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1. Introduction

1.1 Purpose

This document is the Data Item Description (DID) for the contractor’s Project Management Plan deliverable. The purpose of this DID is to describe the required content and level of detail for the deliverable, as well as specifying key acceptance criteria. 

This document should be used by the contractor in the preparation of the deliverable. The general format described in this document should be followed and all content described herein must be provided, unless specifically waived by the Project Manager.  
1.2 Scope

This document describes the required content of the Project Management Plan deliverable and the key acceptance criteria for the document. 

1.3 References

For other references and guidance on the Systems Integration Division (SID) project management methodology refer to the SID Best Practices website (BPweb) (http://www.bestpractices.cahwnet.gov).  

1.4 Acronyms

	BPweb
	Best Practices website 

(http://www.bestpractices.cahwnet.gov)

	DID
	Data Item Description

	HHSDC
	Health and Human Services Data Center

	SID
	Systems Integration Division

	SOW
	Statement of Work

	TOC
	Table of Contents


2. Deliverable Description

2.1 Purpose

The purpose of the Project Management Plan (PMP) is to describe the Contractor’s processes and activities for managing the development and implementation of the SAMPLE System. The plan defines the managerial, technical, and supporting processes and activities. The activities are ordered and assigned resources to create a baseline work plan that is the basis for project tracking. In addition, the PMP defines the organization and infrastructure required to execute the project.

The PMP is based on IEEE 1058, Standard for Software Project Management Plans and will be tailored according to the directions in Section 3.
2.2 Delivery Requirements

The deliverable shall be provided according to the current schedule and not later than January 1, 2000. The contractor shall provide the deliverable in both paper and electronic format, including supplemental charts and supporting worksheets, in accordance with the terms specified in the Statement of Work (SOW). 

2.2.1 Versions 

The PMP will be developed incrementally. This DID specifies four types of submittals that are suitable for use during a project’s life cycle as described below. 

1. Version 1 addresses basic management organization and processes that can be defined before all the details of the project requirements and deliverables are known. This version should define the project organization by function; and define the managerial, technical and supporting processes for the development, operation, and maintenance of the proposed system. This version of the PMP shall be included in the draft proposal. 

2. Version 2 builds on the previous version by adding a top-level work plan to include project schedule and cost; refining the project organization description by assigning individual names to functions; and refining managerial, technical and supporting processes. This level of detail is more specific to the project. This version of the PMP shall be included in the final proposal.

3. Version 3 is prepared after a contract is awarded and all the project requirements and deliverables are fully defined. Version 3 builds on the previous version by adding more detail to the work plan to include deliverables, reviews, audits, and milestones stated in the final contract. Version 3 will refine estimated budget, project organization description, and managerial, technical, and supporting processes, as needed.

4. Version 4 (and beyond) is submitted annually or as needed to address refinement of the managerial approach or changes to scope and schedule. The annual schedule of updates continues until the contract ends.  

The following table shows the expected content of the PMP for each version. A check mark indicates the section will be submitted in that PMP version. For the final version, there are several plans that will be submitted as separate deliverables, but referenced in the PMP. Those plans have the note “separate” and include the Quality Control Plan, Risk Management Plan, etc.  

For the first and second version, the contractor may include those process descriptions in the main body of the PMP or in separate plans as appropriate. For example, there may not be enough information initially to prepare a detailed Maintenance plan with staffing and schedules, but the contractor may have general maintenance processes that could be included in the body of the PMP. Later as more information is available, the contractor should prepare a separate maintenance plan.

Table 1. Project Management Plan Content by Version

	Section
	Version 1
	Version 2
	Version 3 and 4

	1 Overview
	
	
	

	1.1 Project Summary 
	
	
	

	1.1.1 Purpose, Scope, And Objectives
	
	
	

	1.1.2 Assumptions And Constraints
	
	
	

	1.1.3 Project Deliverables 
	-
	-
	

	1.1.4 Schedule And Budget Summary
	-
	
	

	1.2 Evolution Of The PMP
	
	
	

	2 References 
	
	
	

	3 Definitions 
	
	
	

	4 Project Organization 
	

(by function)
	
	

	4.1 External Interfaces
	
	
	

	4.2 Internal Structure
	
	
	

	4.3 Roles And Responsibilities
	
	
	

	5 Managerial Process Plans
	
	
	

	5.1 Project Start-Up Plan 
	-
	
	

	5.1.1 Estimation Plan 
	
	
	


	5.1.2 Staffing Plan 
	-
	
	

	5.1.3 Resource Acquisition Plan 
	
	
	

