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One of the key activities and outputs of the Planning Process Phase of every project is developing the Project Management Plan (PMP). The PMP identifies all work required to complete the project and defines how that work is to be performed and its progress measured. The PMP includes all key actions necessary to execute, monitor, control, and close the project. 
The intended audience for the PMP is the Project Sponsor(s), Project Manager, project team members, and essential Stakeholders as they join the project. Once completed, the Project Manager presents the PMP to the Project Sponsor(s) for approval. 
A PMP can be compact and still offer substantial value. The Project Management Plan MINI template is an alternative to the Project Management Plan template. Use of this template is most appropriate for very small and less complex projects and pilot initiatives, traditionally defined in terms of budget, scope, and/or time. This template is recommended for projects with a budget below $25,000, with project timelines of only a few weeks or months, with small project teams and whose scope has a low organizational impact; however, as each project environment is unique, the Project Manager must assess whether to utilize the Project Management Plan Template or the Project Management Plan MINI template.

The Project Management Plan MINI template includes the project management disciplines of communication, schedule, issue, risk and transition planning. Other project management disciplines such as governance, human resource and staffing, cost, procurement, requirements, quality, scope and stakeholder management are not included. If a project manager deems any of these project management disciplines necessary for their project, it is recommended that the Project Management Plan template be utilized instead of the Project Management Plan MINI template.
Template style conventions are as follows:
	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]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.
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: _Toc449527700]Project Summary
[bookmark: _Toc448929957][bookmark: _Toc448933969] [Provide a high-level overview of the project
· Briefly describe the current situation and the need for the project, business problem or opportunity.
· Briefly describe how the project will resolve a problem or take advantage of an opportunity.
· Briefly describe the general scope of the project including what deliverables or outcomes will result.
· Briefly describe the overall management approach for the project.]

Example:

State Department A is under increasing demand to better evaluate, monitor and control projects and initiatives. They require an easy to use tool to improve processes and help manage projects. The implementation of a Project Portfolio Management (PPM) solution will allow State Department A to prioritize projects to ensure that the right projects are done at the right time with the right people. It will help improve governance by aligning initiatives with organizational goals and objectives. It will help ensure that projects are delivered efficiently and effectively. This project will focus on implementing a PPM solution covering IT projects only that will help ensure that all key information from IT projects across the organization is stored in a single location, thereby allowing for improved communication, tracking and reporting. This project will be managed by a single project manager with the guidance from the project sponsor. It is anticipated to take less than 3 months and includes only two additional project team members.


[bookmark: _Toc449527701]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][In the Roles and Responsibilities section, identify the names, roles and specific responsibilities each participant will perform in regards to the project.
The following table is populated with some of the common roles and responsibilities for a small project as a starting point for identifying and documenting the Roles and Responsibilities.]






	Name
	Role
	Responsibility

	 [Name]
	Project Sponsor
	· Provides overall direction 
· Ensures the project obtains required resources
· Clarifies schedule, cost, and project scope
· Ensures timely resolution of project issues
· Approves project changes
· Communicates to stakeholders
· Reviews and approves project deliverables


	[Name]
	Project Manager
	· Oversees implementation of the plans
· Forms teams and begins work to plan scope, schedule, and cos.
· Reviews all applicable state IT standards and regulations to ensure compliance
· Initiates Kickoff Meeting(s) with the project team, Stakeholders, and Project Sponsor
· Monitors and controls project scope, budget, schedule and quality
· Escalates issues to the project Sponsor

	 [Name]
	Business Owner(s)
	· Assist in development of management strategies
· Act as a key point of contact with other program representatives regarding business aspects of the project

	[Name]
	Stakeholder
	· Participate in project activities
· Provide input regarding risks and issues
· Participate in user training








[bookmark: _Toc449527702]Subordinate Plans
[bookmark: _Toc448929959][bookmark: _Toc448933971][As indicated in the introduction to this template, for smaller projects, combining the subordinate plans into a single Project Management Plan is an accepted practice. Complete the sections below to document the project’s approach to each subordinate process.
If additional information regarding each subordinate process is desired, you can also develop the Subordinate Plan using the plan instructions and associated templates available in the CA-PMF.]
[bookmark: _Toc449527703]Communications Management
[A majority of a Project Manager’s time is spent on communications, including conducting and facilitating meetings; composing emails, documents, and plans; negotiating with team members, stakeholders and vendors; overseeing work; reporting performance; and escalating issues. Communications Management begins with defining the project’s communication requirements and how information should be distributed.]
[As shown in the example below, details for project specific communications can be documented in a Communications Matrix and used as a tool to manage project communications. The elements of the table include:
· Stakeholder Group – identifies the target audience for specific project communications
· Communication Items – Identifies the specific project communications that are of interest to the Stakeholder Group
· Purpose – describes the purpose of the specific project communications and why they are relevant to the Stakeholder Group 
Utilize the following example table to manage project communications.]

