark: _Toc536130108][bookmark: _Toc536130376][bookmark: _Toc536130644][bookmark: _Toc536130911][bookmark: _Toc536115923][bookmark: _Toc536128780][bookmark: _Toc536129051][bookmark: _Toc536129324][bookmark: _Toc536129592][bookmark: _Toc536129860][bookmark: _Toc536130109][bookmark: _Toc536130377][bookmark: _Toc536130645][bookmark: _Toc536130912][bookmark: _Toc536115924][bookmark: _Toc536128781][bookmark: _Toc536129052][bookmark: _Toc536129325][bookmark: _Toc536129593][bookmark: _Toc536129861][bookmark: _Toc536130110][bookmark: _Toc536130378][bookmark: _Toc536130646][bookmark: _Toc536130913][bookmark: _Toc536115925][bookmark: _Toc536128782][bookmark: _Toc536129053][bookmark: _Toc536129326][bookmark: _Toc536129594][bookmark: _Toc536129862][bookmark: _Toc536130111][bookmark: _Toc536130379][bookmark: _Toc536130647][bookmark: _Toc536130914][bookmark: _Toc536115958][bookmark: _Toc536128815][bookmark: _Toc536129086][bookmark: _Toc536129359][bookmark: _Toc536129627][bookmark: _Toc536129895][bookmark: _Toc536130144][bookmark: _Toc536130412][bookmark: _Toc536130680][bookmark: _Toc536130947][bookmark: _Toc536115959][bookmark: _Toc536128816][bookmark: _Toc536129087][bookmark: _Toc536129360][bookmark: _Toc536129628][bookmark: _Toc536129896][bookmark: _Toc536130145][bookmark: _Toc536130413][bookmark: _Toc536130681][bookmark: _Toc536130948][bookmark: _Toc536115960][bookmark: _Toc536128817][bookmark: _Toc536129088][bookmark: _Toc536129361][bookmark: _Toc536129629][bookmark: _Toc536129897][bookmark: _Toc536130146][bookmark: _Toc536130414][bookmark: _Toc536130682][bookmark: _Toc536130949][bookmark: _Toc536115961][bookmark: _Toc536128818][bookmark: _Toc536129089][bookmark: _Toc536129362][bookmark: _Toc536129630][bookmark: _Toc536129898][bookmark: _Toc536130147][bookmark: _Toc536130415][bookmark: _Toc536130683][bookmark: _Toc536130950][bookmark: _Toc524086354][bookmark: _Toc8650458]Issue Management Plan
[Insert the project’s issue management plan or provide a reference to where it is stored.]
An issue is a problem, opportunity, query, concern or situation that will impede the progress or successful completion of the project and requires immediate resolution. This issue management plan defines activities and business rules to manage and control issues that arise during the project. Issues should be resolved as quickly as possible to minimize the impact.
0. [bookmark: _Toc524086355][bookmark: _Toc8650459]Issue Management Strategy
The purpose of the plan is to bring visibility to issues and accountability for how issues are acted upon and helps ensure issues are resolved effectively and in a timely manner. Observing business rules for prioritization and escalation ensures that issue management is consistent with the project’s objectives. The two major goals of issue management plan are -
· Issues are identified, evaluated, prioritized and assigned for resolution.
· Issue resolutions or decisions are documented and communicated to all affected parties
0. [bookmark: _Toc524086356][bookmark: _Toc8650460]Issue Prioritization
Priority categories provide a ranking to help determine the order of importance or urgency to address the issue. The project sponsor, key stakeholders, and project manager should agree on the business rule that underlies each priority. The driving project constraints and the impact of the issue determine whether the resolution of an issue receives a critical, high, medium, or low priority.
	Priority
	Description

	Critical
	The project cannot proceed without issue resolution

	High
	The project can proceed, but there is a high potential for rework if the issue is not resolved soon

	Medium
	The project can proceed, but there is a medium potential for rework if the issue is not resolved soon

	Low
	Quick resolution is not urgent. The project can proceed, but the issue will need to be resolved prior to project completion


[bookmark: _Toc536717045]Table 16: Issue Prioritization
0. [bookmark: _Toc524086357][bookmark: _Toc8650461]Issue Monitoring, Controlling, And Reporting
The project issues will be tracked, monitored and reported throughout the project lifecycle by project team and stakeholders. Issue Log will be used to track the project issues for closure and will be stored on SharePoint Online. Once issue is logged, Project Lead, Test Lead, or PM (as required) will follow up for issue resolution. The Issue Log will be reviewed by PM for timely update and any escalations.
	Team Member
	Role
	Responsibility / Ownership

	<owner Name> 
	PM
	· Overall owner for the Issue management process
· Issues related to schedule for project subsidiary plans
· Issues related to <Client Name> UAT, training and roll out
· Verification of Issue Log
· Implementation of Issue resolution

	<owner Name> 
	PM
	· Issues related to delivery schedule and budget
· Issues related to implementation and system testing
· Issues related to project resources
· Verification of Issue Log
· Implementation of Issue resolution

	<owner Name> 
	Architect
	· Issues related to overall System and Application architecture

	<owner Name> 
	Project Lead
	· Issues related to Scope
· Issues related to Application design and implementation
· Issues related to Development Schedule

	<owner Name> 
	QA Manager
	· Issues related to Quality assurance processes

	<owner Name> 
	Test Lead
	· Issues related to Application Testing
· Issues related to Testing Schedule

	<owner Name> 
	Infrastructure Support
	· Issues related to Infrastructure 


[bookmark: _Toc536717046]Table 17: Issue Monitoring, Controlling and Reporting
All high and critical issues will be maintained and reported by Project Manager as a component of the project status reporting process for this project.  All “Change requests” will be analyzed for their possible impact to the project risks.   
[The Issue Log is normally maintained as a separate document. Provide a reference to where it is stored.]
The location of Issue Log for this project is provided in Appendix D.
0. [bookmark: _Toc524086358][bookmark: _Toc8650462]Issue Escalation and Resolution Process
PM will escalate all “High” and “Critical” priority issues as per escalation matrix. PM will take directions from the persons listed in escalation matrix.

3. [bookmark: _Toc8650463]Scope Management Plan
The purpose of this Scope Management Plan is to document the defined scope management approach and processes, as well as the roles and responsibilities for stakeholders participating in those processes. It describes how the project team will define and develop the project scope, create the Work Breakdown Structure (WBS), validate the scope, verify completion of project deliverables, control the scope baseline, and handle scope changes.

