


PROJECT
PLAN
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GENERAL INSTRUCTIONS

As the project progresses, the Project Plan should be reviewed and updated as necessary at the end of each of the software development methodology (SDM) phases (i.e., the Initiate Project Phase, the Define System Phase, the Design System Phase, the Build System Phase, the Evaluate System Phase and the Operate System Phase).  Documentation should be updated with actual (as opposed to estimated) dates and costs as the acquisition process becomes more defined.
A Lessons Learned Report should also be developed, evaluated and updated (at the end of each phase) and maintained throughout the project lifecycle.  This report will serve both as a management review tool and as a problem mitigation tool for the current as well as future projects.
For additional information, refer to the following U.S. Small Business Administration (SBA) documents:
· SBA Systems Development Methodology
· SBA SDM Documentation Standards
· SBA Systems Acquisition Methodology (SAM) Draft
· SBA Project Management Methodology (PMM) Draft
· SBA Information Technology Investment Methodology (ITIM)
· SBA Enterprise Architecture Processes and Procedures Draft.
TAILORING GUIDELINES

For some projects, it may be necessary to tailor the project plan template.  In the event that a section or several sections do not apply, include a statement to indicate that the section or sections do not apply along with a justification statement (e.g., “Sections 1.2 through 1.6 are not applicable to this project.  This project does not…”).  In the event that the project plan template does not provide coverage for a particular project activity, add a section to the project plan in the appropriate location.
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I have carefully assessed the Project Plan for the (System Name).  This document has been completed in accordance with the requirements of the SBA System Development Methodology.
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1.0
GENERAL INFORMATION

NOTE TO AUTHOR:  Highlighted, italicized text throughout this template is provided solely as background information to assist you in creating this document.  Please delete all such text, as well as the instructions in each section, prior to submitting this document.  ONLY YOUR PROJECT-SPECIFIC INFORMATION SHOULD APPEAR IN THE FINAL VERSION OF THIS DOCUMENT.
The project plan describes all project activities, schedules, resources, acquisition strategy and support planning efforts.  The project plan is produced during the Initiate phase and is updated, expanded and refined continually throughout the system development.  In general, if anything occurs that changes the project team, duration, scope, or estimates, the Project Plan is subject to change.  Therefore, the Project Plan is considered to be a “living” document.
1.0 GENERAL INFORMATION

1.1
Purpose, Scope, and Objectives

Describe the purpose, scope, and objectives of the project using the Initiate phase documents; include discussion of the business needs to be satisfied, the methods by which satisfaction will be determined, any imposed constraints and any appropriate contract numbers.  State the start and end dates of the project, any scope or objectives to be excluded.

1.2
System Overview

Provide a brief system overview description as a point of reference for the remainder of the document.  In addition, include the following:

· Responsible organization

· System name or title

· System code

· Budget information (including PCAS number and other relevant information)

· System category (major application or general support system)

· System environment and special conditions

1.3
Contacts

Identify the person or title and location (include the exact mailing address) of key personnel involved with this project.  This list includes:

· Government Technical Monitor (GTM) – where deliverables are received

· Government Project Manager

· Contract Project Manager

1.4
Project References

Identify any existing regulations, standards, documents, etc., that are pertinent to the project.  These include, but are not limited to:

· Needs Statement

· Feasibility Study

· Cost/Benefit Analysis

· Risk Assessment

· Configuration Management (CM) Plan

· Quality Assurance (QA) Plan

· System Support Plan

· Training Plan

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.  Update this information at the end of each phase.  Examples of other organizations or groups may include:

· Productivity Enhancement Staff (PES) 

· Office of Information Systems Support (OISS)

· Office of Security

· Office of Communications and Technology Services 

· Information Technology Architecture Board (ITARB)

· Office of the Chief Information Officer (OCIO)

· Office of the Chief Financial Officer (OCFO).

1.7
Acronyms and Abbreviations

Using a table format, provide a complete list of the acronyms and abbreviations used in this document.  For example, Table 1-1, Acronyms and Abbreviations, lists the acronyms and abbreviations that are used in this document.  Update the table as necessary throughout project lifecycle.

Table 1-1.  Acronyms and Abbreviations

	Acronym/Abbreviation
	Definition

	ADP
	automated data processing

	CBT
	computer-based training

	CCB
	Change Control Board

	CI
	configuration item

	CM
	configuration management

	COTS
	commercial off-the-shelf software

	FRD
	Functional Requirements Document

	SBA
	U.S Small Business Administration

	GAO
	General Accounting Office

	GSA
	General Services Administration

	IS
	information system

	JAD
	joint application development

	MS
	Microsoft

	NIST
	National Institute of Standards and Technology

	OIG
	Office of Inspector General

	OMB
	Office of Management and Budget

	OPGM
	Office of Procurement and Grants Management

	QA
	quality assurance

	RFP
	request for proposal

	SDM
	system development methodology

	ST&E
	security, test and evaluation

	VV&T
	verification, validation and test

	WBS
	work breakdown structure


2.0
PLANNED ACTIVITIES, EVENTS, AND DELIVERABLES

2.0 PLANNED ACTIVITIES, EVENTS, AND DELIVERABLES

Identify the deliverable products (e.g., software, hardware, documents), the required delivery media, the quantities required and the required delivery dates (i.e., number of weeks after project start or specific date).

