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Template Instructions:   

This template offers instructions, sample language, boilerplate language, and hyperlinks written in 12-point Arial font and distinguished by color, brackets, and italics as shown below:  

· Instructions for using this template are written in purple bracketed text and describe how to complete this document. Delete instructions from the final version of this plan.

· Sample language is written in red italic font and may be used, or modified, for completing sections of the plan. All red text should be replaced with project-specific information and the font changed to non-italicized black.

· Standard boilerplate language has been developed for this plan. This standard language is written in black font and may be modified with permission from the OSI Project Management Office (PMO). Additional information may be added to the boilerplate language sections at the discretion of the project without PMO review.    

· Hyperlinks are written in blue underlined text. To return to the original document after accessing a hyperlink, click on the back arrow in your browser’s toolbar. The “File Download” dialog box will open. Click on “Open” to return to this document. 
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1. Introduction

1.1 Purpose

The purpose of the Master Project Management Plan is to capture ‘how’ the project will be managed throughout the project life cycle. 

The purpose of the Master Project Management Plan (MPP) document is to provide the project stakeholders with an approved working guide for how the <Project Name> Project will manage the project. The MPP describes how to manage the activities of the <Project Name> Project, the prime contractor, and other supporting organizations throughout the project life cycle phases to ensure a timely, efficient, and effective system acquisition as defined in the Project Charter.
1.2 Scope

This Master Project Management Plan identifies the activities, processes, and procedures used to manage <Project Name>. Define the parameters that this plan encompasses.

The MPP describes the overall purpose and scope of the MPP as a document. It provides how the Project office will be organized, staffed, and describes who the project stakeholders are. The MPP further details the methodology for project management that will be employed for each project life cycle phase, as well as a brief description of each of the component plans of the MPP.

1.3 References

Project Management Institute (PMI)

Project Management Book of Knowledge (PMBOK 3rd edition)

Institute of Electrical & Electronics Engineers (IEEE)

Software Engineering Institute (SEI) at Carnegie-Melon University 

Statewide Information Management Manual (SIMM)

OSI Best Practices website (BPWeb) http://www.bestpractices.osi.ca.gov.

1.3.1 Project Centralized Document Repository 

Refer to the WorkSite repository located at <path or server> for all project-specific documentation. If the project is not using WorkSite, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. If the project is using a tool to track staff information and the staffing profile, indicate the name and location of the tool.

1.4 Acronyms

	BPWeb
	Best Practices Website

	DGS
	Department of General Services

	DOF
	Department of Finance

	DTS
	Department of Technology Services

	IEEE
	Institute of Electrical & Electronics Engineers

	MPP
	Master Project Plan

	OSI
	Office of Systems Integration

	PMBOK
	Project Management Book of Knowledge

	PMP
	Project Management Plan

	SEI
	Software Engineering Institute (SEI) at Carnegie-Melon University

	SIMM
TA
	Statewide Information Management Manual
California Technology Agency

	WBS
	Work Breakdown Structure


1.5 Document Maintenance

This document will be reviewed annually and updated as needed, as a project proceeds through each phase of the system development life cycle. Lessons learned as a result of continuing staff management efforts will be captured at the end of each project phase and used to improve project and OSI standards. If the document is written in an older format, the document should be revised into the latest OSI template format.
This document contains a revision history log. When changes occur, the version number will be updated to the next increment and the date, owner making the change, and change description will be recorded in the revision history log of the document. 

1.6 Master Project Management Plan (MPP) vs. Project Management Plan (PMP)

The MPP is developed and controlled by the <Project Name> project office and is the highest-level project management document. The MPP is for the project office to manage the entire system effort.   
The PMP is a contractually defined management document developed by the contractor to manage his obligations. The PMP is subordinate to the MPP and must be integrated via the appropriate contracting vehicles. 

2. Project Planning

The project management plan is based primarily on the project management processes described in the PMBOK, 3rd edition. The methodology for planning the project utilizes the aspects of the PMBOK where applicable to the <Project Name> project based on its size, complexity, and staff resources.

2.1 Scope Management

2.1.1 Scope Statement

The scope of the <Project Name> project is to procure and implement a centralized, integrated information management system at <insert location> to ensure that conditions are monitored and tracked according to program guidelines that meet the intent of the Project.