1. [bookmark: _Toc8650464]Scope Definition
The scope for this project is defined by the requirements as documented in <JIRA/TFS User Stories.> <JIRA/TFS> User Stories will be prepared based on the requirement gathering sessions with the DSS stakeholders. It will capture in detail all the use cases, wireframes and API details. 
SRS (<JIRA/TFS> User Stories) will be reviewed and signed off by <Client name> team. Once the SRS (<JIRA/TFS> User Stories) is signed off, it will become the project scope baseline for comparing the deliverables with requirements. The project scope is to be sub-divided into smaller deliverables in WBS and will also include the major milestones and dependencies.
1. [bookmark: _Toc8650465]Roles and Responsibilities
The following table describes the Roles and Responsibilities of those involved in the Scope Management process
	Team Member
	Role
	Responsibility

	<owner Name> 
	Project Sponsor
	· Reviews escalated scope issues and provide direction for resolution.
· Approves major scope change requests.
· Overall decision-making responsibility for Scope Management activities.

	<owner Name> 
	Change Control Board members
	· Participates in Scope definition activities.
· Provides final approval of Scope Management Plan (if decision-making committee).
· Reviews major scope change requests and makes final decision or recommendations to the Project Sponsor.

	<owner Name> 
	Project Manager
	· Overall responsibility for scope management.
· Oversees the scope change management process.
· Overall responsibility for updating and responding to comments in User Stories in DSS Jira and keeping SVAM Jira in sync for requirements only
· Interacts with client for scope change reviews and approvals
· Escalates scope and change issues.
· Ensures that scope changes are incorporated into appropriate project documents

	<owner Name> 
	Project Manager
	· Approves scope change requests within his/her authority.
· Verifies updates made to SVAM Jira
· Escalates scope and change issues.
· Ensures that scope changes are incorporated into appropriate project documents

	<owner Name> 
	Project Lead

	· Help develop the project scope statement.
· Submit scope change requests.
· Review Scope Change requests when assigned.
· Provide feedback as and when required.
· Participate in team-level scope change reviews.
· Update RTM

	<owner Name> 
	Test Lead

	· Help evaluate testing impact for scope changes
· Update test scripts
· Update RTM

	<owner Name> 
	QA Manager
	· Provides an ongoing independent review and analysis of project scope management practices.
· Monitors scope changes and provide feedback.
· Verifies RTM update


[bookmark: _Toc536717047]Table 18: Roles and Responsibilities
1. [bookmark: _Toc536115970][bookmark: _Toc536128827][bookmark: _Toc536129098][bookmark: _Toc536129371][bookmark: _Toc536129639][bookmark: _Toc536129907][bookmark: _Toc536130156][bookmark: _Toc536130424][bookmark: _Toc536130692][bookmark: _Toc536130959][bookmark: _Toc8650466]Scope Monitoring, Control and Reporting
The project scope will be as documented in Jira User Stories (location provided in Appendix E). The scope will be monitored and controlled throughout the lifecycle of the project. Controlling the project scope involves monitoring the status of the project, finding whether the deliverables meet documented requirements, and managing changes to project scope baseline. After the scope is signed off, proposed scope changes may be initiated by the Project Manager, Stakeholders or any member of the project team.  
[bookmark: _Hlk536018611]For each change request, a formal Change Request document will be created. The scope change request will be documented in the Change Log (location provided in Appendix F). All change requests will be submitted to the Project Manager who will then evaluate the requested scope change.  If the scope change is within acceptable limit (<5 days), the Project Manager may approve the change. The cumulative requests for scope change should be capped at 30 days, beyond which any further request for scope change will be reviewed by Change Control Board (CCB) as defined in Change Management Plan.
If the level of effort for Change Request is more than 5 days or the quota of 30 days is exhausted, the Project Manager will submit the scope change request to the Change Control Board for acceptance.  Upon approval of scope changes by the Change Control Board the Project Manager will ensure that all relevant project artifacts are updated and communicated regarding the scope change to all relevant stakeholders.  
At minimum, below documents needs to be updated and reviewed for each change request – 
	Document
	Submitted / Updated By
	Reviewed / Approved By

	Change request Form
	Project Lead
	PM

	Change Request Approval
	Project Lead
	PM or CCB

	User Story update
	Project Lead
	PM

	RTM Update
	Project Lead / Test Lead
	PM

	Test plans and cases
	Test Lead
	PM

	Milestone Plan
	Project Lead
	PM / CCB

	Project Schedule
	Project Lead
	PM 


[bookmark: _Toc536717048]Table 19: Project Articles Affected By Scope Change 
The Project Sponsor is responsible for formally accepting the project’s final deliverable.  This acceptance will be based on a review of all project documentation, testing results, and completion of all tasks/work packages and product functionality. The Change Log will be updated weekly and all the open change requests will be reported in the weekly status report.
1. [bookmark: _Toc8650467]Scope Verification/Validation
Scope verification is the process of determining how deliverables will be compared to the original project scope. Project deliverables will be verified against the project scope (as documented in User Stories) throughout the life of the project. MPOS project will use Requirement traceability matrix (RTM) to track the deliverable against the project scope. The verification of RTM update will be done by the QA team member.

3. [bookmark: _Toc524086362][bookmark: _Toc8650468]Change Request Management Plan
[Example of Change Control: If a development server for your project is administered by another organization that is responsible for installing machine upgrades and there are scheduled outages that will impact your project schedule. Changes to the project will need to be made to deal with the potential impact of the scheduled outage.]
This Change Request Management Plan documents and tracks the necessary information required to effectively manage project change from project inception to delivery. Its intended audience is the project manager, project team, project sponsor and any senior leaders whose support is needed to carry out the plan.
[bookmark: _Toc524367088][bookmark: _Toc8650469]Change Request Management Process
[bookmark: _Toc294191296][bookmark: _Ref303179944][bookmark: _Ref303180685]The Change Management process establishes an orderly and effective procedure for tracking the submission, coordination, review, evaluation, categorization, and approval for release of all changes to the project’s baselines.
[bookmark: _Toc524367089][bookmark: _Toc8650470]Change Request Management Process Flow 
The following outlines the change request process for this project –
	Step
	Responsible
	Description

	Generate CR
	Project Lead
	Project Lead generates a CR based on the changes suggested by <Client Name> team.

