	[bookmark: _Hlk48640112]Project Management Plan 
	[image: ]

	Project 
	
	Project Manager
	
	Project Sponsor
	

	Executive Summary


	[bookmark: _Hlk10940881][bookmark: _Toc483917623][bookmark: _Toc483917885][bookmark: _Toc483936609][bookmark: _Toc483941849]Project Objective
A statement that captures what the project is about and what it must deliver before it closes – the ‘finish line’ for the team. 
	Success Criteria
Measurable indicators that define success at closure.

	
	· E.g. delivered within a certain timeframe
· E.g. delivered within a certain budget
· E.g. positive feedback from stakeholders 
· E.g. number of things produced/people engaged

	Background
A brief outline of the history, rationale, intended outcomes/benefits, and other relevant context – why is it needed, why now, what other options have been tried/considered, and what past lessons learned the team should bear in mind. 
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[bookmark: _Toc243430793]Project lifecycle and delivery approach
	Integration Management Plan

	Lifecycle and phase gates
What are the phases of the project lifecycle? What processes, checks, documentation and approvals are required to progress through each phase gate? 
	

· Gate 1 (G1): Approval of Project Charter 
· Gate 2 (G2): Approval of this PMP (including subordinate plans) 
· Gate 3 (G3): Acceptance of all products in scope and written approval from sponsor

	Methodology & standards
What project management methodology, standards, manuals, and policies must be followed? What delivery approaches will be used – e.g. predictive, hybrid, adaptive incremental (Agile), adaptive iterative?
	· 

	Status Reports
What is the process for reporting on progress and project performance? What systems, tools and templates must be used (e.g. Status Report Template)? How often will status reports be sent? 
	· 

	Closure
What process, documentation and approvals are required to close the project? 
	· 
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	Governance Management Plan

	Governance structures, protocols, policies and processes to be applied
Will there be a governance group (e.g. steerco) to support the project sponsor in this role? Is there a Terms of Reference outlining how this group operates?
	· 

	Independent assurance and support
What individuals or groups (e.g. PMO) will provide guidance, support and oversight during the project? How and when will they be involved? 
	· 



	Governance Structure

	Governance Role 
Sponsor, SteerCo, PMO…
	Name, title, organisation, email 
People who provide authority, funding, direction & decisions
	Communication & Engagement 
Status Report, Briefing Notes, meetings, email updates, etc

	
	
	

	
	
	

	..add rows…
	
	



	Project Organisation Breakdown Structure (OBS)

	Project Board Members
Chair (Project Sponsor): ____
X
X
X
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	Scope Management Plan

	Scope management processes, protocols, tools and techniques to be applied
How will the project be scoped and who needs to be consulted? How will scope be validated (accepted) once deliverables are complete?
	· 

	Change Control
How will proposed changes be identified, analysed, accepted/rejected, integrated into the PMP and communicated? What documentation is required? – e.g. Change Request form, Change Register
	· 

	Sub-plans, tools and templates  
e.g. Scope Statement, WBS, Change Request Template, Change Log
	· 
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Scope Statement


	Deliverables (inclusions)
Deliverables (products, services and results) that are included in the scope of work for this project
	Acceptance criteria
Clear indicators that define the minimum criteria for acceptance
	Approver
The person who accepts the completed deliverable
	Comments


	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	Out of Scope (exclusions)

	1. 

	2. [bookmark: _Hlk483913837]



	
Work Breakdown Structure
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	Schedule Management Plan

	Time management processes, protocols, tools and techniques to be applied
How and when will the schedule be developed, and who should be involved? Are there rewards/penalties for being ahead/behind schedule? Who is allowed to update the schedule? What degree of change requires a Change Request, re-baselining, and/or sponsor approval? 
	· 

	Sub-plans, tools and templates  
e.g. Elemental Planner, MS Project, MS Planner Premium, Smartsheet 
	· 
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	NOTE: Right-click on the schedule and select “Edit data in Excel” to set project start/end dates and add or change phase/stage names, start dates and durations. 
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	Milestone 
	Estimated date
	Status*
	Comments

	
	Click or tap to enter a date.	
	

	
	Click or tap to enter a date.	
	

	
	Click or tap to enter a date.	
	

	
	Click or tap to enter a date.	
	

