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Project Management Template

Project Initiation Plan/Report
	STAGE
	STEP
	TASK
	DESCRIPTION

	PROJECT INITIATION STAGE
	
	
	To take the ideas for the project and convert them into a formal, planned, resourced, and funded project.

	
	Project Start Up
	
	Produce a plan that defines how to perform the Project Initiation Stage.

	
	
	Recruit Project Sponsor
	The project sponsor has the authority to commit the resources required to successfully conduct the project.

	
	
	Recruit Project Initiation Stage Manager
	The stage manager has the experience required to successfully manage the stage.

	
	
	Review Related Studies
	Review any previous studies addressing the area of interest.

	
	
	Prepare Project Initiation Stage Schedule
	Determine constraints.  Determine activities required.  Estimate effort and duration.  Identify and recruit resources.  Update the schedule.  Document assumptions.

	
	
	Produce Project Initiation Plan (PIP)
	Produce the plan that describes how project initiation will be conduced.

	
	
	Review Project Start-Up and PIP
	Identify errors, inconsistencies, omissions.  Identify deviation from standards.  Update PIP.

	
	
	Deliver PIP
	Deliver PIP to the client for acceptance and payment.

	
	Project Scope
	
	Clearly define the project boundaries.

	
	
	Establish Business Objectives
	Identify major business objectives and critical requirements.

	
	
	Establish Scope of the Project
	Determine what is to be included in the project and what is to be excluded.  Determine the high level requirements and relate them to the business objectives.  Record the assumptions.

	
	
	Identify Outline Solution
	Prepare an outline solution to illustrate the feasibility of achieving the defined business requirements for the project.

	
	
	Review Project Scope
	Ensure the scope meets the business needs.  Ensure all standards are met.

	
	Project Scheduling and Budgeting
	
	Develop an overall time schedule for the project.

	
	
	Determine Project Approach
	Determine the approach for the project and create a Stage and Step structure.

	
	
	Determine Project Stages and Steps
	Based upon the scope, business objectives, and constraints, refine the Stage and Step structure to  reduce risks.  Record all assumptions and issues.

	
	
	Determine Stage and Step Dependencies
	Chart the sequence of stages and steps to reflect the architectural dependencies inherent in the project. Record all assumptions and issues.

	
	
	Estimate Effort
	Produce an initial top-down estimate for the overall project. Record all assumptions and issues.

	
	
	Establish Resource Requirements
	Estimate the number of each resource type required for the project.  Also identify other logical requirements for the project. Record all assumptions and issues.

	
	
	Prepare Project Schedule
	Develop an initial schedule of project activities. Clearly identify all deliverables. Record all assumptions and issues.

	
	
	Prepare Project Budget
	Develop an initial budget for the project. Record all assumptions and issues.

	
	
	Document Schedule Assumptions
	Formally log all assumptions and issues identified during the creation of the project schedule.

	
	
	Document Project Process Success Criteria
	Determine and record how the success of the project will be measured.

	
	
	Review Project Schedule
	Review project schedule and budget to ensure the scope meets the business needs and all technical standards are met.

	
	Stage Schedule
	
	Develop a time schedule for the next stage of the project.

	
	
	Determine Next Stage Activities
	Determine the step and task activities for the next stage.

	
	
	Determine Activities Dependencies
	Chart the sequence of stages and steps to reflect the architectural dependencies inherent in the project. Record all assumptions and issues.

	
	
	Estimate Effort
	Produce an initial top-down estimate for the overall project. Record all assumptions and issues.

	
	
	Allocate Resources
	Allocate specific human resources. Record all assumptions and issues.

	
	
	Prepare Stage Schedule
	Develop an initial schedule of stage activities. Clearly identify all deliverables. Record all assumptions and issues.

	
	
	Document Stage Assumptions
	Formally log all assumptions and issues identified during the creation of the project schedule.

	
	
	Review Stage Schedule
	Review project schedule and budget to ensure the scope meets the business needs and all technical standards are met.

	
	Project Organization
	
	Select and prepare the people whose involvement will be necessary for the project to succeed.

	
	
	Recruit Project Board
	Identify the senior management team who will direct and be accountable for the projects success. Document the responsibilities to be performed.

	
	
	Recruit Stage Manager
	Identify the manager  for this stage of the project.  Document the responsibilities to be performed.

	
	
	Recruit Project Coordinators
	Identify the need for coordination and control activities.  Identify and brief the project coordinators.  Document the responsibilities to be performed.

	
	
	Recruit Key Stakeholders
	Identify the people who are critical to the success of the project.  Document the responsibilities to be performed.

	
	
	Recruit Stage Team
	Identify the personnel required for the stage.  Determine team structures and team leaders.  Document the responsibilities to be performed.