	Log CR Status
	Project Lead
	Project Lead enters the CR into the Change Log. The CR’s status is updated throughout the CR process as needed.

	Evaluate CR
	Project Lead and team
	Project Lead along with the team analyze the CR and provide an estimated level of effort to process, and develop a proposed solution for the suggested change

	Review CR
	Project Manager
	PM reviews the CR and decides if required to be sent to CCB

	Authorize
	Project Manager / CCB
	PM or CCB either approves or rejects the CR

	Implement
	Project Team
	If approved, make the necessary updates to the artifacts to carry out the requested change and communicate CR status to the submitter.


[bookmark: _Toc536717049]Table 20: Change Request Process
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[bookmark: _Toc536058766]Figure 1 : Change Request Process Flow
[bookmark: _Toc524367090][bookmark: _Toc8650471]Change Request Evaluation & Impact Analysis
To evaluate and prioritize a change request, the “priority” and “type” of the change are taken into consideration. The first and second tables below lists and defines the “priority” and “type” data elements that are applicable for this project. 
Change requests are evaluated using the following priority criteria:
	Priority
	Description

	Critical
	Change is required for compliance

	High
	Change is required by business 

	Medium
	Change affects overall user experience

	Low
	Change is good to have but not critical to user experience


[bookmark: _Toc536717050]Table 21: Change Priority list

Change requests are evaluated and assigned to one or more of the following change types:
	Type
	Description

	Schedule
	Change affecting time

	Cost
	Change affecting cost

	Effort
	Change affecting effort

	Deliverables
	Change affecting deliverables

	Processes
	Change affecting process


[bookmark: _Toc536717051]Table 22: Change type list

[bookmark: _Toc524367091]Evaluation and impact analysis document is prepared by the Project Lead with help from the development team. 
[bookmark: _Change_Control_Board][bookmark: _Toc8650472]Change Control Board 
A Change Control Board (CCB) is a formally constituted group of stakeholders responsible for reviewing, approving or rejecting changes to the project baselines. This group may meet on a predefined schedule or on an as needed basis. The table below provides a brief description of personnel acting as the members of CCB.
	Name
	Contact
	Responsibility

	<Owner Name> 
	< emailid@abc.com >
	Change Approver

	<Owner Name> 
	< emailid@abc.com >
	Change Approver

	<Owner Name> 
	< emailid@abc.com >
	Change Coordinator

	<Owner Name> 
	< emailid@abc.com >
	Change Approver

	<Owner Name> 
	< emailid@abc.com >
	Change Approver

	<Owner Name> 
	< emailid@abc.com >
	Provides Business Justification for change

	<Owner Name> 
	< emailid@abc.com >
	Provide oversight for change management process

	<Owner Name> 
	< emailid@abc.com >
	Coordinate with client and shares the effort and impact analysis

	<Owner Name> 
	< emailid@abc.com >
	Provides Overall project impact due to change and level of effort

	<Owner Name> 
	< emailid@abc.com >
	Prime Vendor to get the legal process in motion, once the CR is approved

	<Owner Name> 
	< emailid@abc.com >
	Prime Vendor to get the legal process in motion, once the CR is approved


[bookmark: _Toc396111288][bookmark: _Toc536717052]Table 23: Change Control Board Roles and Responsibilities
[bookmark: _Toc524367092][bookmark: _Toc8650473]Change Request Management Monitoring and Control
The change management activities will be monitored to ensure timely response to outstanding CRs. A Change Log will be maintained, which will list all the changes and status of each change. The Change log will be updated weekly by Project Lead and will be stored in SharePoint. PM will review the Change Log for timely updates and accuracy.
All critical, high and medium priority changes will be included in weekly status report. Change requests are evaluated and assigned one of the following status types and these statuses will be part of the Change log:
	Status
	Description

	[bookmark: _Hlk524083934]Open
	Entered/Open but not yet approved or assigned

	Pending Internal Approval (SVAM/Client),
	CR pending internal review and approval

	PM Approved
	CR Approved by PM

	Pending CCB Approval
	CR pending CCB review and approval

	CCB Approved
	CR approved by CCB

	CCB Rejected
	CR rejected by CCB	

	On Hold by CCB 
	CR put on hold by CCB

	Work in Progress
	CR approved, assigned, and work is progressing

	In Review
	CR work is completed and in final review by PM prior the testing

	Testing
	CR work has been reviewed and is being tested

	Closed
	CR work is complete, has passed all tests, and updates have been released to UAT and then to Production.


[bookmark: _Toc536717053]Table 24: Change Request Status Type
[bookmark: _Toc524086368]Once any change request is approved then all the impacted artifacts and deliverables are mentioned in the impact analysis document and implementation of those artifacts or deliverables are monitored as well by project manager.
The Change Log for this project is provided in Appendix D.

3. [bookmark: _Toc8650474]Schedule Management Plan
[Example of schedule management approach: Establish a baseline within the first two weeks of the project and monitor progress against the baseline on a weekly basis. The Project Manager will be responsible for ensuring the project schedule is updated with the latest information and never more than three business days out of date.]
This section will describe how the project schedule will be established and managed, including how schedule changes will be determined, obtaining agreement on schedule changes, managing schedule changes, and measuring and reporting schedule performance.
The plan identifies the process and procedures used to manage the schedule during the course of the <Project name> Project. The plan defines who is responsible for tracking and reporting schedule progress, how schedule updates are received and incorporated, how variances and changes will be addressed, and how to baseline the schedule. The plan briefly describes the project’s schedule management tool.
[bookmark: _Toc524367094][bookmark: _Toc8650475]Roles and Responsibilities
Schedule-related responsibilities of team members and stakeholders involved in managing and controlling the project schedule are noted as follows:
	Team Member
	Role
	Responsibility

	<Owner name> 
	Executive Sponsor
	Will review and approve the final baseline schedule and only significant changes through the schedule change control process.

	<Owner name> 
	Business Sponsor
	Will review and approve the final baseline schedule and only significant changes through the schedule change control process.

	<Owner name> 
	DSS PM
	Will review and approve the final baseline schedule and only significant changes through the schedule change control process.

