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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.

[bookmark: _Toc449528732]Project Summary
[bookmark: _Toc448929957][bookmark: _Toc448933969] [Provide a high-level overview of the project
· Briefly describe the current situation and the need for the project, business problem or opportunity.
· Briefly describe how the project will resolve a problem or take advantage of an opportunity.
· Briefly describe the general scope of the project including what deliverables or outcomes will result.
· Briefly describe the overall management approach for the project.]
[bookmark: _Toc449528733]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][In the Roles and Responsibilities section, identify the names, roles and specific responsibilities each participant will perform in regards to the project.]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449528734]Subordinate Plans
[bookmark: _Toc448929959][bookmark: _Toc448933971][As indicated in the introduction to this template, for smaller projects, combining the subordinate plans into a single Project Management Plan is an accepted practice. Complete the sections below to document the project’s approach to each subordinate process. If additional information regarding each subordinate process is desired, you can also develop the Subordinate Plan using the plan instructions and associated templates available in the CA-PMF.]
[bookmark: _Toc449528735]Communications Management
[A majority of a Project Manager’s time is spent on communications, including conducting and facilitating meetings; composing emails, documents, and plans; negotiating with team members, Stakeholders and vendors; overseeing work; reporting performance; and escalating issues. Communications Management begins with defining the project’s communication requirements and how information should be distributed. Use the following example table to manage project communications.]
	Stakeholder Group
	Communication Item
	Purpose

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449528736]Schedule Management
[bookmark: _Toc448929960][bookmark: _Toc448933972][The project schedule is an estimated roadmap showing the planned project work activities along with their associated timing and dependencies, which are meant to achieve stated project objectives. A successfully developed project schedule involves activities such as planning, identification, analysis, documentation, and prioritization of work. Once a schedule baseline is established, changes to the schedule are managed through the project’s Change Control process, which for small projects most likely consists of discussing necessary changes with the project sponsor, reaching agreement, and making the necessary changes. Manage your project schedule using the following table.]
	Milestones/Tasks
	Estimated Start Date
	Estimated End Date
	Actual Date or % Complete
	Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc449528737]Issue Management
[bookmark: _Toc448929961][bookmark: _Toc448933973] [The purpose of an issue management plan is to ensure that issues are properly managed to reduce negative impacts on the project. Issues are defined as something in dispute or something to be resolved. The resolution of issues may have an impact on the project’s scope, schedule, cost, or quality. Put simply, an issue is something affecting the project that has occurred or is happening, while a risk is an event that has not yet occurred but might in the future. Use the table below to track and manage project issues.]
	Issue Title
	Issue Statement or Description
	Date Issue Identified
	Issue Originator
	Impact Rating
	Issue Resolution

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc449528738]Risk Management
[Risk management is defined as the processes and structures that are directed towards identifying and addressing events or occurrences that could negatively or positively affect the success of a project. From a project management perspective, risk management is a continuous activity conducted throughout the life of the project. It seeks to identify potential risks, evaluate their likely impact, develop mitigation plans, and monitor progress. Use the following table to document and manage project risks. Select a risk impact of either ‘high’ or ‘low’.]
	Risk Title
	Risk Statement or Description
	Date Risk Identified
	Risk Originator
	Impact Rating
	Risk Mitigation/
Resolution

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc449528739]Maintenance and Operations (M&O) Transition Management Planning
[The objective of a Maintenance and Operations (M&O) Transition Management Plan is to ensure a smooth transition from rollout to full operational status. Use the table below to document and manage the transition from project to operations.]
	M&O Transition Management Planning
	Yes/No
	Mitigation Steps if “No”

	
	
	

	
	
	

	
	
	