	5.1.4 Project Staff Training Plan 
	-
	
	

	5.2 Work Plan 
	-
	

(High level)
	

(Detailed)

	5.2.1 Work Activities 
	-
	
	

	5.2.2 Schedule Allocation 
	-
	
	

	5.2.3 Resource Allocation 
	-
	
	

	5.2.4 Budget Allocation 
	-
	
	

	5.3 Control Plan 
	
	
	

	5.3.1 Requirements Control Plan
	
	
	

	5.3.2 Schedule Control Plan 
	
	
	

	5.3.3 Budget Control Plan 
	
	
	

	5.3.4 Quality Control Plan
	N/A
	N/A
	N/A

	5.3.5 Reporting Plan 
	
	
	

	5.3.6 Metrics Collection Plan 
	
	
	

	5.4 Risk Management Plan 
	
	
	

(separate)

	5.5 Project Closeout Plan 
	
	
	

	6 Technical Process Plans 
	
	
	

(separate)

	6.1 Process Model 
	
	
	

	6.2 Methods, Tools, And Techniques 
	
	
	

	6.3 Infrastructure Plan 
	
	
	

	6.4 Product Acceptance Plan 
	
	
	

	7 Supporting Process Plans 
	
	
	

	7.1 Configuration Management Plan 
	
	
	

(separate)

	7.2 Verification And Validation Plan
	N/A
	N/A
	N/A

	7.3 Documentation Plan 
	
	
	

	7.4 Quality Assurance Plan 
	
	
	

(separate)

	7.5 Reviews And Audits Plan 
	
	
	

	7.6 Problem Resolution Plan 
	
	
	

	7.7 Subcontractor Management Plan
	
	
	

	7.8 Process Improvement Plan 
	N/A
	N/A
	N/A

	8 Additional Plans (If Applicable)
	-
	
	

	8.1 California Implementation Plan
	

(separate)
	

(separate)
	

(separate)

	8.2 System Test Plan
	-
	

(separate)
	

(separate)

	8.2 Contractor Selected Plans
	As needed
	As needed
	As needed

	9 Appendices
	
	
	

	10 Index
	
	
	


N/A – Not Applicable

2.3 Review Requirements

Version 1 and 2 of the PMP will be reviewed as part of the proposal evaluations during the Procurement phase. Versions 3 and 4 will be reviewed after contract award. The review period for versions 3 and 4 shall be in accordance with the review requirements stated in the RFP. No walkthroughs are required for the review of this document. Comment reviews may be requested if there are significant comments (e.g., ten or more content concerns or more than 30 clarifications to content) received on the deliverable. 

Federal review of this document is not required. 

Reviewers for this document include but are not limited to:

· Project Manager / Assistant Project Manager

· Project Functional Managers

· Project Quality Assurance Staff

· Project Systems Engineering Staff

· Project Contract Manager

· Sponsor Program Manager

· Sponsor’s Independent Verification and Validation (IV&V) Vendor

· Sponsor’s Independent Project Oversight Consultant (IPOC) Vendor

2.4 Acceptance Criteria

The following are the key acceptance criteria for the PMP deliverable. 

· PMP must describe the proposed/actual schedule for the project with start and end dates, and key milestones. (Note the full project workplan is described as a separate deliverable.)

· PMP must describe the contractor’s organization and management team including reporting relationships, roles and responsibilities, and level of authority. 

· Versions 3 and 4 of the PMP shall include or reference specific staff names, and include or reference staff responsibilities and levels of authority. 

· PMP must describe the specific methodologies used to manage this project. A general description of project management theory is not acceptable. The methodology description must indicate how theory will be applied to this project based on the project characteristics and risk profile. 

· PMP must describe the technical approach to developing the system. A general description of system/software development theory is not acceptable. The methodology description must indicate the development methodologies to be used, the rationale for selecting the methodologies, pros and cons of the methodology, and how the methodologies will be tailored to meet the needs of the state and this project. 

· PMP must describe the technical and managerial approach to implementing the system in each of the California counties (and associated local offices). The methodology description must indicate how the approach will be tailoring for the different counties based on the characteristics of size, caseload, user staff profiles and client profiles. The methodology description must describe how lessons learned from implementation efforts will be used to improve the methodology approach and processes. 

· PMP must describe the approach to contractor departure at the end of the project, including knowledge transfer, staff transition, equipment and asset transition, help desk transition, and responsibility transfer. 

3. Preparation Instructions

3.1 General Instructions

3.1.1 Title Page

The document shall include a title page containing the following. 