Provide justification for any critical major schedule slippages that are greater than 15 percent (based on the original estimate of completion dates), and describe any actions taken to prevent recurrence.  Summarize the slippages by phase.

3.0
RESOURCES

Resource requirements and allocation are estimated for each lifecycle stage.  These requirements will be dependent on actual system development needs as well as the availability of the resources at different stages of the lifecycle.  Project managers identify resources by assessing general functional requirements, identifying sources of funding, and analyzing initial and recurring costs pertaining to the system.
3.0 RESOURCES

3.1
Roles and Responsibilities

List each key member of the project team. Include the role of each member along with the responsibilities associated with that role.

3.2
Labor Categories

Identify the labor categories that will be used through the duration of the project.  State the number of resources needed for each labor category.

3.3
Budget Estimates and Total Costs

State the budget estimates and total costs for each of the following categories.

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, Labor Categories.

3.3.2
Estimates and Costs for Capital Investments

Provide the budget estimates and total costs for each planned capital investment (e.g., hardware).

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 commercial off-the-shelf (COTS) software.

3.3.5
Estimates and Costs for Operating Costs

Provide the budget estimates and total costs for any planned operating costs (e.g., equipment lease, space, supplies, travel, other operating expenses).

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

This section of the project plan describes what tools, methods and techniques will be used in the Project, and how their use will be documented.
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.  If applicable, reference any of the initiating documents that are relevant or have a direct impact on the topic.

4.2
Environment

Describe the software engineering environment chosen for the project.  Provide explanations of the hardware, operating system, compilation systems, and CASE tools used to support the project.

APPENDIX A
PROJECT SCHEDULE

Provide a project schedule of all planned activities and events (i.e., work breakdown structure [WBS]).  Use the SBA standard WBS described in Appendix F of the System Development Methodology.  The topics indicated below for each phase should be considered during the development of the schedule.

Note:
This schedule should be reevaluated and updated as necessary throughout the project lifecycle; at a minimum, the schedule should be reevaluated and updated at the end of each of the SDM phases: the Initiate Project Phase, Define System Phase, Design System Phase, Build System Phase, Evaluate System Phase and Operate System Phase.

Initiate Project Phase:

· Define need

· Perform needs assessment and document results (Needs Statement)

· Develop Project Plan

· Create project schedule

· Perform feasibility study and document results (Feasibility Study)

· Perform cost/benefit analysis and document results (Cost/Benefit Analysis)

· Perform risk analysis and document results (Risk Analysis)

· Record system decisions (System Decision Paper)

· Perform formal review of all deliverables

· Establish and perform quality assurance activities

· Establish and perform change control activities

Define System Phase:

· Initiate and document acquisition and support activities (System Support Plan)

· Determine and document functional requirements (Functional Requirements Document)

· Determine and document data requirements (Data Requirements Document)

· Develop system security plan and document (System Security Plan)

· Develop system audit strategy and document (Internal Audit Plan)

· Update System Decision Paper

· Update Project Plan

· Perform formal review of all deliverables

· Perform quality assurance activities

· Perform change control activities

Design System Phase:

· Develop and document system/subsystem specifications (System/Subsystem Specifications)

· Develop and document database specifications (Database Specifications)

· Develop and document program specifications (Program Specifications)

· Identify and document computer hardware and software support requirements

· Continue acquisition and support planning activities

· Update System Support Plan

· Develop and document system testing strategy (Verification, Validation and Test [VV&T] Plan)

· Update audit strategy (Strategy Plan)

· Determine training approach (Training Plan)

· Update System Decision Paper

· Update Project Plan

· Perform quality assurance activities

· Perform formal review of all deliverables

· Perform change control activities.

Build System Phase:

· Develop and document installation and conversion plan (Installation and Conversion Plan)

· Acquire and install development and test site system components

· Develop database

· Develop computer programs

· Integrate database and programs

· Develop Test Analysis Report

· Develop operation and maintenance manuals

· Finalize and document test strategy (VV&T Plan)

· Complete training documentation (Training Plan)

· Update system audit strategy and associated Internal Audit Plan

· Update System Decision Paper

· Update Project Plan

· Perform formal review of all deliverables

· Perform quality assurance reviews

· Perform change control activities.

Evaluate System Phase:

· Perform system acceptance test and document results (Test Results and Evaluation Report)

· Finalize Installation and Conversion Plan

· Update system audit strategy and associated Internal Audit Plan

· Update System Decision Paper

· Update Project Plan

· Perform formal review of all deliverables

· Perform quality assurance reviews

· Perform change control activities.

Operate System Phase:

· Install system at pilot site and produce Pilot Test Report

· Conduct training

· Install system at production site

· Run system in production environment

· Finalize Project Plan

· Perform formal review of all deliverables

· Perform quality assurance reviews

· Perform change control activities.
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