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<Project/Sub-project Title> Project Plan
1. Introduction

[The introduction of this project plan should provide an overview of the entire document. It should include the purpose, scope, references, and overview of this project plan.]

1.1 References

[This section provides a complete list of all documents referenced elsewhere in this project plan. Identify each document by title, report number if applicable, date, and publishing organization. Specify the sources from which the references can be obtained. This information may be provided by reference to an appendix or to another document. 

Referenced artifacts include: 
· Design Guidelines 

· Development Case 

· Manual Style Guide 

· Process Improvement Plan

· Programming Guidelines 

· WBS, Project Schedule and Resource Group 

· Risk  List 

· Issues List 

2. Project Contacts
2.1 Organizational Breakdown Structure (OBS)

[Describe the organizational structure of people and organizations that have influence and interest in the project.  Include sponsors, management, testing and other review authorities.]

Table 1: OBS
	Name
	Organization/
Department
	Role / 
Responsibility
	Phone / 
Email address

	[Mary]
	[RMA]
	[Sponsor – is the contact on how this project does this one thing.]
	[816-926-9999

mary@usda.gov]

	
	
	
	

	
	
	
	


2.2 External Contacts
[Describe how the project interfaces with external groups. For each external group, identify the service they provide department and/or organization responsible and contact name & information.  A good starting point is the Vision’s system context diagram.  Also don’t forget about other external contacts such as those for C&A, e-Auth etc.]
Table 2: External Contacts
	Service
	Organization/
Department
	Contact Name
	Phone / 
Email address

	[NPS]
	[ADC/AFAO]
	[Bob]
	[816-926-9999
bob@usda.gov]

	
	
	
	

	
	
	
	


3. Planning Process

3.1 Risk Assessment Results

The project risk assessment has been completed for this project and these are the results.
[Paste the Risk Assessment Results here.] 

3.2 Iteration Plans

[For each iteration, provide high-level descriptions, product features from the vision, the resources/roles needed and what will constitute the end of the iteration.]
3.2.1 Iteration 1

3.2.1.1 Description

[Describe what this lifecycle covers.]
3.2.1.2 Product Features

[List the features from the vision document that this lifecycle covers.]
3.2.1.3 Resources

[List the resources this lifecycle needs.]
3.2.1.4 Completion Criteria
[Where will this lifecycle end?  Will it end with deployment to production or will it be taken through design? How will you know it is done?]
3.2.2 Iteration 2

3.2.2.1 Description

[Describe what this lifecycle covers.]
3.2.2.2 Product Features

[List the features from the vision document that this lifecycle covers.]
3.2.2.3 Resources

[List the resources this lifecycle needs.]
3.2.2.4 Completion Criteria
[Where will this lifecycle end?  Will it end with deployment to production or will it be taken through design? How will you know it is done?]
3.2.3 Iteration N

3.2.3.1 Description

[Describe what this lifecycle covers.]
3.2.3.2 Product Features

[List the features from the vision document that this lifecycle covers.]
3.2.3.3 Resources

[List the resources this lifecycle needs.]
3.2.3.4 Completion Criteria
[Where will this lifecycle end?  Will it end with deployment to production or will it be taken through design? How will you know it is done?]
3.3 Resource Acquisition Plan

[List the roles that are needed to staff this project and how they will be acquired.  These resources should match the resources in the iteration plane above as well as the resource group in MS Project.]

3.3.1 Training Plan

[List any special training project team members will require, with target dates for when this training should be completed.]
3.4 Work Breakdown Structure (WBS) and Project Schedule
[Use the SDLC Project Template.mpt as a starting point.  Modify it to sync it up with the Risk Assessment Results and the Iteration Plan.]
Please refer to the MS project file called <Place File name here> located at <File Location here>.
3.5 Communications Plan

[Document what things should be communicated to whom, how often in what way and who is responsible for that communication.]
	Communications

Item
	Description
	Audience
	Frequency
	Media
	Responsible

Party

	[Status Report]
	[Contains the planned the activities for the period, the actual activities for the period, EV and the current issues that need to be addressed.]
	[Project sponsors,

ADC Chief, Office Chief, COTR and project team]
	[due the 1st and 15th of the month]
	[Word document sent via email]
	[Project Manager]

	
	
	
	
	
	


3.6 Risk Management Plan

[Document how the risk processes will be carried out during the project. This is the output of Risk Management Planning.]

3.6.1 Risk Summary

[A brief overview of the overall amount of risk involved in the project.]

3.6.2 Risk Management Tasks

[A brief description of the risk management tasks to be performed during the project. In this section, you should describe the following:

The approach to be used to identify risks, and how the risk list will be analyzed and prioritized.
The risk management strategies that will be used, including mitigation, avoidance, and/or prevention strategies for the most significant ("Top 10") risks.
How the status of each significant risk and its mitigation activities will be monitored. 
Risk review and reporting schedules. A risk review should be part of each iteration or phase acceptance review.]