· Title of the document

· Date of the document

· Version number and revision number

· Name and address of the preparing organization


3.1.2 Table of Contents

The deliverable shall contain a table of contents (TOC) providing the title, number (if applicable), and page number of each titled paragraph through the 3rd level (e.g., paragraph 3.1.2 Table of Contents). 

If there are more than five figures, tables, diagrams or appendices, these items shall be included in the TOC or in separate TOCs (e.g., Table of Figures, Table of Tables, etc.). 

3.1.3 Revision History

The deliverable shall include a list of the deliverable versions describing the version number, date of the version, and summary of the changes made from the previous version. 

3.1.4 Page Numbers

Each page of the document shall indicate the name of the document, the version of the document and the date of the document. 

Unique page numbers shall be included on all content pages of the document including appendices and supporting materials. For pages generated by a tool or alternate form (e.g., database dump), the data shall be assigned unique numbers or names in such a way that desired data can be referred to, indexed and accessed. 

3.1.5 Spell Checking

The document shall be spell-checked to remove obvious typographical errors prior to delivery. 

3.1.6 Applicable Standards 

The Contractor shall prepare the PMP in accordance with IEEE 1058 with the tailoring guidelines described in Section 3.2. The IEEE 1058 is for software projects; however, the contractor should describe their entire system life cycle process. Where appropriate, the word “system” should be substituted for “software”. The IEEE standards are available through subscription from the IEEE website (www.ieee.org).
3.2 Content Requirements

The following sections describe the required content of the deliverable. The format and sequence of section described below is suggested in accordance with IEEE. If the sequence of sections is significantly changed, the contractor shall provide, as an appendix, a mapping of the format described in this section to the format of the actual deliverable. 

The following tables show the tailoring instructions by PMP section. “N/R” indicates the section is not applicable for the PMP version indicated.  A blank section indicates no tailoring guidance is provided. 

3.2.1 Overview (Section 1 of PMP)
	Section
	Tailoring Instructions

	1 Overview
	

	1.1 Project Summary 
	

	1.1.1 Purpose, Scope, And Objectives
	The “products to be delivered” in this paragraph should include major components of the system, not to reiterate the detailed deliverable list in the contract.

	1.1.2 Assumptions And Constraints
	

	1.1.3 Project Deliverables
	Version 1 and 2 – N/R

Version 3 - Do not reiterate the contract list of deliverables. Instead reference the deliverable list in the contract.

	1.1.4 Schedule And Budget Summary
	Version 1 – N/R

Version 2 – Cost figures shall be omitted and replaced with “TBD”. All cost information must be provided in the cost proposal only. Including cost information in this section shall result in disqualification from the procurement. 

Version 3 and 4 – Complete the cost information in accordance with the contract.

	1.2 Evolution Of The PMP
	N/A


3.2.2 References (Section 2 of PMP)
	
Section
	Tailoring Instructions

	2 References 
	This section may be moved to an Appendix, if desired. 

If additional documents or materials were cited in the PMP, a list of the referenced materials shall be provided. The reference list shall include the title of the material, author of the material, date of the material, and location where the material is stored. 


3.2.3 Definitions (Section 3 of PMP)
	
Section
	Tailoring Instructions

	3 Definitions 
	This section may be moved to an Appendix, if desired.

The Contractor shall use and reference the IEEE Standard Glossary of Software Engineering Terminology, IEEE Std 610 for technical process descriptions or provide a cross-reference from contractor terminology to the IEEE terminology to be approved by the state. 

All acronyms used in the PMP shall be defined in this section.


3.2.4 Project Organization (Section 4 of PMP)


	Section
	Tailoring Instructions

	4 Project Organization 
	Version 1 – Organization information shall include a description to the function level.

Version 2 – Specific names to the manager/lead level shall be included on the organization chart. 

Version 3 – Specific names to the staff level shall be included on the organization chart or referenced to a separate organization chart. 

	4.1 External Interfaces
	

	4.2 Internal Structure
	The verification and validation function does not need to be included in the internal structure. The Project Sponsor will independently provide IV&V through a separate contract.

	4.3 Roles And Responsibilities
	


3.2.5 Managerial Process Plans (Section 5 of PMP)
	Section
	Tailoring Instructions

	5 Managerial Process Plans
	

	5.1 Project Start-Up Plan 
	Version 1 – N/R

	5.1.1 Estimation Plan 
	Version 1 and 2 - This section shall address only the methods, tools and techniques without specifying the cost for conducting the project. 

Version 3 and 4 - The cost data shall be added.

