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Template Instructions:   

This template is color coded to differentiate between boilerplate language, instructions, sample language, and hyperlinks. In consideration of those reviewing a black and white hard copy of this document, we have also differentiated these sections of the document using various fonts and styles. The details are described below. Please remove the template instructions when the document is finalized.

Standard boilerplate language has been developed for this management plan. This language is identified in black Arial font and will not be modified without the prior approval of the Office of System Integration (OSI) Project Management Office (PMO). If the project has identified a business need to modify the standard boilerplate language, the request must be communicated to the PMO for review. 
Instructions for using this template are provided in blue Times New Roman font and describe general information for completing this management plan. All blue text should be removed from the final version of this plan.

Sample language is identified in red italic Arial font. This language provides suggestions for completing specific sections. All red text should be replaced with project-specific information and the font color replaced with black text.

Hyperlinks are annotated in purple underlined Arial text and can be accessed by following the on-screen instructions. To return to the original document after accessing a hyperlink, click on the back arrow in your browser’s toolbar. The “File Download” dialog box will open. Click on “Open” to return to this document.  
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1. Introduction

There is no Governance Plan created during the Initiation phase because a formal project has not yet been established. However, the project may begin discussions with the sponsor and key stakeholders to discuss governance expectations and roles. The Governance Plan is created for the first time in the Planning phase of the project.

For small projects with few stakeholders, this document may be absorbed into the Master Project Plan.  
1.1 Purpose

This document describes the Governance Plan for the <Project Name> Project. The purpose of the Governance Plan is to describe the specific roles and responsibilities of the project and its stakeholders, focusing primarily on authority level and decision-making structure. While some high-level roles and responsibilities are discussed in the Project Charter and/or the Interagency Agreement (IAA), the Governance Plan contains the detailed list.  
1.2 Scope

This Governance Plan identifies the key governance roles and responsibilities for the project. In addition to documenting the stakeholders involved in managing the project, the plan covers who, by role, is responsible for approving project documents, establishing contracts in support of the project, approving contractor deliverables, and making the final decision to accept the automated system and prime contractor products. 

This document is meant to clarify and expand upon responsibilities established in the IAA with the sponsor and Memoranda of Understanding (MOU) with the users. 

1.3 References

1.3.1 Best Practices Website

For guidance on the Office of Systems Integration (OSI), project management methodologies refer to the OSI Best Practices website (BPweb) (http://www.bestpractices.osi.ca.gov). The materials are available through the “By Function-Phase” link.

1.3.2 Project Document Repository 
Refer to the WorkSite repository located at <path or server> for all project-specific documentation. If the project is not using WorkSite, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. If the project is using a tool to track staff information and the staffing profile, indicate the name and location of the tool.
1.4 Acronyms

	APD
	Advance Planning Document

	BCP
	Budget Change Proposal

	BPWeb
	Best Practices Website 

	CHHS
	California Health & Human Services

	CIO
	Chief Information Officer

	DGS
	Department of General Services

	FSR
	Feasibility Study Report

	IAA
	Interagency Agreement

	IPOC
	Independent Project Oversight Consultant

	IT
	Information Technology

	LAO
	Legislative Analyst’s Office

	MOU
	Memorandum of Understanding

	OSI
	Office of Systems Integration

	PMO
	Project Management Office

	RFP
	Request for Proposal

	SPI
	Supplementary Premise Information

	SPR
	Special Project Report


List only acronyms applicable to this document.  If the list becomes longer than one page, move the acronym list to the Appendix.
1.5 Document Maintenance

This document will be reviewed annually and updated as needed, as the project proceeds through each phase of the system development life cycle. If the document is written in an older format, the document should be revised into the latest OSI template format at the next annual review. 

This document contains a revision history log. When changes occur, the version number will be updated to the next increment and the date, owner making the change, and change description will be recorded in the revision history log of the document. 

2. Participants

There are various organizations that are considered stakeholders of the project. Not all of the stakeholders will participate in governance decisions and activities, but they will be affected by the decisions and activities.