	* Status indicators:   = On track      = Delayed      ️= Issue     ✔️ = Complete
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	Cost management processes, protocols, tools and techniques to be applied
e.g. How will costs be planned and who should be involved? Are there rewards/penalties for being under/over budget? Are there any funding or cash-flow constraints, such as end of financial year, annual budget cycles, or contract/grant payment milestones? Is the project intended to deliver a profit margin?  
	· 

	Estimating types of cost
How will direct and indirect costs be estimated? Are there any amortised costs to be included? How will contingency be calculated and how much of this will the project manager be authorised to spend? How much will the sponsor retain as management reserve? 
	· 

	Charging internal staff to the project
How will human resources be charged to the project? How will the team know what rates to charge for different internal resource types? Will timesheets be used to capture time to be charged to the project?
	· 

	Monitoring, controlling and reporting on costs 
What cost accounts will work be charged to and are there caps on these accounts? What systems, tools, processes and protocols are involved in making payments and tracking actual costs? Will Earned Value metrics be used? What is the tolerance for being over budget and who will be informed in this event? 
	· 

	Sub-plans, tools and templates  
e.g. Project Cost Estimate, Budget Tracker, Cashflow Analysis, Elemental Planner, timesheet, SAP, etc.
	· 



	Resources Required

	Resources required 
Internal team members, contractors, goods, materials, services, etc
	HR Allocation (%)
% time allocated to this project 
	Resource type
Internal or external

	Estimated Cost 
To be covered by the project budget (ex GST)
	Comments

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	..add rows…
	
	
	$
	

	NOTE: Right-click on figures highlighted in grey ($0) then click “update field” to auto-sum the figures above.
	Total Direct Cost:
	$   0
	= sum cost of all resources

	
	Project Budget

	
	Total Direct Cost:
[copy total figure from table above]
	$  
	= sum cost of all resources

	
	Project Contingency:
Pays for overruns and minor issues, PM authorised to spend
	$
	e.g. 10% of direct cost 

	
	Management Reserve: 
Pays for major unexpected issues, sponsor authorisation required
	$
	e.g. 10% of direct cost 

	
	Project Budget:
Total direct cost + project contingency + management reserve
	$   0
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HR Management Plan

	Forming the team
How will internal human resources be brought onto the project? How will external resources (contractors, consultants) be engaged? Who needs to be consulted/involved? 
	· 

	Induction process
What process will team members go through when joining the team? – e.g. safety briefings, security passes, briefings, email accounts, access to share drives, sign non-disclosure agreement.
	· 

	Team building
What behaviours, rituals, activities, tools and processes will be used to support a high performing team culture based on trust, psychological safety and collaboration?
	· 

	Managing the team
How will roles and responsibilities be communicated and tasks allocated to team members? How will they report on progress? How will performance issues be identified and managed? 
	· 

	Disbanding the team
What is the process for off-boarding team members? How will the team celebrate project completion? 
	· 

	Sub-plans, tools and templates  
e.g. OBS (above), Roles & Responsibilities Table (below), RAM/RACI chart, MS Planner Premium, etc.
	· 
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	Name 
	Project role and brief description
	Key Performance Indicators 
	Decision-making authority & financial delegation 
	Role requirements – e.g. qualifications, experience, clearance, background checks 
	Commencement – completion date

	
	
	
	
	
	Click or tap to enter a date. –  Click or tap to enter a date.

	
	
	
	
	
	Click or tap to enter a date. –  Click or tap to enter a date.

	
	
	
	
	
	Click or tap to enter a date. –  Click or tap to enter a date.

	
	
	
	
	
	Click or tap to enter a date. –  Click or tap to enter a date.
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	Procurement management processes, protocols, tools and techniques to be applied
What policies, procedures and individual/groups will be involved in planning and conducting procurement? What contract type will be used? What incentives will be included in the contract terms? (e.g. penalties/rewards for time/cost/quality performance) 
	· 

	Contract administration
Who will be responsible for contract administration including making payments, communication, and managing contractor performance? To whom should suppliers send invoices, and when? How will conflicts and disputes be managed? When will contractual issues be escalated to the sponsor and other parties (e.g. legal). How will contracts be closed, reviewed and discharged on completion of work?
	· 

	Sub-plans, tools and templates  
e.g. Procurement Plan, Supplier Evaluation Table, Supplier Performance Evaluation, Variation Form, etc.
	· 
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	Procurement Item
Items/services being procured 
	Contract value
Excl. GST, AUD
	Special Conditions to be included in contract 
Risks to be transferred, rewards/penalties, intellectual property rights, warranties, responsibilities, etc.
	Method 
e.g. RFQ, RFT, panel 
	Contract type
e.g. Lump Sum, Time & Materials, GC21, NEC4
	Supplier Evaluation Criteria
In descending order of priority - e.g. suitability, quality, track record, price, value-add
	Contractor selected

	
	$
	
	
	