The scope of the <Project Name> Project is to: 

· Secure and retain project approval and funding

· Define business requirements for the <Project Name>

· Upgrade facilities to implement <Project Name>

· Ensure Verification and Validation, and Independent Project Oversight are performed

· Procure a vendor to design, customize, test and implement the <Project Name>, and the needed interfaces to and from existing OSI systems

· Ensure the program organization and staff are prepared for the <Project Name> implementation

· Retire the previous system(s) software and documentation components

· Complete the <Project Name> Post Implementation and Evaluation Report 

The scope of the project does not include:

· Exploring non-automated solutions, due to the court order.

· Installing the system at locations other than <insert location>. 

· Providing functions outside those required

.

2.1.2 Scope Management

The <Project Name> project scope will be managed through the various management plans, project documents, reviews, and change control processes established throughout the project’s phases. The project plans will be developed to ensure that the project scope baseline is maintained and consistent. Project documents will be reviewed to ensure the scope as establish in the <Project Name> Project Charter, Feasibility Study Report, and in this Project Management Plan is not inadvertently altered or changed. The project scope will primarily be managed through the project’s scheduled reviews such as Weekly Status Meetings, Bi-Weekly Vendor Meetings, and monthly Steering Committee Meetings, and through the change control process. Communication will play a key role in scope management. The project has establish several forms of verbal and written communication described in the <Project Name>  Communication Plan to ensure stakeholders, sponsors, executive management, team members, external agencies, and vendors involved in the <Project Name> project have a clear understanding of the project scope. There are so many elements that could affect a project’s scope within a project that the very nature of scope dictates that its management is integrated in all aspects of the project.

Although the objective is to have little or no change to the project scope, some changes should be anticipated.  In the event that scope changes occur, the changes will be identified through the Change Control process established in the <Project Name> Configuration Management Plan. As changes to technical and business requirements, hardware, software, documents, and system design are identified, the impact to the project’s scope will be assessed and addressed during the formal Change Control process.  

Scope changes will be classified as internal or external, and project-level or management-level. The following defines what constitutes an internal versus external scope change:

Internal Scope Change – Change that is generated or results within the <Project Name> project organization and structure within the OSI. Examples are changes in business policies, OSI policies, functionality, technical design, resources, etc.

External Scope Change – Change that is generated or results from entities external to the <Project Name> project organization and structure. These changes may be generated or result from external control agencies, legislation, court orders, State mandates and policy, public sector, or environment.

Both the <Project Name> Team and the <Project Name> Vendor will identify any potential internal scope changes. Any external scope changes will be identified through the Executive Steering Committee, Project Director, sponsors, and the <Project Name> Project Managers.

The project-level scope changes, internal or external, are considered those changes that meet the established criteria and can be approved by the Project Change Control Board as described in the Configuration Management Plan. Management-level scope changes, internal and external, will constitute those changes that require the approval of the Management or Steering Committee Change Control Board as described in the Configuration Management Plan.

2.1.3 Work Breakdown Structure

The WBS is a hierarchical decomposition of the work to be executed by the project team, to accomplish the project objectives and create the required deliverables. The WBS organizes and defines the total scope of project. The WBS subdivides the project work into smaller, more manageable pieces of work.

The <Project Name> Project work breakdown structure is provided in Appendix A.
2.1.4 Formal Acceptance of Scope

The formal acceptance of the project scope was accomplished through the <Project Name> Project Charter. The <Project Name> Project Charter was prepared and submitted by the <Project Name> Project Managers and the <Project Name> Project Director. The charter was distributed and coordinated through the project sponsors and executive management staff with final approval by the Project Director.

2.2 Time Management

Time Management Plan includes the processes required to accomplish timely completion of the project. Time Management processes would be the schedule development, management and control throughout the project life cycle.

The Time Management Plan of the project centers on the overall project schedule. The <Project Name> project used a top-down approach to develop the project work breakdown structure that was used as the foundation for the development of the overall project schedule.  The project consists of six major parts 1) Infrastructure Upgrades; 2) Data Center Implementation; 3) <Project Name> Vendor Development; 4) OSI Management; 5) Verification and Validation; and 6) Independent Project Oversight Consultant as shown in the work breakdown structure, Appendix A.  These six major parts were then broken down further into the major activities that make up each of these parts. With the exception of the <Project Name> Vendor Development activities, all the major activities were broken down into subordinate activities and finally down to the task level. Each of the <Project Name> Team members was then assigned specific areas to identify the activities and tasks in their respective areas. The schedule provided by <Project Name> Vendor was used to establish the <Project Name>Vendor Development part and the Data Center provided a schedule for the Data Center Implementation part. 