This section should reflect the actual list of stakeholders and organizations involved in the project, particularly as they relate to level of authority and decision-making. Avoid listing specific names, as this will lead to frequent maintenance updates to the plan. Do not list staff roles and responsibilities, as they are described in the project’s Staff Management Plan.
For each applicable organization, summarize their role and responsibilities for Governance. Indicate their level of authority and whom they defer to in case of a dispute. Identify the specific decisions they are empowered to make.
2.1 Office of Systems Integration 

This section focuses on the participants from the project office’s parent organization.  
The key participants typically include the following:

· OSI Executives

The OSI Executive management is responsible for establishing and enforcing OSI policies and standards, monitoring the <Project Name>, and assisting in the final decision of issue resolution, if necessary.  

· OSI Project Management Office

The OSI PMO is responsible for developing and updating all project management related documents including the OSI Best Practices Website. The OSI PMO provides project management guidance and support to all OSI Projects.
· OSI Procurement Center

The OSI Procurement Center works with the <Project Name> in developing all procurement documents.  The Procurement Center is responsible for submitting all procurement documents to Department of General Services and the other control agencies.
· OSI Fiscal Services 
The OSI Fiscal Services is responsible for reviewing the budget documents prepared by the <Project Name> and ensuring their approval through the State Fiscal process.  As such, the OSI Fiscal Services has the authority to review and request corrections or revisions to funding documents.

2.2 Project Sponsor: < Organization Name >
The following are the key participants from the sponsor organization.
The key participants may include the following:

· Program Sponsor

The Project Sponsor has overall authority for the project. The Project Sponsor provides vision and direction for the project, provides policy leadership, assists in removing barriers and supports change management initiatives, participates in the Executive Steering Committee, and provides support to the Executive Steering Committee as needed.

· Sponsor Legal Department

The legal representative provides legal opinions upon request in areas of the RFP or Request for Offer and Service Request content, contract amendments, work authorizations, contracting questions, conflict of interests, discovery issues, communication documents, industry trends, and general contracting issues.
· Sponsor Executives
The Sponsor Executives is a participant on the project’s Executive Steering Committee.  This committee provides high-level project direction, receives project status updates, and addresses and resolves issues, risks, or change requests
· Sponsor IT Division
If the project does not have a Sponsor IT Division, this section may be marked as not applicable.
2.3 Customers

The key customers typically include the following:
Insert project-specific information here
· User Organization 



County/Local Offices



California Welfare Directors Association (CWDA)

· Public Clients

2.4 Control Agencies

Control agencies approve project funding and some work products.  They also monitor projects to ensure they adhere to state standards.
2.4.1 Department of Finance

Department of Finance is responsible for approving the annual funding for the project and has authority to approve the Feasibility Study Report (FSRs), Budget Change Proposals (BCPs), Supplementary Premise Information (SPIs), Special Project Reports (SPRs) and the Planning and Implementation Advanced Planning Documents (PAPD and IAPD).  They also provide project oversight standards for security, risk, and project management.
2.4.2 Department of General Services

Department of General Services is responsible for conducting the <Project Name> procurement.  DGS, with the OSI Procurement Center, develop the RFP and Contract.  DGS has authority to approve the Information Technology Procurement Plan (ITPP), RFP, evaluation plan, vendor selection report, Contract, and Contract amendments.  The DGS also has authority to resolve legal procurement issues. 
2.4.3 Office of the State Chief Information Officer

The State Chief Information Officer (CIO) has had several roles in California State government - advisor, leader, strategic planner, and collaborator. From a statewide information technology perspective, the State CIO establishes a strategic vision for the coordinated planning, acquisition and development of cost-effective information technology solutions to business problems. The State CIO's role, therefore, is as a strategic planner and architect for the State's information technology programs and as a leader in formulating and advancing a vision for that program.

2.5 Other State Stakeholders

The following are the key state stakeholders.

2.5.1 Project Executive Steering Committee
The Executive Steering Committee consists of: 

· List members here

The Executive Steering Committee is responsible for:  

· Oversight of progress on State strategic goals and any strategy modifications;

· Review executive level project status updates including project issues and risks with Statewide impact;

· Monitoring achievement of major Project milestones

· Directing State resources to accomplish strategic goals. 