	5.1.2 Staffing Plan 
	Version 1 – N/R

	5.1.3 Resource Acquisition Plan
	Version 1 - This section shall address the acquisition process descriptions without a detailed schedule. 

Version 2 - The section shall specify the points in the schedule when various acquisition activities will be required.

Version 3 and 4 – The section shall include all resource acquisition plans. 

	5.1.4 Project Staff Training Plan 
	Version 1 – N/R

Version 2 - The training plan shall also specify how training is to be tracked and documented.

Version 3 and 4 – The training plan shall address training and orientation of new and replacement project staff. 

	5.2 Work Plan 
	Version 1 – N/R

Version 2 – Sections 5.2.1 through 5.2.4 of the PMP shall describe at a high-level the work activities, milestones and constraints.  

Version 3 and 4 - Sections 5.2.1 through 5.2.4 of the PMP shall summarize the work activities, schedule, and resources. Detailed work activities, schedule, resources, and budget can be presented in appendices or through a project management tool accessible by the state.

	5.2.1 Work Activities 
	Version 1 – N/R

	5.2.2 Schedule Allocation 
	Version 1 – N/R

	5.2.3 Resource Allocation 
	Version 1 – N/R

	5.2.4 Budget Allocation 
	Version 1 – N/R

Version 2 - This section shall address only the methods, tools and techniques without specifying the cost for conducting the project. 

Version 3 and 4 - The cost data shall be added.

	5.3 Control Plan 
	The following sections shall discuss the specific methodologies to be used on the project. Theoretical discussions of methodologies are not acceptable. The contractor must indicate the specific methods to be used for this project. 

	5.3.1 Requirements Control Plan
	Configuration management mechanisms for requirements may be defined in the Configuration Management Plan (CMP) in Section 7.1. This section does not need to repeat the CMP, but reference it, as needed.

	5.3.2 Schedule Control Plan 
	

	5.3.3 Budget Control Plan 
	

	5.3.4 Quality Control Plan 
	This section is not required. The quality control shall be addressed in the Quality Assurance Plan in Section 7.4.

	5.3.5 Reporting Plan 
	The report contents shall be used in place of report formats for this plan.

	5.3.6 Metrics Collection Plan 
	The measurement approach shall be risk and issues based as described by the Practical Software Measurement (PSM) approach in Appendix A.2 of IEEE 1061 1998 Standard for Software Quality Metrics Methodology. Additional information and examples from PSM are available at www.psmsc.com. Note that these guidelines were created for software projects, but should be adapted to create a metrics program should for system metrics which includes both hardware and software elements.

	5.4 Risk Management Plan 
	Version 3 and 4 - This plan may be a separate deliverable referenced in this section. 

	5.5 Project Closeout Plan 
	This section shall describe the approach to closure of the project and departure of the contractor. 

Version 4 – This plan may be a separate deliverable referenced in this section. This is recommended as the project approaches the end of the contract. Additional, specific details should be added to allow this plan to be used to manage and oversee the closure efforts. 


3.2.6 Technical Process Plans (Section 6 of PMP)
	
Section
	Tailoring Instructions

	6 Technical Process Plans 
	As a minimum, the plans shall address three technical processes: system development, system operation, and system maintenance. These processes may be broken into subprocesses as needed. For example, system development may be broken down into software and hardware development. The contractor may create separate plans for processes or subprocesses as needed. Guidance for technical processes is available in:

IEEE 1220 – 1998 Standard for the Application and Management of the Systems Engineering Process

IEEE/EIA 12207.0 – 1996 Standard: Industry Implementation of International Standard ISO/IEC 12207:1995 Standard for Information Technology--Software Life Cycle Processes. 

IEEE/EIA 12207.1Standard: Industry Implementation of International Standard ISO/IEC 12207:1995 Standard for Information Technology-- Software Life Cycle Processes--Life cycle data 

IEEE/EIA 12207.2 Standard: Industry Implementation of International Standard ISO/IEC 12207:1995 Standard for Information Technology-- Software Life Cycle Processes--Implementation considerations 

The technical processes shall comply with:

IEEE 1220, Section 4 General Requirements and Section 6, the Systems Engineering Process (SEP)

IEEE 12207.0 Section 5.3, Development Process

IEEE 12207.0 Section 5.4, Operation Process

IEEE 12207.0 Section 5.5, Maintenance Process

Appendix A of the Project Management Plan shall contain a mapping of the technical process descriptions to IEEE 1220 (Sections 4 and 6) and IEEE 12207.0 (Sections 5.3, 5.4, and 5.5). If an activity or concept in these sections is not applicable to the project it should be noted in the mapping along with a brief explanation. The contractor may use contractor-defined terminology as long as they provide a translation to the IEEE terminology.