	<Owner name> 
	Project Manager
	· Overall in charge of Schedule Management Plan
· Will oversee, provide input to the schedule (via the change control process) and review schedule status reports provided by the Project Lead. 
· Will evaluate time-risk recommendations from the Project Lead to avoid schedule issues.
· Will lead the schedule management effort for application implementation and system testing 
· Will review the internal MPP as per the timesheet filled by the project team to indicate the percentage completion of tasks. This activity will be done fortnightly
· Responsible to complete the Implementation and System Testing phase on the approved schedule (internal and <Client name>) unless deviation of schedule is approved by internal and <Client name> stakeholders
· Responsible to maintain the Project schedule in MS project (can use internal team members to update MPP) and share updated MPP with Engagement Director every 2 weeks. If there is any impact on the plan that is submitted to <Client name>) then the updated plan is released to <Client name>) after approved by Engagement Director

	<Owner name> 
	Project Manager
	· Responsible to update the schedule for subsidiary plans in project milestone plan 
· Will lead the schedule management effort for UAT, Training and Roll Out
· Overall responsibility for maintaining the external MPP (shared with client).
· Responsible to complete the project on the approved schedule unless deviation of schedule is approved by internal and <Client name> stakeholders

	<Owner name> 
	Quality Manager 
	· Will update the MPP as per the timesheet filled by the project team to indicate the percentage completion of tasks. This activity will be done fortnightly 
· Will periodically audit scheduling practices to validate compliance with this Schedule Management Plan.

	<Owner name> 
	Project Team
	· Will fill the daily timesheet against the task assigned to them and provide the status of task completion on weekly basis.


[bookmark: _Toc536717054]Table 25: Roles And Responsibilities
[bookmark: _Toc524367095][bookmark: _Toc8650476]Baseline Schedule
The baseline schedule is the first complete, agreed upon schedule approved for capture or copy for future reference. It is also the schedule from which future work will be measured. The frequency of re-establishing the schedule baseline for this project is only after an approved scope change. The first baseline will be created once the project plan is approved by <Client name>
The baseline will be re-established only upon scope change as approved by the project sponsor as described in roles and responsibilities section.
Major scope change or deliverables or major timeline change will change the baseline. Small CR’s or small slippages do not require new baseline. As a guideline, any change costing more than 5% of project budget or any schedule change more 90 calendar days will require re-baseline.
[bookmark: _Toc524367096][bookmark: _Toc8650477]Scheduling Development Tool
For this project schedule, data is consolidated and updated in Microsoft Project (MPP). 
· Project schedule will be developed and defined in Microsoft Project. Against each work item, resource(s) will also be assigned in the Microsoft Project itself. 
· IQMS will used by the project team for filling the timesheet 
· MS PowerPoint will be used for creating project status report 
[bookmark: _Toc524367097][bookmark: _Toc8650478]Schedule Management, Monitoring & Reporting
· Once the project schedule is finalized and baselined, Quality manager or appointee will create the timesheet item in IQMS for each team member based on the work item assigned in the Microsoft project. 
· Team members will fill the daily timesheet in IQMS.
· Quality manager will take the weekly timesheet report from the IQMS and update the MPP to indicate the percentage completion of tasks
· Project manager will review the MPP to track the progress in terms of planned vs actual.  
· If the tasks are not progressing as planned, project manager will initiate the corrective action.
· This might include adding additional resources. 
· Discussion with team members
· Reassigning task to another team member
· Replacing underperforming team member
· Quality manager will do the monthly schedule audit and will notify the project manager to take the corrective actions. 

[bookmark: _Toc524367098]Schedule Control
Schedule control begins when the project schedule is first baselined. Any proposed change to that scope will drive a schedule change management process that is described in next section. Changes happen if there is a change in requirements or the planned dates for tasks are not achievable.
As actual completion dates are monitored against the baseline, control tools and techniques are applied when to anticipate, avoid, and mitigate time loss as well take advantage of extra time due to early completions.
[bookmark: _Toc524367099]Schedule Control Techniques
Schedule control processes serve to minimize schedule changes. Control techniques are designed to reveal the status of the schedule and suggest corrective action to bring the project back on schedule. A technique like the Critical Path Method calculates theoretical early start and early finish dates by performing forward and backward pass analysis through the network version of the schedule enabling the Project Manager to assess schedule risk.
	Technique
	Definition

	Critical Path Method
	Predicts project duration by analyzing the sequence of activities (network path) that has the least amount of scheduling flexibility (i.e. float). Early dates are calculated by a forward pass using a specified start date. Late dates are calculated by a backward pass starting from a specified completion dated (usually forward pass’s calculated early finish date for the project.)


[bookmark: _Toc536717055]Table 26: Critical Path Method 
Schedule Planning Analysis takes place early in the project when the WBS is formulated. The Project manager will use MS Project to run What-if Scenarios to align the project sponsors vision of the project with the likely timeframe for completion. What-if Scenarios will again be run when a new completion date must be determined as a result of a requested change to the WBS during the course of the project.
[bookmark: _Toc524367100][bookmark: _Toc8650479]Schedule Change Request Process & Reporting
The Project manager monitors the project schedule by reviewing and incorporating updates on a fortnightly basis. The Schedule Change Management Process is applied when:
· New tasks or deliverables cause baselined milestones to slip
· The project scope is changed
· A new constraint impacts the planned delivery date of the final project deliverable
· A key resource is redirected, and no backup is planned

Project Manager will share the updated MPP with percent-complete status of deliverables and tasks every fortnight. 
The baseline will be re-established if there is a major change in scope or schedule based on the guidelines described above. New schedule must be approved by “Engagement Director” and project sponsor. After schedule is approved, updated plan is communicated to all relevant stockholders.
3. [bookmark: _Toc524086369][bookmark: _Toc8650480]Milestone Plan
The detailed milestone plan for this project has been created in Microsoft Project. The location of milestone plan is provided in Appendix B. 