The Executive Steering Committee meets monthly.  
2.5.2 California Health and Human Services Agency (CHHS)
CHHS is responsible for California’s health and social services programs and reviews the final contract documents. 

2.5.3 Governor’s Office
The California Governor has the power to execute Executive Orders that affects the <Project Name>.   

2.5.4 Legislature’s Office
The California Legislature has the authority to create legislation that affects the <Project Name>.  

2.5.5 Legislative Analyst’s Office

The Legislative Analyst’s Office (LAO) provides fiscal and policy advice to the Legislature that may affect the <Project Name>.  The LAO serves as the “eyes and ears” for the Legislature to ensure that the executive branch is implementing legislative policy in a cost efficient and effective manner. 

2.6 Federal Stakeholder: < Organization Name >
The following are the federal participants.

If there is no federal stakeholder, leave the title as “Federal Stakeholder” and indicate there is no federal stakeholder.
2.7 Prime Contractor 

Discuss the primary contacts and participants from the prime’s organization (typically the Prime’s Project Manager and Executive Management). Indicate if they participate in the Executive Committee, Change Control Board, and any other project workgroups. 
The prime contractors’ roles are defined as providing the necessary inputs to allow the decision-makers to make a decision, at all authoritative levels. However, for issues related to the contractual requirements and performance, all contracts must adhere to the issue resolution and escalation processes specified in their respective contracts. 
2.8 Advocates and Advisory Groups

The <Project Name> Program Impact Advisory Committee is an advisory and consultative body that deals with the area of systems issues related to program and policy.  The committee membership consists of the following voting members: 
List members here:

If there are advocacy or advisory groups involved in the project, indicate the title of the group and the nature of their involvement. If they do not exert any authority over the project or influence the project, they do not need to be listed.
If the project does not have any advocacy or advisory groups, this section may be marked as not applicable.
2.9 Unions 

If there are unions or labor organizations involved in the project, indicate the title of the group and the nature of their involvement. If they do not exert any authority over the project or influence the project, they do not need to be listed.
If the project does not have any unions or labor organizations involved in the project, this section may be marked as not applicable.
2.10 Interfacing Organizations

List any other organizations with which the system will interface, including any other data center or service provider. Discuss whom they report to and the type of agreement that has been established between them and the project (e.g., MOU, IAA, Contract, etc.) Indicate who controls which interfaces and how changes to interfaces are coordinated and approved (e.g., by a change control board or working group, by a particular organization, etc.)

Additional sections may be added to address other types of stakeholders and external participants, as necessary. 
3. Project Governance 

The following section describes the specific roles and responsibilities for governing the project.

In the following sections, discuss which organization participates and makes the final decision/approval for the following topics. If appropriate, discuss key reviewers/participants and indicate when reviews/discussions must be sequential instead of simultaneous (e.g., workgroup must make a recommendation before a final decision by the manager). Indicate how decisions are made (e.g., by consensus, majority, etc.). Discuss if staff make recommendations for manager approvals or if staff are empowered to make certain decisions themselves. 
3.1 Project Approvals

Please provide project-specific information regarding the approval process.  The approval process could entail federal approval, state approval or both.
The <Project Name> requests funding and approval to proceed beyond the project initiation.  The State approval documents include FSRs, SPRs, BCPs, and SPIs. Federal approval documents include Advance Planning Documents (APDs) and as well as the required “Annual” and “As needed” updates to these documents. The Procurement Center will work with the Projects in developing all procurement documents.  The Procurement Center is responsible for developing and submitting all procurement documents to DGS and other control agencies. Once the Prime vendor contract is awarded, the <Project Name> prepares the Implementation funding documents. 
3.2 Project Funding

Please provide project-specific information regarding the funding process.  The funding process could entail federal funding, state funding or both.
3.2.1 State Funding

The OSI is responsible for preparing and submitting all reports, approval and funding documents, and budget information required by state control agencies.  In addition, the OSI is responsible for tracking <Project Name> costs and expenditures.  The <Project Sponsor> is responsible for developing the cost allocation plan, attending budget reviews, and paying project costs.
The principal funding document for the State is the BCP or SPI. The <Project Name> and OSI Fiscal Services prepare and submit separate BCPs for their respective expenditure in support of the project. BCPs or SPIs are prepared for the Governor’s Budget and May Revision (if needed). 
3.2.2 Federal Funding

The OSI Fiscal Services is responsible for preparing and submitting all reports, approval and funding documents, and budget information. 
3.2.3 County/Local Office Funding

The OSI Fiscal Services is responsible for approving payment and tracking of all applicable county claims related to <Project Name>. The <Project Sponsor> is responsible for payment of those approved costs. 
If the project is not participating in county/local office funding, this section may be marked as not applicable.