	
	
	Recruit Key Resources
	Identify additional business or technical resources required to support the project.  Document the responsibilities to be performed.

	
	
	Determine Training Requirements
	Assess the capabilities and skills of the project team.  Establish a training plan to acquaint the project team with the methodologies, technologies, and business areas under study.

	
	
	Create Project Organization Chart
	Define reporting and communication lines between all parties involved in the project.

	
	
	Review Project Organization
	Ensure that the proposed organization reflects all participants needed to achieve the project objectives.

	
	Project Control Procedures
	
	Establish all procedures required to carry out and control project work.

	
	
	Establish Quality Standards
	Determine the general standards and conventions to be employed for the production and review of deliverables.

	
	
	Establish Quality Control Procedures
	Determine the mechanisms to be used to ensure the quality of deliverables produced during the project.

	
	
	Establish Progress Control Procedures
	Determine the mechanism to be used to monitor  project progress.

	
	
	Establish Tolerance Parameters
	Identify the project tolerances that will be accepted before the Project 

Board is notified.

	
	
	Establish Change Control Procedures
	Define the change control procedures to be used on each type of deliverable in the project.

	
	
	Establish Issue Resolution Procedures
	Define the mechanism for resolving project issues.

	
	
	Review Project Control Procedures
	Review the project control procedures to ensure the proposed procedures will enable the project to proceed successfully and reduce risk on the project.

	
	Business Case
	
	Document the project costs, benefits, and risks.

	
	
	Determine Project Costs
	Ensure all project costs have been identified and are in the project budget.

	
	
	Quantify Benefits
	Identify the project benefits.

	
	
	Analyze Risks
	Determine the risks associated with the project.

	
	
	Define Business Success Criteria
	Review the business objectives and requirements and record how the success of the project will be evaluated.

	
	
	Review Business Case
	Ensure the business case is complete and accurate.

	
	Project Initiation Stage Assessment
	
	Document the results of the Project Initiation Stage.

	
	
	Compile Project Initiation Report (PIR)
	Collate the project elements from the Project Initiation Stage into the Project Initiation Report. 

	
	
	Prepare End-Stage Assessment
	Decide what decisions the Project Board must make. 

	
	
	Conduct End-Stage Assessment
	Report project status and present the PIR to the Project Board.

	
	
	Follow-up End-Stage Assessment
	Update the PIR based upon the decisions made by the Project Board.

	
	
	Deliver PIR
	Deliver PIR to the client for acceptance and payment.

	PROJECT CONTROL STAGE (Repeat for each stage of the project)
	
	
	Manage the project work during a stage and prepare for the next stage.

	
	Stage Start Up
	
	Start the project work on a stage.

	
	
	Acquire Stage Resources
	Acquire the resources required to carry out the stage.

	
	
	Initiate Stage Version Control
	Identify the deliverables that will be produced during the stage.  Establish a baseline version for each deliverable.  Review the schedule and identify points when new versions will be created.

	
	
	Brief the Team
	Brief the project team on all aspects of the stage plan.

	
	
	Create Commitment Calendar
	Ensure that each team member knows their project commitments and agrees to the completion dates.

	
	
	Initiate Stage Control Procedures
	Initiate logs for quality reviews, change control, issues, and decision/information requests (DIR).

	
	
	Review Stage Start-Up
	Conduct review of stage start-up.  Verify that each member of the project is aware of their responsibilities. Check that the project controls are in place and a suitable filing system had been created.

	
	Quality Control
	
	Confirm that a deliverable is complete.

	
	
	Prepare for Quality Review
	Decide who should review the deliverable.

	
	
	Conduct Quality Review
	Structure and conduct a formal review of the deliverable.

	
	
	Follow-up Quality Review and Establish Baseline
	Correct deliverable defects.  “Sign-Off” in accordance with the QC procedure.  Establish baseline for the deliverable.

	
	
	Review Quality Control Procedures
	Verify that the QC procedure is appropriate.  Modify if necessary.

	
	Progress Control
	
	Monitor and control the progress on the project.

	
	
	Prepare for Checkpoint
	Review work in progress.  Produce “Estimate to Complete”. 

	
	
	Conduct Checkpoint
	Review and record the effort expended by the team against the schedule. Review estimate to complete.  Review status of project control documents.  Decide if any corrective actions are needed.  If required, adjust schedule by adding tasks and resources.

	
	
	Follow-up Checkpoint
	Update schedules with actuals.  Reassess cost and completion dates.  Prepare checkpoint report for Project Board.

	
	
	Prepare Project Board Progress Review
	Prepare presentation for Project Board.

	
	
	Conduct Project Board review.
	Present checkpoint finding the Project Board.