3. [bookmark: _Toc524086373][bookmark: _Toc8650481]Communications Management Plan
[Insert the project’s communication management plan or provide a reference to where it is stored.]
The purpose of the Communications Management Plan is to define the communication requirements for MPOS project and how information will be distributed to ensure project success.  
This Communications Management Plan sets the communications framework for this project.  It will serve as a guide for communications throughout the life of the project and will be updated as communication requirements change.  This plan identifies and defines the roles of MPOS project team members as they pertain to communications.  It also includes a communications matrix which maps the communication requirements of this project, and communication conduct for meetings and other forms of communication. Stakeholder register contains list of all project stakeholders with names, roles and contact details.
The Project Manager will take the lead role in ensuring effective communications on this project.  The communications requirements are documented in the Communications Matrix below.  The Communications Matrix will be used as the guide for what information to communicate, who is to do the communicating, when to communicate it, and to whom to communicate.
[bookmark: _Toc115568361][bookmark: _Toc524367104][bookmark: _Toc8650482]Communication Matrix
[Insert the project’s communication matrix or provide a reference to where it is stored.]
	Communication Type
	Description
	Frequency & Format
	Participants/ Distribution
	Team Member
	Role

	Weekly Status Report
	Summary of project status
	Weekly by Email
	Project Team and <Client name> Stakeholders
	<Owner name> 
	Project Manager

	Weekly Project Team Meeting
	Review Project status and issues
	Weekly by Tele Conference
	Project Team, and <Client name> Stakeholders
	<Owner name> 
	Project Manager

	Project Monthly Review (PMR)
	Present metrics and status 
	Monthly by Tele Conference
	<Client name> Stakeholders
	<Owner name> 
	Engagement Director / Project Manager

	Weekly updates from DSS teams
	Status update for Subsidiary plans
	Weekly by Email
	<Client name> Stakeholders
	<Owner name> 
	Project Manager

	Fortnightly External MPP Update
	Updated MPP
	Fortnightly by Email
	<Client name> Stakeholders
	<Owner name> 
	Project Manager

	Fortnightly Internal MPP Update
	Updated MPP
	Fortnightly by Email
	SVAM Management
	<Owner name> 
	Project Manager

	Deliverable Sign Off from DSS
	Email
	As required by Email
	<Client name> Stakeholders*
	<Owner name> 
	Project Manager

	Change Requests Update
	Email
	Weekly by Email
	SVAM Management and Project Team
	<Owner name> 
	Project Manager

	Risk Register Updates
	Email
	Weekly by Email
	SVAM Management and Project Team
	<Owner name> 
	Project Manager

	Invoicing to <Invoicing Company name>
	Email
	After deliverable sign off by <Client name>
	< Invoicing Company name >
	<Owner name> 
	Engagement Director

	Budget Update
	MPP
	Fortnightly
	SVAM Management
	<Owner name> 
	Project Manager

	Issue Log Update
	Email
	Weekly by Email
	SVAM Management and Project Team
	<Owner name> 
	Project Manager


[bookmark: _Toc536717056]Table 27: Communication Matrix

[bookmark: _DSS_Escalation_Matrix]
Meetings:
The Project Manager will share a meeting agenda at least 2 days in advance for all important meetings.  Meeting minutes will be distributed no later than 24 hours after each meeting is completed or the by the end of next business day.
Email:
All email pertaining to the <Client name>Project should be professional, free of errors, and provide brief communication.  Email should be distributed to the correct project participants in accordance with the communication matrix above based on its content.  If the email is to bring an issue forward then it should discuss what the issue is, provide a brief background on the issue, and provide a recommendation to correct the issue.  The email group clientemialid@abc.com  should be included on any email pertaining to the <Project name>Project with <Client name>and SVAM’s PM and Engagement Director to be included in all internal SVAM emails.  clientemialid@abc.com  should be included on any email pertaining to the <Project name>Project with <Client name>and SVAM’s PM and Engagement Director to be included in all internal SVAM emails.  
Informal Communications:
While informal communication is a part of every project and is necessary for successful project completion, any issues, concerns, or updates that arise from informal discussion between team members must be communicated to the Project Manager, so the appropriate action may be taken.
[bookmark: _Toc536107736][bookmark: _Toc536110075][bookmark: _Toc536115988][bookmark: _Toc536128845][bookmark: _Toc536129116][bookmark: _Toc536129389][bookmark: _Toc536129657][bookmark: _Toc536129925][bookmark: _Toc536130174][bookmark: _Toc536130442][bookmark: _Toc536130710][bookmark: _Toc536130977][bookmark: _Toc536107737][bookmark: _Toc536110076][bookmark: _Toc536115989][bookmark: _Toc536128846][bookmark: _Toc536129117][bookmark: _Toc536129390][bookmark: _Toc536129658][bookmark: _Toc536129926][bookmark: _Toc536130175][bookmark: _Toc536130443][bookmark: _Toc536130711][bookmark: _Toc536130978][bookmark: _DSS_Escalation_Matrix_1][bookmark: _Toc8650483]<Client name> Escalation Matrix
	Level
	Role
	Responsible


	Level1
	Engagement Director / <Client name>SPOC
	<Owner name>, <Owner name>

	Level 2
	<Client name>PM
	<Client name> Contact person name

	Level 3
	<Client name>Application delivery Head
	<Owner name>, 

	Level 4
	<Client name> Business Sponsor
	<Owner name>, 


[bookmark: _Toc536717057]Table 28: <Client name>, Escalation Matrix
[bookmark: _Toc524367105][bookmark: _Toc8650484]Status Meetings
Project Status meeting will be held every week starting from the requirements phase. The agenda of the meeting will be as below –
1. Project Status
2. Milestone achieved and next week’s plan
3. Issues
4. Risks & Mitigations

[bookmark: _Toc524367106][bookmark: _Toc8650485]Project Status Reports
Project Status report will be produced every week and shared with DSS stakeholders. The weekly status report will be stored in SharePoint as provided in Appendix G.
The status report will contain below sections –
1. Project Health
2. Risks
3. Issues
4. Milestones met & next week’s plan 
5. Overall Project Comments

[bookmark: _Toc524086380]

3. [bookmark: _Toc8650486]Quality Management Plan
[Example: For an information system, controlling the consistency of screen layouts would include reviewing all screens to make sure they match the standards. Quality measures may be no bugs or defects for certain critical requirements, consistent screen layouts, or correctly calculating variables. Quality may be ensured through inspections, audits, formal testing and documentation of defects in a defect tracking system to ensure defects are fixed, retested and closed. Some projects may choose to use a traceability matrix to determine if critical requirements have been met.]