A combination of bottom-up and top-down approach was taken to establish the durations depending on the activity, task, or dependency. Through several iterations and alignment of activities and tasks, the overall <Project Name> project schedule was produced and established. 

The <Project Name> project uses Microsoft Project as a tool to integrate, monitor, manage and control the overall <Project Name> project schedule.  The <Project Name> schedule is password protected to allow only write access to the Project Scheduler and the Technical Project Manager. All other <Project Name> Project Team members have read only access. This prevents any unauthorized or inadvertent changes to the schedule. The overall <Project Name> project schedule is baselined and any changes or variations to the schedule are reflected and captured in Microsoft Project, and can be viewed using the Tracking GANTT view function in the application. The Project Scheduler will assess schedule impacts on a weekly basis, monitor the progress, and identify areas where the schedule is or may fall behind.  The Project Scheduler will bring any items that potentially impact the schedule’s critical path to the <Project Name> User and Technical Project Managers’ attention.  The Project Scheduler will use Microsoft Project to continually re-assess the project’s critical path and recommend actions to avoid schedule slips or mitigate impacts.  

The schedule will follow a formal change control process for any proposed changes to the schedule. The change control process for the project schedule is described later in this document.

2.3 Cost Management

Cost Management Plan is to ensure the project and its contractors will complete the project within budget. Cost management also includes analysis of options and issues to determine the potential effect on the project’s budget and operations.

The <Project Name> Cost Management Plan will be provided as a separate plan and addresses the how project cost will be managed and controlled for the <Project Name> project. 

2.4 Quality Management

Quality Management Plan will define, measure, and improve the quality of the project’s processes and products in order to fulfill the success criteria.  Quality management establishes the processes by which project products and processes must adhere to specified requirements and established plans throughout the project life cycle.
The <Project Name> Quality Management Plan will be provided as a separate plan. The <Project Name> Vendor will provide a Quality Management Plan for their portion of the project as a deliverable product of the contract.

2.5 Staff Management

Staff Management Plan identifies the process and procedures used to manage staff throughout the project’s life. The plan describes the planning and acquisition of both state staff and consulting staff, describes the responsibilities assigned to each staff, and discusses transition of staff to other assignments.

The <Project Name> Staff Management Plan will be provided as a separate plan and addresses the how staff acquisition, training, tracking & management and transition will be managed and controlled for the <Project Name> project. 

2.6 Risk Management

The Risk Management Plan includes processes by which potential threats to project success are identified, mitigated, or eliminated. Risk considerations will include technical, management, solicitation and contracting, performance, budget resources, political, natural disasters, security etc. Risk management is an integral part of project management from project initiation through project completion.
Refer to the <Project Name> Risk Management Plan for more information on risk management.

2.7 Communication Management

The Communication Management Plan includes processes by which project information is developed, maintained, and managed for both internal and external project stakeholders.

Refer to the <Project Name> Communication Management Plan for more information on communication management. 

2.8 Configuration Management 

Configuration Management Plan establishes the processes by which system documentation items are defined, maintained, and managed.

Refer to the <Project Name> Configuration Management Plan for more information on configuration management.  
2.9 Contract Management

Contract Management Plan identifies the activities to be performed or initiated by project staff to manage, track, amend, and close a contract. Contractor activities and activities performed by other state organizations are discussed at a high level only to facilitate an understanding of the complete process.
Refer to the <Project Name> Contract Management Plan for more information on contract management.

2.10 Governance Plan and Issue Escalation Process

Governance Plan identifies the key governance roles and responsibilities for the project and covers who by role, is responsible for approving project documents, establishing contracts in support of the project, approving contractor deliverables, and making the final decision to accept the automated system and contractor products. The Executive Steering Committee is the primary entity within this project guiding the governance processes. The Issue Escalation Process identifies the governance and escalation process that will be used to manage issues, problems, change, or approvals.

Refer to the <Project Name> Governance Plan and Issue Escalation Process for more information.

2.11 <Project Name> Organizational Structure
The following is a list of internal and external organizations impacted by the <Project Name> Project. Other entities include OSI (for project management), Department of Technology Services (DTS) (for system & network hosting), Department of General Services (DGS) (for procurement support), Department of Finance (budgetary) and the California Technology Agency (TA) (for project oversight).
List organizational structure here
2.12 Project Assumptions and Constraints

2.12.1 Project Assumptions

In order to execute and accomplish the project within the time constraints is based on the following assumptions:

· Control Agencies have approved an accelerated schedule of approval and procurement.  

· Control agencies provide approvals by MM/DD/YYYY and funding by MM/DD/YYYY. 