	
	
	Follow-up Project Board Progress Review
	Record decisions made by the Project Board and take appropriate actions.

	
	Change Control 
	
	Control the addition of work to the stage schedule.

	
	
	Request Change
	Identify and define a change to a previously agreed deliverable.

	
	
	Authorize Impact Assessment
	Determine if the impact of a proposed change requires detailed analysis.  Estimate the effort required to do the impact analysis.

	
	
	Conduct Impact Analysis
	Assess the impact of a potential change.

	
	
	Decide Change Actions
	Decide the change request priority. 

	
	
	Implement Change
	Make appropriate schedule adjustments.  Complete the new work according to the revised schedule.

	
	
	Maintain Versions
	Update the current baseline as appropriate.

	
	Issue Management
	
	Resolve issues affecting the success of the project.

	
	
	Identify Project Issue
	Identify and describe the issue that cannot be resolved by the project managers.

	
	
	Assess Impact of Issue
	Determine if the issue is within the scope of the project.  Estimate the additional work required.  Prioritize the issue. 

	
	
	Resolve Issue
	Project Directors decide if any effort should be expended on the issue.  Determine approach.  Allocate resources and work the issue to resolution. 

	
	
	Close Issue
	Update the issue log.  Brief the Project Board at the next meeting.

	
	Decision/Information Request (DIR)  Management
	
	Get required information or decision from the appropriate party.

	
	
	Identify the decision or information required.
	Identify and document the decision needed or the information required

	
	
	Submit DIR to the client.
	Submit the DIR to the client for action.

	
	
	Answer DIR
	Client or the appropriate party answers the DIR with a decision or information as appropriate.

	
	
	Close DIR
	Update the DIR log.  Brief the Project Board at the next meeting.

	
	Exception Situation
	 
	Take corrective action when a project is off course.

	
	
	Analyze Cause of Exception Situation
	Determine why the project is out of tolerance.  Identify options for getting the project back on schedule.

	
	
	Create Exception Plan
	Create exception plans for the various  courses of action.

	
	
	Prepare for Exception Assessment
	Analyze the courses of action.  

	
	
	Conduct Exception Assessment
	Project Board decide on the appropriate course of action.

	
	
	 Follow-up Exception Assessment
	Record the Project Board decision and take appropriate action.

	
	Stage End Assessment
	 
	Document the results of the current stage and prepare for the next stage.

	
	
	Determine Next Stage Activities
	Determine the step and task activities for the next stage. Record all assumptions and issues.

	
	
	Determine Activity Dependencies
	Chart the sequence of steps and tasks to reflect the dependencies inherent in the project. Record all assumptions and issues.

	
	
	Estimate Effort
	Estimate the level of effort required for each task. Record all assumptions and issues.

	
	
	Allocate Resources
	Allocate specific human resources to each task.  Record all assumptions and issues.

	
	
	Prepare Next Stage Schedule
	Develop the schedule for the next stage.  Record all assumptions and issues.

	
	
	 Document Schedule Assumptions
	Formally log all  assumptions and issues.

	
	
	 Update Project Schedule
	Update the overall project schedule to reflect the details of the Next Stage schedule.

	
	
	 Review Project Budget
	Review the project budget and make changes based upon the updated project schedule.

	
	
	Review Business Case
	Update the Business Case to reflect any changes in costs, benefits, or risks.

	
	
	Review Project Organization
	Update the project organization based upon the resources required by the updated project schedule.

	
	
	 Review Project Scope
	Ensure that the project scope still accurately reflects the current status and project plans.

	
	
	Prepare End Stage Assessment
	Decide what decisions the Project Board must make.  Structure the agenda for the Project Board. 

	
	
	Conduct End Stage Assessment
	Report project status to the Project Board following the prepared agenda.

	
	
	Follow-Up End Stage Assessment
	Update the Project Plan based upon the decisions made by the Project Board.

	PROJECT CLOSURE
	
	 
	Formally close the project.

	
	Final Product Evaluation
	
	Determine the overall quality of the final product and implement a mechanism for improving or maintaining that quality.

	
	
	Prepare Product Evaluation
	Determine the form of the final product evaluation. 

	
	
	Conduct Product Evaluation
	Carry out the evaluation of the final product.

	
	
	Initiate Maintenance Procedures
	Establish and implement the maintenance process.

	
	Project Completion
	
	Complete all outstanding project work.

	
	
	Close Outstanding Project Work
	Review the change control, quality control,   and issue logs and close any outstanding items.  

	
	
	Prepare for Project Closure Meeting
	Prepare final status report.

	
	
	Conduct Project Closure Meeting
	Present the final status report to the Project Board.

	
	
	Follow Up Project Closure Meeting
	Complete any final items required by the Project Board.
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