3.6.3 Risk List

Please refer to the Excel spreadsheet called <Place File name here> located at <File Location here>
3.7 Quality Assurance Plan

[A quality assurance plan provides a clear view of how product, artifact, and process quality are to be assured.]
3.7.1 Standards and Guidelines

[This section references any standards and guidelines that are expected to be used on the project, and addresses how compliance with these standards and guidelines is to be determined.  Examples are:]
•          508
•          USDA Style Guide
•          TIAs
•          QC Process
3.7.2 Review and Audit Tasks
[This section contains the Review and Audit Tasks that support the standards and guidelines above as well as product itself. It specifies the task, schedule, resources, and resolution when conducting project reviews and audits. The plan details the various types of reviews and audits to be carried out during the project, and identifies any external agencies that are expected to approve or regulate the artifacts produced by the project.]
3.7.2.1  Task Name 1
[Describe briefly what the task is and how it will be accomplished.  Example1: Testing Use Cases, We will walk the sponsors and the project team through the use cases.]
3.7.2.1.1 Schedule 

[What triggers this task?]
3.7.2.1.2 Organization and Responsibilities 

[What roles and organizations will perform this task?]
3.7.2.1.3 Problem Resolution and Corrective Action

[If problems are found how will they be corrected?]
3.7.2.2 Task Name 2

[Describe briefly what the task is and how it will be accomplished.  Example1: Testing Use Cases, We will walk the sponsors and the project team through the use cases.]

3.7.2.2.1 Schedule 

[What triggers this task?]

3.7.2.2.2 Organization and Responsibilities 

[What roles and organizations will perform this task?]

3.7.2.2.3 Problem Resolution and Corrective Action

[If problems are found how will they be corrected?]

3.8 Problem Resolution Plan

[A problem resolution plan describes the process used to report, analyze, and resolve problems that occur during the project.]
3.8.1 Problem Resolution Tasks

[A brief description of the Problem Resolution tasks to be performed during the project. In this section you should describe the following:

•
The procedure the project team will follow for reporting problems

•
The procedure to be used for analyzing problems 

•
The procedure to be followed to implement appropriate corrective actions

Where these procedures differ for different categories of problems (product, project, and process, see Activity: Develop Problem Resolution Plan), describe the procedure for each under a separate sub-section.]

3.8.2 Problem Tracking

[Identify problem categories and where they are stored and tracked, for example:

•
Product and process problems (defects) may be stored and tracked in a Change Tracking System.

•
Project problems (issues) may be tracked in an issues list, which is a component of the Status.]

3.9 Product Acceptance Plan

[A product acceptance plan describes how the customer will evaluate the deliverable artifacts from a project to determine if they meet a predefined set of acceptance criteria. It details these acceptance criteria, and identifies the product acceptance tasks (including identification of the test cases that need to be developed) that will be carried out, and assigned responsibilities and required resources. This section can also tie back to the iteration plan’s completion criteria]

3.10 Close-Out Plan

[Describe the activities for the orderly completion of the project, including staff reassignment, archiving of project materials, post-mortem debriefings and reports, and so forth.]

4. Monitoring and Controlling Process 

4.1 Schedule Control Plan

[Describe the approach taken to monitor progress against the planned schedule and how to take corrective action when required.  Any reporting should also be shown in the communications plan.]

4.2 Cost Control Plan

[Describe the approach to be taken to monitor spending against the project budget and how to take corrective action when required.  Any reporting should also be shown in the communications plan.]

4.3 Quality Control (QC) Plan 

[Describe the timing and methods to be used to control the quality of the project deliverables and how to take corrective action when required.]

Project will comply with QC processes laid out by FSA’s SDLC.
5. Additional Plans

[Provide additional plans if required by contract or regulations.]

6. Revision History

	Version
	Date
	Summary of Changes
	Author
	Revision Marks
(Yes/No)

	0.1
	
	Initial revision.
	
	

	
	
	
	
	

	
	
	
	
	


[Note: This template is provided to assist authors with the FSA SDLC.
Blue or black text within arrow brackets (< >) should be customized before publishing this document. Be sure to change the color of the text to black before publishing this document.

Blue text within square brackets ([ ]) provides instructions and guidance and should be deleted before publishing this document.
This document uses automatic fields (which display a gray background).

Viewing Automatic Fields
If you cannot see the automatic fields in this document, select Tools>Options, and then choose the View tab; in the Field Shading drop-down list, choose Always.
Customizing Automatic Fields
To customize the automatic fields in this document, select File>Properties and then replace the information in brackets (< >) with the appropriate information for this document; be sure to also customize the Custom properties by choosing the Custom tab, selecting a property, changing its value, and then clicking Modify. Repeat this for each custom field. Click OK to close the dialog.

Updating Automatic Fields
You can update the automatic fields with new, customized information by selecting Edit>Select All (or Ctrl+A) and then pressing F9, or by simply clicking on a field and pressing F9. This must be done separately for Headers and Footers (View>Header and Footer, Ctrl+A, F9). See MS Word help for more information on working with fields.
This template also uses comments to assist the author in using certain sections of this template. To view comments, use the Reviewing toolbar (View>Toolbars>Reviewing). See MS Word help for more information on working with comments.]
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