· Potential vendor has a developed system that contains the majority of the components to satisfy the business requirements.

· Vendors do not contest the procurement and ultimate award of contract. 

· Vendors will clearly understand the requirements defined in the RFP.

2.13 Project Constraints

The major constraints facing the project are: 

· Time constraint ordered by the Program. 

· The system must operate within the electrical capacity and environment provided or planned at the <location> facilities.

· The system must be implemented and maintained with the funds approved by the State.

· Resources to support the <Project Name> project are limited to existing staff and skill levels available.

· Control Agencies (California Technology Agency (TA), Department of Finance (DOF), and Department of General Services (DGS) must review and approve key deliverables before proceeding to the next phase of the project.

· The <Project Name> Vendor (the selected Bidder) will conform to IEEE or equivalent and PMI or equivalent standards (per direction from the DOF, OCIO, and DGS).

3. Project Execution

3.1 Project Management Plan Execution

Describe the Project Management Plan execution phase and the activities involved.

The Project Management Plan execution will be initiated through a <Project Name> Project Kick-Off Meeting. The Project Kick-Off Meeting provides the forum to integrate all parties involved in the project and focus everyone toward a common set of project objectives. The objective of the kick-off meeting is to provide background and an overview of the project, and to establish a common set of management processes and procedures that the project will use to execute the project through implementation. Completion of this meeting constitutes the formal execution of the Project Management Plan.
The Project Management Plan will continue to be executed throughout the project through the established processes and procedures documented in the various management plans developed by the <Project Name> Team and the <Project Name> Vendor. The <Project Name> Project Manager is responsible to monitor the execution of the plan and will use status meetings, reports, and project metrics to ensure that the project management plan is being executed. The various meetings and reports are described in the <Project Name> Communication Plan.  

3.2 Information Distribution

Describe how information will be distributed throughout the project life cycle.
The <Project Name> Communication Plan describes how the information distribution will be executed for the project. In addition, the <Project Name> Configuration Plan identifies the various project records and describes how these items will be accessed and maintained.  
3.3 Application Customization

Describe the application customization that may be applicable to your project during the execution phase.

The <Project Name> project is solution with some customization. The <Project Name> Vendor is accomplishing the customization to the application.  As such the methodology being used for the technical development on the <Project Name> project is primarily utilizing the <Project Name> Vendor’s processes with <Project Name> technical staff providing oversight of the <Project Name> Vendor. 

The detailed areas of the technical execution will be found and described in the following documents:

System Requirement Specification 

Detailed Design Specification

Database Schema

Test and Evaluation Master Plan

Data Conversion Plan

User Reference Guides
Training Plan

Implementation Plan

In addition to these documents being developed over the course of the project, several technical review meetings and work sessions are scheduled to review, assess, and monitor the technical aspects of the project.

4. Project Control

Describe the change control process that is necessary for controlling factors that create changes to make sure those changes are beneficial, determining whether a change has occurred, and managing the approved changes, including when they occur.

4.1 Integrated Change Control

The description on how integrated change control is accomplished can be found in the Configuration Management Plan. 

4.2 Scope Change Control

The Scope Change Control Plan will follow the processes and procedures described in the <Project Name> Configuration Management Plan. The project-level scope changes, internal or external, are considered those changes that meet the established criteria and can be approved by the Project Change Control Board as described in the <Project Name> Configuration Management Plan. Management-level scope changes, internal and external, will constitute those changes that require the approval of the Management or Steering Committee Change Control Board as described in the <Project Name>  Configuration Management Plan.  Refer to the <Project Name> Configuration Management Plan for the formal change control process.

The magnitude and overall impact as a result of scope variation needs to be identified to assess the impact to the project in terms of cost, schedule, or performance. The <Project Name> Project Managers and Team members will evaluate and assess the magnitude and overall impact for each change proposed, initiated or imposed. The performance measurement in terms of the degree (magnitude) and the severity (overall impact) of the individual scope changes will be used to assess the variation in scope. The scope variation will be monitored and tracked through each phase of the project using the measured impact of cost, schedule, and performance attributed to scope changes. 

4.3 Schedule Control

The <Project Name> Project schedule will be monitored, tracked, and controlled by the <Project Name> Project Scheduler. The <Project Name> Project Scheduler will establish and maintain the overall project schedule using Microsoft Project. Once the final project schedule is established and approved, the baseline will be set. Progress and schedule changes will be tracked against the baseline to identify variances.