	
	

	
	$
	
	
	
	
	

	
	$
	
	
	
	
	

	
	$
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	Risk management processes, protocols, tools and techniques to be applied
What policies, guidelines and standards are to be complied with and who needs to be involved? How will risks be identified? What risk categories will be considered (e.g. WHS, schedule, budget, environmental, reputational, compliance, etc)? What classification tables will be used? How will contingency be accessed for issue management and fallback plans? How will issues be managed and reported? How will open risks be handed over at the end of the project?
	· 

	Risk context
What is relevant about the context of the project and should be taken into consideration when identifying, analysing and managing risk? What existing risk controls are in place? What people/groups can provide guidance, support and oversight (e.g. risk & audit, legal, WHS and other subject matter experts?)
	· 

	Ongoing review and maintenance of documentation  
How frequently will the risk, opportunity, and issue registers be reviewed and updated? Will dedicated risk reviews be held and, if so, when and with whom? 
	· 

	Sub-plans, tools and templates  
e.g. Risk Register, Opportunity Register, Issue Register, RAID / RADICAL Register, classification tables.
	· 
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Quality Management Plan

	Quality management processes, protocols, tools and techniques to be applied
How will quality requirements be identified and who needs to be consulted? What should be taken into consideration in defining quality requirements and managing quality – e.g. end user needs, environmental constraints, product lifecycle and through-life asset maintenance costs, obsolescence, future proofing, digital literacy of users, regulation and legislative context, etc.
	· 

	Project Reviews
How frequently will project reviews (AKA audits, health checks) be conducted? Who will be responsible, involved and informed? What processes, systems, tools, templates will be used? 	
	· 

	Sub-plans, tools and templates  
e.g. Quality Plan, Configuration Management System, QC charts, Inspection & Testing Plans, checklists, manuals, etc.
	· 
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Quality Plan

	Item 
A specific product or process, or the whole project
	Quality definition
What features and functions will make this item fit-for-purpose?
	Acceptance criteria Measures of minimum acceptable quality - the ‘definition of done’
	Applicable standards 
ISO, Australian and/or internal standards to be complied with.
	Quality Assurance 
What will be done during the process of developing the item, to ensure that it WILL be fit-for-purpose and defect-free?
	Quality Control
What will be done to check that completed items ARE fit-for-purpose and defect-free and, if not, to rectify defects?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Information & data
	[bookmark: _Toc243415605]Information Management Plan

	Information & data management processes, protocols, tools and techniques to be applied 
What private, confidential and/or classified information needs to be protected? What file naming and version control protocols will be used? What information will be handed over at the end of the project, to support the operation and maintenance of the product (e.g. manuals, warranties, maintenance plans)? Are there any cyber security or data management standards that need to be met (e.g. ISO27001)?
	· 

	Systems & tools
What IT systems, platforms, and digital tools (including AI) will be used to plan, manage, monitor and report on project work, including storing and managing access to project documentation? Are there requirements around data sovereignty?	
	· 

	Sub-plans, tools and templates  
e.g. SharePoint, Google Drive, MS Planner Premium/Teams, PM Information Systems.
	· 
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	Stakeholder Management Plan

	Stakeholder engagement processes, protocols, tools and techniques to be applied 
Who needs to be involved in planning and conducting stakeholder engagement? How will conflict and complaints be handled? What Change Management activities, including communication, training and support, will be delivered or supported by the project team (if applicable)?
	· 

	Sub-plans, tools and templates  
e.g. Stakeholder Analysis, Impact Assessment, Change Readiness Assessments, Change Management Plan, Actions Log, Decision Log, Social Network Analysis, sentiment analysis tools, surveys, communication platforms including social media, internal intranet and messaging tools, etc.
	· 
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	Stakeholder 	
Name of person or group

	Interest
How are they involved? Are they positively or negatively impacted?
	Information & key messages
What information or support will they need? What key messages should be reinforced?
	Channel, timing and responsibility
How and when will this stakeholder be engaged (e.g. fortnightly email, meetings, workshops, reports, social media, intranet, etc)? 
	Responsibility 
Who on the team will ensure this stakeholder remains engaged?
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	General comments (optional)
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	Record of Authorisation 

	Name
	Title 
	Date
	Signature/record of approval
	Comments

	
	
	Click or tap to enter a date.	
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Start Date	[VALUE]

Initiation	Planning	Delivery	Closure 	46388	46388	46418	46478	46568	46659	Duration (days including weekends betweeen this milestone and the next)	
Initiation	Planning	Delivery	Closure 	30	60	90	91	92	
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