The Quality Management Plan documents the necessary information required to effectively manage project quality, from project planning to delivery. It defines <Project name>project’s quality policies, procedures, and roles, responsibilities. Its intended audience is the project manager, project team, and stakeholders whose support is needed to carry out the plan.
[bookmark: _Toc524367108][bookmark: _Toc8650487]Roles and Responsibilities
Project quality is the responsibility of every member of the project team. Below are the specific roles that have essential responsibilities as part of the project’s quality management effort.
	Team Member
	Role
	Quality Responsibility

	<Owner name>
	Project Manager
	· Overall responsible for Quality management plan
· Develop and track project metrics for application implementation and system testing phase
· Develop and maintain project management plans
· Monitor and control the system, load and performance testing
· Communicate project status, quality issues and risks to SVAM management


	<Owner name>
	Project Manager
	· Develop and track project metrics for QA, UAT and Training phase
· Perform defect tracking and monitor bug fixes during QA and UAT phase
· Communicate project status, quality issues and risks to <Client name>stakeholders  
· Serve as liaison for internal and external stakeholders for issues related to quality

	<Owner name>
	Quality Manager / Configuration Manager
	· Quality Manager is responsible for managing the day-to-day quality management activities.
· Identifying and escalating any critical project issues to the Project Manager.
· Providing QA inputs for developing project work products.
· Providing oversight of <Project name>processes and procedures and providing evaluation reports related to standards compliance, process variances, and identifying process improvement opportunities.
· Auditing adherence to <Project name> standards on a periodic basis.
· Collecting and analyzing project metrics.
· Work with the Project manager and the Test Team to define and baseline all quality measures, metrics, and acceptance criteria in a Quality Management Repository.
· Support Requirements Traceability Planning.

	<Owner name>
	Test Lead
	· Responsible for defining acceptance criteria, test plan, and for performing acceptance testing
· Responsible for performing Load and Performance testing
· Responsible for following testing standards

	<Owner name>
	Project Lead (PL)
	· Work with the Project Manager, Quality Manager to keep them informed about quality related issues, quality management, system testing, system change requests, problem reporting and project requirements and definition.



[bookmark: _Toc536717058]Table 29: Roles and Responsibilities
[bookmark: _Toc536115995][bookmark: _Toc536128852][bookmark: _Toc536129123][bookmark: _Toc536129396][bookmark: _Toc536129664][bookmark: _Toc536129932][bookmark: _Toc536130181][bookmark: _Toc536130449][bookmark: _Toc536130717][bookmark: _Toc536130984][bookmark: _Toc536115996][bookmark: _Toc536128853][bookmark: _Toc536129124][bookmark: _Toc536129397][bookmark: _Toc536129665][bookmark: _Toc536129933][bookmark: _Toc536130182][bookmark: _Toc536130450][bookmark: _Toc536130718][bookmark: _Toc536130985][bookmark: _Toc524367109][bookmark: _Toc8650488]Approach to Quality Management
Quality Management (QM) consists of two components, Process Quality and Product Quality. Process and Product Quality objectives will be achieved by an integrated quality program consisting of Define Quality, Measure Quality and Improve Quality.
The project defines quality by identifying and documenting quality criteria.  The quality criteria consist of standards and metrics based on project requirements. The establishment of quality criteria will set quality expectations for project processes and products.
Process Quality focuses on the processes used to create the project deliverables. In this project, Process Quality also includes the project management plan. Process Quality ensures the project’s policies and procedures are being adhered to by project participants. Standards will include but not be limited to the following:
· Project Management Plan
· Design Standards
· Coding Standards
· Testing Standards

Product Quality focuses on the project deliverables. Product Quality ensures the deliverables are of acceptable quality and that they are complete and correct. The following is a list of product quality reviews:
· System Requirements Specifications Review 
· Application Design Review
· Functional Audit
· Configuration Management Plan Review
· Code Review
· Test plan and Test Cases Review
· Regression Testing
· Smoke testing
· Load Testing
· Performance testing

[bookmark: _Toc524367110][bookmark: _Toc8650489]Quality Control Strategy
The below table lists Quality Control reviews, their frequency & responsibility
	S. No.
	Item
	Frequency
	Responsibility

	1
	PMP review
	When a new version is ready
	PM, Engagement Director

	2
	MPP review
	Fortnightly
	PM, Engagement Director

	3
	Jira User Story Review
	When a new version is ready
	Project Lead, PM

	4
	Design Document Review
	When a new Design is released
	PL, Architect, PM

	5
	Code Review
	Fortnightly
	PL, Team members

	6
	Test Plan Review
	When a new version is ready
	Test Lead, PM

	7
	Test Cases Review
	When a new version is ready
	Test Lead, PM

	8
	RTM
	When a new version is ready
	Test Lead, PL, PM

	9
	Functional Testing
	As per planned test iterations, during system testing
	Tester, Test Lead

	10
	Integration/Validation Testing
	As per planned Integration testing
	Test Lead

	11
	Performance Testing
	As per planned test iterations, during system testing 
	Test Lead

	12
	Load Testing
	As per planned test iterations, during system testing 
	Test Lead

	13
	Risk Register Review
	When a new version is ready
	PL, PM, Engagement Director

	14
	Issue Log Review
	When a new version is ready
	PL, PM


[bookmark: _Toc536717059]Table 30: Quality Control Reviews
Software Quality Audit Activities
	S. No.
	Item
	Frequency
	Responsibility

	1
	Process Audit
	Starting and end phase
	Quality Manager

	2
	Configuration Audit
	Starting and end phase
	Configuration Manager

	3
	Product and Release Audit
	Starting and end phase
	Quality Manager

	4
	Security Audit
	Starting and end phase
	Quality Manager


[bookmark: _Toc536717060]Table 31: Software Quality Audit Activities


[bookmark: _Toc536115999][bookmark: _Toc536128856][bookmark: _Toc536129127][bookmark: _Toc536129400][bookmark: _Toc536129668][bookmark: _Toc536129936][bookmark: _Toc536130185][bookmark: _Toc536130453][bookmark: _Toc536130721][bookmark: _Toc536130988][bookmark: _Toc8650490]Project Metrics Reporting
The following metrics will be used for evaluating the project performance. The input for metrics will come from MPP. These metrics will be calculated and reported by the Project Manager on fortnightly basis.
	Metrics
	Data Source
	Formula for Metric
	Frequency
of the Data

