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	Project Manager:


1.0
Introduction


[A brief description of the project: very similar to what would be included in the project overview section of the Project Charter.

A brief description of the purpose of this document: e.g. the purpose of this document is to provide the project team and stakeholders with a clear definition on how the communication, risk, changes, time, and costs will be managed and controlled for this project.]
2.0
Project Contacts


This table is a directory of individuals who play a significant role or can have significant impact on this project.  This table should be updated as needed.
	Role
	Name
	Organization/Department
	Phone/E-mail Address

	Project Sponsor
	
	
	

	Project Manager
	
	
	

	Other
	
	
	


3.0
Communications Management
This table lists the different communication items needed for this project.  A communication item may be a Word document, an e-mail, a meeting, or anything called for by another plan.
	What
	When
	How
	Responsible
	Approval
	Audience

	Project Kickoff
	Project Start (include date when planned)
	Meeting
	Project Manager
	Approve
	Request comments

	Team Meetings
	Weekly
	Document the minutes in Project Library
	
	
	

	Major Milestone Announcements
	As completed
	E-mail
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4.0
Risk Management

4.1
Risk Management Strategy
· [State how risks will be identified and how often the risk identification process would take place.
· Identify general and requirements issues, including dependencies, management/contractor issues, and triggers.
· State which risks require a mitigation plan, further analysis, or other actions.]
4.2
Mitigation and Contingency Plans
[Enter the mitigation activities that can be accomplished to prevent the risk from happening.]
5.0
Change Management

[In most cases, projects within ITSD will follow the FSA SDLC change management process.  In that case, it is sufficient to state in this section that this project will do so as well.

In cases where the SDLC does not apply (non-IT software development projects), document how the changes will be approved, implemented, and controlled for this project.  Describe the process to be used that will ensure all rejected changes are not implemented and that all implemented changes are documented and approved.]
6.0
Time and Cost Management

· [Describe how cost and time will be managed and controlled.
· How will estimates be determined for each task and for the overall project?
· How will actual time and cost expenditures be tracked and controlled?

· What methods/metrics will be used to compare budgeted times and costs to actuals?]

7.0
Quality Management Plan
[Note: This section is often not needed for Low-Complexity Projects]

In most cases, projects within ITSD will follow the FSA SDLC quality management process.  In that case, it is sufficient to state in this section that this project will do so as well.

In cases where the SDLC does not apply (non-IT software development projects), document how quality will be managed and controlled.  Talk about how quality standards will be defined and describe the inspection processes and procedures that will take place to monitor and control quality throughout the project.]
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