Version 1 - Each technical process should address the process model(s), methods, tools, techniques, and infrastructure. Development and maintenance processes should also include a product acceptance process. Detailed schedules are provided in the Work Plan in Versions 2, 3 and 4 of the PMP. 

The paragraph numbering may be renumbered to:

6.1 System Development Plan

6.2 System Operation Plan

6.3 System Maintenance Plan

If the sections are renumbered, the topics of process, methods, tools and techniques, infrastructure and acceptance shall still be described in lower level sections. 

	6.1 Process Model 
	See instructions for paragraph 6. 

	6.2 Methods, Tools, And Techniques 
	See instructions for paragraph 6.

	6.3 Infrastructure Plan 
	See instructions for paragraph 6.

	6.4 Product Acceptance Plan
	See instructions for paragraph 6.


3.2.7 Supporting Process Plans (Section 7 of PMP)
	
Section
	Tailoring Instructions

	7 Supporting Process Plans 
	

	7.1 Configuration Management Plan 
	Version 3 and 4 - This plan shall be a separate deliverable referenced in this section. Refer to the separate DID for the Configuration Management Plan.

Guidance is available in:

IEEE 828-1998 Standard for Software Configuration Management Plans

	7.2 Verification And Validation Plan
	Not applicable. The Project Sponsor will provide independent verification and validation.

	7.3 Documentation Plan 
	Version 3 and 4 - This will be a separate deliverable referenced in this section. Refer to the separate DID for the Documentation Plan.
This section shall describe the approach to developing, reviewing and managing documentation prior to its delivery to the state. This section shall describe the format and style requirements, document conventions, and configuration management of contractor work products, working papers, and deliverables prior to their delivery to the state as well as after their delivery to the state. Where applicable, the contractor’s Configuration Management Plan should be referenced. 

	7.4 Quality Assurance Plan 
	Version 3 and 4 - This will be a separate deliverable referenced in this section. Refer to the separate DID for the Quality Assurance Plan.
Guidance is available in:

IEEE 730-1998 Standard for Software Quality Assurance Plans

	7.5 Reviews And Audits Plan 
	Version 3 and 4 - This may be a separate deliverable referenced in this section, or may be included as part of the contractor’s Quality Assurance Plan. 

The state will define the acquirer-conducted and joint reviews in the RFP. This section shall discuss any additional reviews conducted by the contractor.

	7.6 Problem Resolution Plan 
	Version 3 and 4 - This may be a separate deliverable referenced in this section.

This section shall describe the approach to resolution of system and system documentation errors and problems. 

	7.7 Subcontractor Management Plan
	Version 3 and 4 - This will be a separate deliverable referenced in this section. Refer to the separate DID for the Subcontractor Management Plan.

References to official subcontract and prime contractor/subcontractor points of contact may be included in Version 2 and refined in Version 3.

	7.8 Process Improvement Plan 
	N/R

The contractor shall participate in project process improvement efforts as discussed in the RFP. Process improvement efforts internal to the contractor’s organization may be discussed in the Quality Assurance Plan. 


3.2.8 Additional Plans (Section 8 of PMP)
	
Section
	Tailoring Instructions

	8 Additional Plans (If Applicable)
	

	8.1 Implementation Plan
	Version 3 and 4 -This will be a separate deliverable referenced in this section. 

The contractor shall specify the organization, processes, methods, tools and techniques required to implement the proposed system. The plan shall include processes for assessing the current system, business process re-engineering, data conversion, training, public notification, and system installation, testing, and cutover. (Cutover is defined as the time when the existing system is brought down for conversion until the new system is brought up on a “live” database.)

The contractor shall discuss tailoring of the approach and methods to meet the individual needs of the counties/local offices. Refer to the separate DID for the Implementation Plan. 

	8.2 System Test Plan
	Version 3 and 4 -This will be a separate deliverable referenced in this section. Refer to the separate DID for the System Test Plan.

	8.2 Contractor Selected Plans
	


3.2.9 Appendices and Index (Sections 9 and 10 of PMP)
	
Section
	Tailoring Instructions

	9 Appendices
	Appendix A shall contain a mapping of the technical process descriptions in Section 6 of the PMP to IEEE 1220 and 12207. 

Appendices may be added, as needed to clarify or provide additional detail to the deliverable. 

	10 Index
	An index may be provided to assist the state to review the document and locate key information not already called out in the TOC.
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