[bookmark: _GoBack][Insert Department Name]Procurement Management Plan



[Insert Department/Project Logo]		[Insert Department Name]
[Insert Project Name]
[Insert Project Name]
[Insert Department/Project Logo]

Procurement Management Plan [Insert Version Number] | Page 2
Version History
	Version #
	Date
	Author
	Key Differences

	
	
	
	

	
	
	
	

	
	
	
	




Table of Contents
1	Introduction	4
1.1	High-Level Work Flows and Activities	4
1.2	Tools and Environment	4
2	Roles and Responsibilities	5
3	Procurement Management Processes	5
3.1	Procurement Scope	5
3.2	Contract Type	5
3.3	Procurement Risk and Risk Management	5
3.4	Cost Determination	5
3.5	Procurement Document Preparation	5
3.6	Procurement Constraints and Assumptions	5
3.7	Vendor Management	6



[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449524900]Introduction

[bookmark: _Toc449524901][bookmark: _Toc448929957][bookmark: _Toc448933969]High-Level Work Flows and Activities
[Describe the workflows and activities that apply to managing procurements. Describe review activities, including review objectives, responsibilities, timing, and procedures. This section should identify the list of processes, activities and tasks that will be defined and implemented to manage procurements. Complete the table below to identify and document the various workflows and activities for capturing procurement requirements.]

	Procurement Management Activity
	Date(s) Administered
	Participant Roles
	Name of Facilitator(s)/
Decision Maker(s)

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc449524902]Tools and Environment
[Describe the computing environment and software tools to be used to in fulfilling the Procurement Management functions throughout the project lifecycle. This section should describe the tools and procedures used to control the versioning of procurement items generated throughout the project lifecycle. Tools may include commercial software packages for the procurement repository. If a tool has not been selected, provide the requirements for selecting it.]

[bookmark: _Toc449524903]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe who, and in what role, is going to be responsible for performing the various activities described in the Plan and the relationship of all involved.]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449524904]Procurement Management Processes
[bookmark: _Toc449524905][bookmark: _Toc448929959][bookmark: _Toc448933971]Procurement Scope
[Specifically describe what items will be procured and under what conditions or provide a reference to documentation containing the information.]
[bookmark: _Toc449524906]Contract Type
[bookmark: _Toc448929960][bookmark: _Toc448933972][Describe the type of contract the project will use and, if necessary for the type of project, reference contract documentation.]
[bookmark: _Toc449524907]Procurement Risk and Risk Management
[bookmark: _Toc448929961][bookmark: _Toc448933973][Identify any potential risks associated with procurements for the project. Depending on factors such as contract type, products or services being acquired, supplier performance history, and other project risk factors from scope, schedule and budget, potential procurement risks may require more detailed planning and mitigation strategies. Describe how procurement risks will be managed. This may involve specific staff in managing procurement risk or obtaining approval on mitigation steps from the Project Sponsor or organizational leadership.]
[bookmark: _Toc449524908]Cost Determination
 [Describe how costs will be determined and how they will be used as part of the selection criteria.]
[bookmark: _Toc449524909]Procurement Document Preparation
[Describe what procurement documents will be prepared. These could include Requests for Offer, Requests for Proposal or other vehicles. The procurement management process must include clear roles and responsibilities for the preparation of the procurement vehicle so that it includes all the required elements.]
[bookmark: _Toc449524910]Procurement Constraints and Assumptions
[Describe any constraints and assumptions which are considered as part of the project’s procurement management process. Constraint and assumption examples may be related to scope, schedule, cost, resources, technology and/or supplier performance. Every effort should be made to identify constraints and assumptions as early as possible.]

[bookmark: _Toc449524911]Vendor Management
[Describe the approach to be used for vendor management activities. Metrics may also be used to compile vendor performance data to assist in the management of vendor performance. California Department of Technology has a Contractor Evaluation Performance Scorecard that may be helpful in this analysis.]