3.2.4 Expenditure Tracking

The <Project Name> is responsible for tracking expenditures to the source of funding that was provided for the expenditure, federal, state, county or other.  The <Project name> Project Manager is responsible for approving payment of all invoices once they are submitted, evaluated as complete, and justified.  All requests are submitted through OSI Fiscal Services or <Project Sponsor> for payment processing.
3.3 Project Management

The state <Project Name> Project Manager and management team are responsible for the management of the <Project Name> and are therefore responsible for the development and approval of all project management plans, processes and procedures.  The <Project Name> Project Manager and management team prepare, review, finalize and approved documents affecting only its internal operation.  
Insert Table here

Project Planning Deliverables
	Work Product
	Review
	Approve

	Project Charter
	· <Project Name> Project Team 


	· <Project Name> Project Manager

· <Project Sponsor>

· OSI Director

	Project Plans

· Master Project Plan

· Scope Management Plan 
· Communication Plan

· Schedule Management Plan

· Cost Management Plan

· Staff Management Plan

· Quality Management Plan

· Risk Management Plan

· Contract Management Plan

· Configuration Plan

· Governance Plan
· Implementation Plan

· Interface Management Plan
	· <Project Name> Project Team
· OSI Procurement Center, if applicable
· OSI Fiscal Services, if applicable
· IPOC
	· <Project Name> Project Manager




3.4 Vendor Contract Management

Discuss the key types of contract management decisions and activities and who participates in what manner. 
3.4.1 Prime Contract Management

The <Project Name> Project Manager, with project team support, is responsible for reviewing and approving all contractor invoices, deliverables, and resolving disputes with the contractors in accordance with their respective contract terms and conditions.  

The <Project Name> Contract Management Plan provides additional details.

3.4.2 Consultant Contract Management

Acquired consultants receive direction and supervision by the state functional manager for the area they were hired to support.  As the consultants create deliverable, the deliverables are tracked by the <Project Name> librarian, reviewed by a designated review team based on the deliverable type, and approved by the state functional manager or Project Manger.  Consultant invoices are reviewed and approved by the state staff, in coordination with the state functional manager.  Any issues that arise between the consultants and the state are managed in accordance with their respective contract terms and conditions.

The <Project Name> Contract Management Plan provides additional details.

3.4.3 Interagency Agreements (IAA)

Discuss any interagency agreements such as those with a data center or service provider. 

4. Issue Resolution and Escalation Process

The project is responsible for overseeing and managing issues identified by the project or its stakeholders. The purpose of the issue process is to ensure unanticipated issues, action items and tasks are assigned to a specific person for action and are tracked to resolution.

This Issue Resolution Process identifies the procedures used to manage issues and action items throughout the project. In addition to documenting the approach to issue identification and analysis, the process covers who is responsible for tracking issues, and how resolutions are documented. This process also briefly describes how the project participates in division‑level issue management activities and reporting.
The project may enlist the assistance of its stakeholders in the resolution of an issue to ensure the resolution represents the best interests of the project, program and its stakeholders. The purpose of the escalation process is to raise an issue to a higher-level of management for resolution, particularly when resolution cannot be reached at the project level. The project should always strive to make decisions and address items at the lowest level possible, however when a resolution cannot be reached, the item should be escalated to ensure a decision is made before it causes impacts to the project. 

This Escalation Process identifies the procedures used to coordinate the discussion and resolution of critical items. In addition to documenting the approach to escalation, the process covers who participates in escalation, and how resolutions are documented.

Refer to the Issue Resolution and Escalation Process located on the Best Practices website for more information. 
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