	Responsibility for data collection and analysis

	Defect 
Removal Effectiveness
	Test 
Reports
	(Internal QC Defects / (Internal + Customer Reported Defects)) *100
	On Client Release
	Test Manager

	Cost Variance (CV)
	MPP
	BCWP-ACWP 
(BCWP - The BCWP (budgeted cost of work performed) fields contain the cumulative value of the task's, resource's, or assignment’s percent complete multiplied by the time phased baseline costs. BCWP is calculated up to the status date or today's date. This information is also known as earned value
ACWP - The ACWP (actual cost of   work performed) fields show costs incurred for work already done on a task, up to the project status date or today's date )
	Biweekly
	Project Manager

	BCWP(EV)
	MPP
	BCWP = Total Cost * % complete
The BCWP (budgeted cost of work performed) fields contain the cumulative value of the task's, resource's, or assignment’s percent complete multiplied by the time phased baseline costs. BCWP is calculated up to the status date or today's date. This information is also known as earned value

	Biweekly
	Project Manager


[bookmark: _Toc536717061]Table 32: Project Metrics Reporting
3. [bookmark: _Toc536116001][bookmark: _Toc536128858][bookmark: _Toc536129129][bookmark: _Toc536129402][bookmark: _Toc536129670][bookmark: _Toc536129938][bookmark: _Toc536130187][bookmark: _Toc536130455][bookmark: _Toc536130723][bookmark: _Toc536130990][bookmark: _Toc536116002][bookmark: _Toc536128859][bookmark: _Toc536129130][bookmark: _Toc536129403][bookmark: _Toc536129671][bookmark: _Toc536129939][bookmark: _Toc536130188][bookmark: _Toc536130456][bookmark: _Toc536130724][bookmark: _Toc536130991][bookmark: _Toc524086385][bookmark: _Toc8650491]Configuration Management Plan
The Configuration Management (CM) plan describes the methods, tools, roles and responsibilities of the Configuration Management environment. It also describes the process for CM administration, which includes configuration identification (i.e., naming standards, types of baselines, project inventory storage, and retention), configuration control (i.e., change requests, tracking and controlling changes), and configuration integrity (i.e., configuration status accounting and configuration audits). 
6. [bookmark: _Toc527933859][bookmark: _Toc528070966][bookmark: _Toc528071074][bookmark: _Toc528071182][bookmark: _Toc528071291][bookmark: _Toc528072854][bookmark: _Toc528076890][bookmark: _Toc533537581][bookmark: _Toc536057406][bookmark: _Toc536058346][bookmark: _Toc536058528][bookmark: _Toc536058710][bookmark: _Toc536058930][bookmark: _Toc536059554][bookmark: _Toc536059683][bookmark: _Toc536060487][bookmark: _Toc536103942][bookmark: _Toc536107747][bookmark: _Toc536110086][bookmark: _Toc536116004][bookmark: _Toc536128861][bookmark: _Toc536129132][bookmark: _Toc536129405][bookmark: _Toc536129673][bookmark: _Toc536129941][bookmark: _Toc536130190][bookmark: _Toc536130458][bookmark: _Toc536130726][bookmark: _Toc536130993][bookmark: _Toc524086386][bookmark: _Toc8650492]Configuration Management Resources and Responsibilities
The goals of a change control procedure usually include minimal disruption to services, reduction in back-out activities, and cost-effective utilization of resources involved in implementing changes.
	Team Member
	Role
	Responsibility

	<Owner name>
	Engagement Director
	Approve any changes to configuration items. 

	<Owner name>
	Project Manager
	Overall responsible for Configuration Management Plan
Review any changes to configuration items
Approve any changes to configuration items.

	<Owner name>
	Project Manager
	Approve any changes to configuration items. 

	<Owner name>
	Configuration Manager 
	Perform/Review the changes to configuration items. 

	<Owner name>
	Project Lead
	Perform the changes to configuration items.

	<Owner name>
	Test Lead
	Perform the changes to configuration items.


[bookmark: _Toc536717062]Table 33: Configuration Management Resources and Responsibilities 

6. [bookmark: _Toc524086387][bookmark: _Toc8650493]Configuration Management activities
1. [bookmark: _Toc524086388]Change Control
The Project lead, PM, CM and Test Lead would be responsible for updating the code/document as required. PM and Engagement Director would be responsible for reviewing and approving the changes.
6. [bookmark: _Toc524086389][bookmark: _Toc8650494]Configuration Items 
[bookmark: _Hlk536722564]<Hyperlink reference to below mentioned document>
	CIs
	Tool
	Team Member
	Approver
	Location

	Source Code 
	<Git/TFS>
	<Member name>
	<Owner name>
	$\SVAM\<Client Name><Project name>

	User Stories
	<Jira/TFS>
	<Member name>
	<Owner name>
	User Stories

	Design Document
	MS Word
	<Member name>
	<Owner name>
	Design doc


	Project Management Plan
	MS Word
	<Member name>
	<Owner name>
	Project Management Plan

