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1.1 PURPOSE


< Summarize the overall purpose of this Project Management Plan.>    
1.2
SCOPE
   
      <Identify the set of objectives this Project Management Plan is expected to accomplish.>



<Summarize project management governance.>
2.1
PROJECT MANAGEMENT ORGANIZATION


<Depict the organization chart governing project management.>
2.2
ROLE OF THE <Contractor name> PROGRAM MANAGEMENT OFFICE (PMO)

       <Identify the high-level activities performed by the <contractor name> PMO and the DHS PMO and who is responsible for which activities.>


2.3
PROJECT MANAGEMENT ROLES AND RESPONSIBILITIES


Implementing and maintaining operating processes at the program and project management levels require clearly defined roles and responsibilities for all members of the project teams.  The roles and responsibilities for operating functions and activities required at the overall <contractor name> program management level are presented in the form of a RACI chart.  The RACI defines the respective roles of each program management team member.  It also defines the roles and responsibilities associated with the System Development Life Cycle (SDLC). 

2.3.1
RACI

· Responsible: the person tasked with detailed monitoring and supervision of a task through completion.  This is the person or persons who do the work to achieve the task
· Accountable: the person who has the ultimate responsibility for seeing that an activity is completed on time and to required quality standards.  There must be only one person specified for each task.

· Consulted: the person who needs to be consulted regarding a decision and/or approve a decision or correspondence, before a decision can be finalized.

· Informed: the person who is kept informed about an activity, often after the fact.

2.3.2
<Contractor Name> Project Management Roles and Responsibilities 

<Enter contractor’s RACI chart below.>

       <Provide the method to periodically report up-to-date budget information for the project.>



           <Describe the objective for Communications Management.>
4.1
PROJECT DELIVERABLES











<Define the standard list of deliverables <contractor name> will be submitting for initiatives. Categorize by SDLC phase, the deliverables associated with each phase, and the deliverable components for each deliverable.>
4.2
COMMUNICATIONS MANAGEMENT PLAN

<Provide an explanation of the methods the Offeror intends to employ for communication with DHS during the project.  Identify the key stakeholders, what will be communicated through the plan, when it will be communicated, and the method(s) used for communication.>
4.3
AGENDA and MATERIAL

4.3.1
Agenda and material for the Project Kickoff Meeting


The Agenda and material for Project Kick-off will aid in the planning the kick-off meeting and getting agreement on the presentation content for the meeting.

4.4    STATUS REPORT 


4.4.1 Periodic Status Report Templates


<Define the format and content of all Status Reporting documents. >

Project Scope is defined by the project baseline initially established during the Department Annual Planning process at the start of each year.  Each baseline is revised periodically as part of the change control process, as necessitate by changing department need and priorities. 



5.1
ANNUAL SCOPING AND PLANNING PROCESS











A series of scoping sessions are conducted over the course of several months every year (from December/January through about May for fiscal year based contracts) for the purpose of establishing the following fiscal year’s in-scope initiatives.  The purpose of the sessions is to discuss strategic initiatives, make the business case for each, obtain cost and duration estimates, obtain funding information, weigh benefits against costs, prioritize the initiatives, and select which ones should move forward as sanctioned projects. 

A list of in-scope initiatives is drafted.  The contractors submit a Business Planning Estimate (BPE) that includes estimate ranges for each initiative. 

The participants of the final scoping sessions review the total funds and resources available, the required and mandated projects, and the other remaining proposed initiatives.  They prioritize the proposed initiatives to produce an overall list of in-scope items.

Baselines are developed for each contract project area (lot) representing work and projects scheduled for the upcoming fiscal year.  In forming the baseline, consideration is given to:

· Resource availability

· Time constraints

· Logical order

The baselined projects and estimates are represented in the contractors’ cost proposals.

5.2      APPLICATION CHANGE CONTROL MANAGEMENT




         <Briefly summarize Change Control Management and provide a chart of change control activities and tasks.>


5.3      PROJECT DOCUMENTATION CHANGE PROCESS


        <Describe the process for changes and resubmissions of artifacts to DHS. Chart the process.>
5.4    CHANGE MANAGEMENT PLAN

<Provide a process for evaluating, assessing, and determining the impact of any proposed changes to the project.  This plan should incorporate DHS project procedures.>

6.1    Requirements Management Plan

<Address how <contractor name> will develop baseline requirements, the processes and the procedures <contractor name> will employ to track and monitor requirements throughout the project.  Include any software tool that <contractor name> intends to use to manage requirements.>

7.1
Software Requirements Management Plan (If Applicable)

7.1.1     Software Requirements Management Plan



<Address how the <contractor name> will develop baseline systems requirements, the processes and procedures the <contractor name> will employ to track and monitor software requirements throughout the System Development Life Cycle phase as well as post implementation.  The plan should be traceable and trackable to the business requirements. >

7.1.2
Software Requirements Management Plan 

<Address how the <contractor name> will translate the General System Design and baseline systems requirements, the processes and procedures the <contractor name> will employ to track and monitor software requirements throughout the System Development Life Cycle phases as well as post implementation.  The plan should be traceable and trackable to the business requirements. 

<Provide a brief summary narrative and a process flow of the Artifact Management process.>
8.1
ARTIFACT STORAGE












<Identify the types of artifacts being submitted and the repository location where these artifacts are stored, both at DHS and at <contractor name>>
8.2
ARTIFACT SUBMISSION












<Describe the Artifact Submission process.>
8.3
ARTIFACT QUALITY REVIEW












8.3.1
<Contractor Name> Quality Review



<Describe the project team’s internal quality review, control and assurance that
 ensures deliverables are ready for the submission process.>

8.3.2
PMO Artifact Quality Review



<Describe and map the <contractor name> quality review process that ensures submission quality (standards, templates, etc.)>

8.4
DHS DELIVERABLE REVIEW












<Describe<contractor name> process for tracking and analyzing DHS’s dispositions
 and responses.>

9.1      OVERVIEW


<Summarize how project risks are managed.>
9.2
RISK MANAGEMENT PROCESS



<Describe <contractor names>’s risk management approach.>
6
RISK
10.1
O VERVIEW



<Summarize how project issues are managed. >
10.2
ISSUE MANAGEMENT PROCESS



<Describe and depict <contractor name>’s issue management process including key activities.  Chart the process.>
9.3      ISSUE MANAGEMENT PLAN


< Provide procedures for identifying, evaluating, and resolving issues impacting the project.  Develop as part of the planning process and update as necessary throughout the project.>

<Describe Quality Assurance and how <contractor name> ensures quality processes.>
11.1
PRODUCT STANDARS 



<Identify and describe product standards followed in managing and developing applications. >
11.2
PROCESS STANDARDS


< Identify and describe process standards followed in managing and developing applications.>
11.3 
QUALITY MANAGEMENT PLAN

The quality management plan must address the quality control processes and procedures the Offeror will use to ensure the quality during the project. 
8
QUA APPENDIX   B:
DEPARTMENT CONTACTS

LITY <<<Provide list of definitions and acronyms used throughout the document.>TS
APPENDIX   A:
DEFINITIONS & ACRONYMS 



   <Provide <contractor name> team contact information: Name, Title, Telephone Number, Cell Phone Number, Email address for the Contract Administrator, Quality Assurance Manager, PMO Manager and Project Managers>
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