Example:
	Stakeholder Group
	Communications Item
	Purpose

	Project Sponsor
	Status reports, schedule updates, risks issues and any required changes
	Provide project performance information for decision-making purposes

	Project Stakeholders (customer and project team members)
	Project Announcements
	Communicate new and pertinent information about project status

	Business Owner
	Project Status
	Provide project status information and any pertinent issues

	
	
	




[bookmark: _Toc449527704]Schedule Management
[bookmark: _Toc448929960][bookmark: _Toc448933972]Schedule Management is a core component for effectively managing a project, regardless of its size. The schedule management process is focused on tracking and reporting the status of activities and work. The project schedule is an estimated roadmap showing the planned project work activities along with their associated timing and dependencies, which are meant to achieve stated project objectives. Schedules are useful because their function is to provide a snapshot of both the project’s progress at a given point in time as well as a glimpse of what is ahead in the project. A successfully developed project schedule involves activities such as planning, identification, analysis, documentation, and prioritization of work. Once a schedule baseline is established, changes to the schedule are managed through the project’s Change Control process, which for small projects most likely consists of discussing necessary changes with the project sponsor, reaching agreement, and making the necessary changes.
[Manage your project schedule utilizing the table below by listing the project tasks and milestones associated with the project, the estimated start and end dates of each task, and the task owner.]
Example:
	Milestones/Tasks
	Estimated Start Date
	Estimated End Date
	Actual Date or % Complete
	Owner

	[Milestone/Task #1]
	[xx/xx/xx]
	[xx/xx/xx]
	[%xx]
	[Assigned name/ role]

	[Milestone/ Task #2]
	[xx/xx/xx]
	[xx/xx/xx]
	[%xx]
	[Assigned name/ role]

	
	
	
	
	













[bookmark: _Toc449527705]Issue Management
[bookmark: _Toc448929961][bookmark: _Toc448933973]The purpose of an issue management plan is to ensure that issues are properly managed to reduce negative impacts on the project. Issues are defined as something in dispute or something to be resolved. The resolution of issues may have an impact on the project’s scope, schedule, cost, or quality. Put simply, an issue is something affecting the project that has occurred or is happening, while a risk is an event that has not yet occurred but might in the future.
[Utilize a table like the following example to track and manage project issues.] 

Example:
	Issue Title
	Issue Statement or Description
	Date Issue Identified
	Issue Originator
	Impact Rating
	Issue Resolution

	Current costs exceed project budget
	The current project costs are 12% higher than budgeted 
	XX/XX/XXXX
	Project Manager
	High
	Sponsor authorized additional funds

	Staff attrition
	The project’s Network Engineer has left the project leaving the position vacant
	XX/XX/XXXX
	Project Sponsor
	High
	Identified a replacement engineer

	
	
	
	
	
	















[bookmark: _Toc449527706]Risk Management
Risk management is defined as the processes and structures that are directed towards identifying and addressing events or occurrences that could negatively or positively affect the success of a project. From a project management perspective, risk management is a continuous activity conducted throughout the life of the project. It seeks to identify potential risks, evaluate their likely impact, develop mitigation plans, and monitor progress. 
[For Risk Management, utilize a table like the following example to document and manage project risks. Enter the risk title, risk description, date identified, risk originator, impact rating and the risk mitigation or resolution. Select a risk impact of either ‘high’ or ‘low’. Risks that a very impactful and/or could occur in the near future should be rated ‘high’.]

Example:
	Risk Title
	Risk Statement or Description
	Date Risk Identified
	Risk Originator
	Impact Rating
	Risk Mitigation/
Resolution

	 Phase I impact to project budget
	Costs are higher than anticipated for phase I which could adversely affect the ability to complete phase II
	XX/XX/XXXX
	Project Manager
	High
	 Sponsor is aware and prepared to increase budget if needed

	Technical resource availability
	The project’s Network Engineer is considering retirement which could adversely impact schedule
	XX/XX/XXXX
	Project Sponsor
	Medium
	Sponsor located a potential replacement 

	
	
	
	
	
	









[bookmark: _Toc449527707]Maintenance and Operations (M&O) Transition Management Planning
The purpose of a project is to produce and implement deliverables that will generate business value defined as improved capability, efficiency, cost savings and/or better customer support. It is therefore necessary to plan and execute the project so that the business value is realized. The objective of a Maintenance and Operations (M&O) Transition Management Plan is to ensure a smooth transition from rollout to full operational status.
[For Maintenance and Operations (M&O) Transition Management Planning, utilize the following example table to document and manage the transition from project to operations. Enhance the table with additional checklist questions as appropriate for the project.]
Example:
	M&O Transition Management Planning
	Yes/No
	Mitigation Steps if “No”

	Project deliverables (product or service) are capable of supporting the business value realization.
	Yes
	

	The work environment is capable of supporting the resulting product or service. 
	Yes
	 

	The customer is fully aware of the resulting product or service and is trained to effectively use it.

	No
	Will work with customer manager and sponsor to create training program.

	Staffing and training needs for system operation and maintenance are considered.
	Yes
	

	Ongoing updates and support will be delivered. 

	Yes
	