	RTM
	MS Excel
	<Member name>
	<Owner name>
	RTM Document

	Test Plan
	SharePoint
	<Member name>
	<Owner name>
	Test Plan

	Test Cases
	MS Excel
	<Member name>
	<Owner name>
	Test Cases

	Project Schedule(MPP)
	MS Project
	<Member name>
	<Owner name>
	Project Schedule

	Risk Register
	MS Excel
	<Member name>
	<Owner name>
	Risk Register

	Issue Log
	MS Excel
	<Member name>
	<Owner name>
	Issue Log

	Change Log
	MS Excel
	<Member name>
	<Owner name>
	Change Log


[bookmark: _Toc536717063]Table 34: Configuration Items
6. [bookmark: _Toc524356697][bookmark: _Toc8650495]Baseline criterion
The baseline schedule is the first complete, agreed upon schedule approved for capture or copy for future reference. It is also the schedule from which future work will be measured. The frequency of re-establishing the schedule baseline for this project is only after an approved scope change.
The baseline will be re-established if there is a major scope change as approved by the project sponsor.
6. [bookmark: _Toc8650496]Working Baselines
<Git/TFS> with Team Foundation Server will be used for daily maintenance and release of code for the <Client name><Project name> project.
All developers will have the latest version of the code from the Team Foundation Server that will be used in their local machines for the development. All the code developed by the user will be backed up daily into the Team Foundation Server to avoid any type of loss due to any hardware or software failure. The following structure will be used.
WIP (SVAM\ <Client name>\<Project name> \Work in Progress) Developer Branch
Developer will carry out their development on their local machine.  Developers are required to get the latest code from the Team Foundation server in order to ensure the consistency of the development environment among the team. Developers can check out the relevant files and can work on that. Once developers are ready with their code, they can check in and it will be reflected in the repository. Another developer can take the latest code again if they need to. But everyday code check in is required by everyone by EOD. Code should not be sent in any other mode of communication like mail, social network etc.
Baseline Folder ($\SVAM\ <Client name>\<Project name> \Baseline) Master Branch
All the code for the build purpose will be maintained in the baseline folder. This will be the baseline code and the developer can get the latest working code from here. The code in this folder will be integrated by the respective team lead.
Developer can apply a label before requesting for the release for system testing by configuration manager. 
For bug resolution, the developer will check out the related code from the TFS repository and will follow the same process as mentioned above for fixing the code in TFS followed by release for system testing. Testing team will be informed by email about the defect number fixed in the label supplied by configuration manager for testing.
Client Project Structure
Code will be released into another environment (QA, UAT) by the configuration manager on the request of Project lead or Project manager. The release notes (along with scope) for a certain build release need to be communicated to configuration manager along with the request. 
Once the scope of any release/work package is finished, Team lead can request the configuration manager to release the code for tester to test in appropriate environment. Also, team lead is responsible to release the QA build to testing team with release notes.
Naming convention
1. The Naming convention for labeling project Code will be:
	            Client Code_Project Code_RelaseNumber_VersionNumber 
            For ex- <Client name_Project name>_REL1_V1.0
1. The Naming convention for labeling apk/ipa will be:
            Client Code_Project Code_Flavor_type_VersionNumber 
            For ex- <Palmbay_PriceManagement>_qa_release_1.0.apk
1. The folder and subfolders for storing build will be:
            Client Code_Project Code/Type/Flavor/build
            For ex- <Palmbay_PriceManagement>/Dev/Release/test.zip

6. [bookmark: _Toc524356699][bookmark: _Toc8650497]Storage and retrieval of CIs
The Access rights are given to all the team members for the respective code, documents and other CIs. The storage and retrieval would be done as per the access rights.




















3. [bookmark: _Toc8650498][bookmark: _Toc524086395]Project Tailoring
Tailoring means adapting for a particular purpose. Tailoring is “For any given project, the project manager, in collaboration with the project team, is always responsible for determining which processes are appropriate, and the appropriate degree of rigor for each process.
<Example: Consider configuration management as an example. Your organization shall expect all the project managers to ensure their team members check-in the code daily onto the local repository.
However, for a new project, the contract could be to check-in the code remotely at Client’s site and not locally. This means your Client has not approved to keep the code locally - no transmission of code howsoever. This could be for various reasons.
As a project manager, you would be tailoring the process for configuration management and update all the relevant registers like Risk, and Communication and ensure all the stakeholders are kept in the loop.>
<Tailoring example>
· For CR’s greater than 6-man days size estimation will be done. For small CR’s experience based estimation is done and is updated in scope bank.
· PIN will not be created because project was already initiated by SVAM.
· User manual not required for the project.


3. [bookmark: _Toc8650499]RACI Matrix
The RACI Matrix is a powerful tool to assist in the identification of roles and assigning of cross-functional responsibilities to a project deliverable or activity.  
RACI represents:  R - Responsibility, A - Accountable, C - Consulted, and I - Informed
RACI Definitions:
Responsibility = person or role responsible for ensuring that the item is completed 
Accountable = person or role responsible for actually doing or completing the item
Consulted = person or role whose subject matter expertise is required to complete the item
Informed = person or role that needs to be kept informed of the status of item completion
3. DAR
Decision analysis and resolution is used to analyze decisions using a formal, structured process to evaluate identified alternative solutions against established criteria.  It identifies alternatives to issues that have a significant impact on meeting project objectives, analyzes the alternatives, and selects one or more alternatives that best support prescribed objectives 

Typical criteria for triggering DAR include, but are not limited to:
· A specified program cost increase threshold
· Capital expenditures over a specified cost
· Make, buy, reuse decisions
· Significant architectural changes
· Significant schedule slip
· Deployment of a Major release
· Selection of third-party solution providers
· Selection of organizational tools
· Modification of organizational processes


1. [bookmark: _Toc8650500]Glossary
4. [bookmark: _Toc524086396][bookmark: _Toc8650501]Acronyms and Abbreviations

	Acronym
	Abbreviations

	EVM
	Earned Value Management

	PMP
	Project Management Plan

	PPA
	Project Process Agreement

	CM
	Configuration Management

	SPIP
	Software Process Improvement Plan

	WBS
	Work Breakdown Structure


[bookmark: _Toc536717064]Table 35: Acronyms and Abbreviations
4. [bookmark: _Toc524086397][bookmark: _Toc8650502]Definitions
	Term
	Definition

	Work Breakdown Structure (WBS)
	A deliverable-oriented grouping of project components that organizes and defines the total scope of the project; work not in the WBS is outside the scope of the project. 

	[bookmark: _Hlk534575711]Change Control Board
	Team reviewing and approving the changes in scope


[bookmark: _Toc536717065]Table 36: Definitions


[bookmark: _Toc8650503]Appendix
<Hyperlink reference to below mentioned Appendix>
4. [bookmark: _Toc8650504]Appendix A: Work Breakdown Structure
4. [bookmark: _Appendix_B:_Project][bookmark: _Toc8650505]Appendix B: Project Schedule
4. [bookmark: _Appendix_C:_Risk][bookmark: _Toc8650506]Appendix C: Risk Register
4. [bookmark: _Appendix_D:_Issue][bookmark: _Toc8650507]Appendix D: Issue Log
4. [bookmark: _Appendix_E:_DSS][bookmark: _Toc8650508]Appendix E: SVAM Jira
4. [bookmark: _Appendix_F:_][bookmark: _Appendix_F:_Change][bookmark: _Toc8650509]Appendix F: Change Log
4. [bookmark: _Toc8650510]Appendix G: Status Report
4. Appendix G: RACI Matrix

[bookmark: _Appendix_G:_Status][bookmark: _Toc536058364][bookmark: _Toc536058546]
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