As part of the time management process and procedures, the <Project Name> Project Scheduler will use established forums within the project to manage the <Project Name> Project schedule. The following will be utilized to monitor and track the project schedule:

· Weekly <Project Name> Team Status Meetings

· Bi-Weekly <Project Name> Team/Vendor Status Meetings

· Vendor Monthly Status Reports

· Daily communication (as required)

All potential impacts to the project schedule must be reported (verbally or written) to the <Project Name> Project Scheduler prior to a schedule slip occurring.  Only activities and tasks on the overall project schedule must be reported to the <Project Name> Project Scheduler.

Project Schedule change requests must be submitted to the <Project Name> Project Scheduler and include the following:

· the activity/deliverable/milestone impacted

· how and why the change is being requested

· alternatives to meet the original end date

· revised end date

· action plan to meet the revised end date

Approval, through the Change Control Process described in the Configuration Management Plan is required to change the overall project schedule and/or baseline. 

4.4 Performance Reporting

The project performance reporting will be accomplished through established status meetings, reports, and internal project tracking systems.  The following are a list of mechanisms used that provide performance reporting:

<Project Name> Weekly Status Meeting

<Project Name> Vendor Bi-Weekly Status Meeting

Monthly Steering Committee Meeting

<Project Name> Monthly Status Report

TA Monthly Project Status Report

Vendor Monthly Status Report

Action Item Tracking System

Risk Database Tracking System

Deliverable Tracking System

The two major performance metrics being reported are cost and schedule. The cost is being tracked in terms of variances to the approved budget and spend plan. The schedule is being monitored in terms of variances to the established baseline. 

5. Unanticipated Tasks

As the project evolves, items may arise which would cause unanticipated tasks, scope changes, or enhancements that may be beyond the original contract. The process for addressing unanticipated tasks, scope changes, or enhancements that are beyond the scope of the original contract will be to follow the Scope Change and Contract Change procedures described. Enhancements beyond the original contract will be prioritized and postponed until after the implementation of the <Project Name> Project unless the enhancement is critical to the successful implementation. If the enhancement is critical to the success of the <Project Name> implementation, then the Scope, Cost, and Schedule Control procedures will be followed.

6. Project Schedule

Refer to the <Project Name> Project Schedule for the detailed overall project activities, tasks, and milestones. The high-level depiction of the major activities and milestones can be found in Appendix B.
7. Phase Close-Out & Lessons Learned

Phase Close-Out & Formal Lessons Learned are project management activities performed at the end of each OSI life cycle phase to ensure the proper closure of a current life cycle phase before proceeding to the next phase. Close-out activities include review of all goals and objectives of the phase, final status and closure of issues and risks related to the phase, and review of documentation and files for archival or destruction.

7.1.1 Conducting Formal Lessons Learned 

At the close of each life cycle phase, the project prepares a lessons learned report.  This includes an analysis of project objectives achieved during the completed phase. Lessons Learned reports are imported into the Best Practices WorkSite Repository for use by other projects and identifying areas for process improvement action.

7.1.2 Contract Close Out 

The following close out items referenced in the Contract Management Plan Template for this function should be reviewed for applicability, tailored, and summarized. The summary should describe actions taken by the project office in performing close out for each of the items below (as applicable).

· Contract Final Reports

· Contractor Evaluation

· Invoices and Disencumbering Funds

· Archiving Contractor Records

The following items from the <Project Name> Contract Management Plan are established for specific instruction related to contract closeout. 
The following tracking and execution items referenced in the Contract Management Plan Template (for consultants) should be reviewed for applicability, tailored, and summarized. The summary should describe actions to be taken by the project office in performing close out for each of the following items (as applicable).

Contract Final Reports

Contractor Evaluation

Invoices and Disencumbering Funds

Archiving Contractor Records

The following items from the <Project Name> Contract Management Plan (for consultants) are established for specific instruction related to contract closeout. 
7.1.3 Administrative Closure
The Administrative Closure is the process of preparing closure documentation of the project deliverables for the customer as well as taking other administrative actions to ensure that the project and its asset are redistributed.
· Financial Closure and Audit – completing and terminating the financial and budgetary aspects of the project being performed. 

· Archiving- creating and storing a hard and/or soft copy of all documentation related to the project

· Personnel and Facilities – reassignment and reallocation of personnel and equipment that have been used during the project 

Appendices
Appendix A -  Work Breakdown Structure
<Insert the Work Breakdown Structure here>
Appendix B -  Project Schedule
<Insert the Project Schedule here>
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