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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: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc474486216]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][Enter a high-level introduction to the Schedule management plan here. It should be a brief but comprehensive description of the activities involved in managing the project schedule.]
[bookmark: _Toc474486217]High-Level Workflows and Activities
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe the workflows and activities that apply to managing the project schedule. Examples include describing development and review activities, monitoring and control objectives, responsibilities, timing, and procedures.]
[bookmark: _Toc474486218]Tools and Environment
[bookmark: _Toc448929959][bookmark: _Toc448933971][Describe the tools and procedures used to develop, monitor and control the project schedule throughout the project lifecycle. Tools may include commercial software packages for the project schedule itself and the Schedule Management repository. If a tool has not been selected, provide the requirements for selecting it. Typically, a repository is a database, spreadsheet, file system, or other data storage system that is created with a tool. The repository is where the project schedule and schedule management documents are maintained. The repository must be auditable to permit evaluation and understanding of project team performance measured against the project schedule baseline over time.]
[bookmark: _Toc474486219]Roles & Responsibilities
[Describe which roles are going to be responsible for performing the various activities described in the Schedule Management processes.]
	Name
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	Responsibility

	
	
	

	
	
	

	
	
	


[bookmark: _Toc474486220]Schedule Management Process
[Define the Schedule Management process clearly enough to identify the necessary steps, activities, and responsibilities for schedule development, updates, monitoring and control for the entire project lifecycle. The Project Manager must ensure the plan facilitates project success and does not become an overwhelming task and impact to the project. This section establishes the Schedule Management framework the project team will use during the project.]
[bookmark: _Toc474486221]Schedule Development
[Describe the scheduling approach and tool(s) used to develop the project schedule. The schedule development process includes a number of sub-processes. These sub-processes are used to plan the details of schedule task identification, task durations, sequences, inter-relationships (dependencies), work effort estimates, and resource assignments. Summarize the schedule development approach that the project team will used to build and baseline the project schedule.]
[bookmark: _Toc474486222]Units of Measure and Level of Accuracy
[Define the units of measure used for each project resource. Examples include staff hours and staff days. Describe the acceptable ranges used to determine the realistic activity duration estimates. Include any existing contingencies.]
[bookmark: _Toc474486223]Schedule and Model Maintenance
[Describe the process used to update project status and record progress in the schedule.]
[bookmark: _Toc474486224]Project Schedule Metrics
[[Describe the schedule metrics that will be used for the project. At a minimum, basic measurements such as Schedule Variance (SV) and Schedule Performance Index (SPI) should be tracked and reported.]
[bookmark: _Toc474486225]Control Thresholds
[Specify and describe the agreed-upon variance threshold that is allowed in the project schedule before some action is necessary. Thresholds are typically expressed in percentages against the baseline.]
[bookmark: _Toc474486226]Reporting Formats
[Define and describe how schedule reporting will be done during the project. Describe the report types and reporting intervals, responsible parties, and content. This section should contain a complete list of expected and required reports.]
	Report
	Frequency
	Author
	Reporting Responsibility

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc474486227]Performance Measurement Rules
[Define and describe the performance measurement rules that are used for the project. Examples include rules establishing percent complete, control accounts, and schedule performance measures such as Schedule Variance (SV) and the Schedule Performance Index (SPI).]
[bookmark: _Toc474486228]Schedule Activity and Progress Update
[Describe how the project team will provide activity and progress updates. Define how to address discrepancies between planned versus actual hours for project activities.]
[bookmark: _Toc474486229]Schedule Monitoring
[Describe how the schedule is monitored and compared against the schedule baseline. Describe any analysis processes used and how related schedule concerns, issues and risks are addressed.]
[bookmark: _Toc474486230]Schedule Control
[Describe how the schedule will be managed and controlled based on the progress information provided in the reporting period, perceived project risks, and open or ongoing issues. Describe the techniques that will be used to maintain schedule control.]
	Technique
	Definition 

	
	

	
	

	
	



