PROJECT PLAN CHECKLIST




GUIDELINES FOR THE PROJECT PLAN CHECKLIST:

This checklist is provided as part of the evaluation process for the Project Plan.  The checklist assists designated reviewers in determining whether specifications meet criteria established in SBA’s System Development Methodology (SDM).  The objective of the evaluation is to determine whether the document complies with SBA development methodology requirements.

Attached to this document is the DOCUMENT REVIEW CHECKLIST.  Its purpose is to assure that documents achieve the highest standards relative to format, consistency, completeness, quality, and presentation.

Submissions must include the following three documents, and must be presented in the following order:  (First) Document Review Checklist,  (Second) the Project Plan Checklist, and (Third) the Project Plan.

Document authors are required to complete the two columns indicated as “AUTHOR X-REFERENCE Page #/Section #” and “AUTHOR COMMENTS” before the submission.  Do NOT complete the last two columns marked as “COMPLY” and “REVIEWER COMMENTS” since these are for the designated reviewers.

Document reviewers will consult the SBA SDM and the SDM templates when reviewing the documents and completing the reviewer’s portions of this checklist.
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Summary Reviewer:







The Project Plan describes all project activities, schedules, resources, acquisition strategy, and support planning efforts.  
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1.0
GENERAL INFORMATION 






1.1
Purpose, Scope, and Objectives:  Describe the purpose, scope, and objectives of the project using the Initiate phase documents.






1.2
System Overview: Provide a brief system overview description as a point of reference for the remainder of the document, including responsible organization, system name or title, system code, budget information, system category, and system environment or special conditions.






1.3
Contacts: Identify the person or title and location of key personnel involved with this project.






1.4
Project References: Identify any existing regulations, standards, documents, etc., that are pertinent to the project.






1.5
Relationship to Other Projects: State the relationship to or impact on any related projects or ongoing activity, and how the project will be integrated with these projects.






1.6
Organization Interfaces: Describe the relationships with other organizations and groups throughout the project lifecycle.






1.7
Acronyms and Abbreviations:  Using a table format, provide a complete list of the acronyms and abbreviations used in the Project Plan.






2.0
PLANNED ACTIVITIES, EVENTS, AND DELIVERABLES





Provide a project schedule.  Identify the deliverable products, the required delivery media, the quantities required, and the required delivery dates.






3.0
RESOURCES




3.1
Roles and Responsibilities:  List each key member of the project team, including the roles and responsibilities of each member.






3.2
Labor Categories:  Identify the labor categories that will be used through the duration of the project.






3.3
Budget Estimates and Total Costs:


3.3.1
Estimates and Costs for Labor Categories:  Provide the budget estimates and total costs for each labor category listed in section 3.2.







3.3.2
Estimates and Costs for Capital Investments: Provide the budget estimates and total costs for each planned capital investment.







3.3.3
Estimates and Costs for Equipment Rental: Provide the budget estimates and total costs for any planned equipment rental.







3.3.4
Estimates and Costs for COTS Software: Provide the budget estimates and total costs for any planned COTS software.







3.3.5
Estimates and Costs for Operating Costs: Provide the budget estimates and total costs for any planned operating costs.







3.3.6
Estimates and Costs for Government Services: Provide the budget estimates and total costs for any planned use of government services.






4.0
TECHNICAL APPROACH




4.1
Methods and Techniques:  Discuss the specific techniques and software development methods to be used to support each phase of the SDM.






4.2
Environment:  Describe the software engineering environment chosen for this project.






APPENDIX A: PROJECT SCHEDULE





Provide the project schedule referenced in section 2.






APPENDIX B: LESSONS LEARNED REPORT OUTLINE





Provide a Lessons Learned Report outline that will be used to generate such a report at the end of each lifecycle phase.
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