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1 Introduction

1.1 Purpose

This document is the tailoring guide for the OSI Master Project Plan (MPP) Template. It provides guidelines for the development of a project MPP, as the project progresses through the Office of Systems Integration (OSI) Acquisition Life Cycle Phases, as described on the OSI Best Practices website (http://www.bestpractices.cahwnet.gov). 

In most cases, the MPP will be originally created during the Planning life cycle phase and updated thereafter. The MPP Template and this tailoring guide should be initially used during the initial creation of the plan, and should be consulted again at the beginning of each life cycle phase and used in the update of the project MPP.  

The MPP must act as the single document that holds all other documents related to the project together- thus the name “Master”.  The MPP will have greatest value when it is prepared with the following intent:

· To summarize in concise and easy-to-read language what the project is about and how it will be managed from beginning to end.
· To draw synopsis and essence from the multitude of supporting project documents and references without being overly wordy, philosophical, or redundant.
· To give the project manager and executive stakeholders a MACRO-management view (not micro-management) of salient details relevant to managing a large-scale IT acquisition project. 
· To be used for establishing and defining the solely approved project “baseline” by which the project has made agreements, defined expectations, and by which the project manager and team will be measured and judged.
· To be used as a “quick-reference guide” for navigating the project team and stakeholders towards relating to all of the vital supporting project management components together in a harmonious manner.
1.2 Scope  

This tailoring guide describes general instructions for using the guide, instructions for the initial creation of the MPP, tailoring considerations as the project moves through the life cycle phases, and typical project management considerations for each life cycle phase. 

This guide uses position of the project in the OSI life cycle phase and project size as a consideration when offering suggestions for tailoring the plan. Instructions are provided for completing or updating each of the sections of the project’s MPP (based on the OSI template). 

2 Using This Tailoring Guide

The following items describe general instructions for using the OSI template and tailoring guide. Items referenced in this tailoring guide as well as other related references are available from the BP website.

· If this is your first time using this tailoring guide, start in Section 3 of this document (The MPP Template). 

· Develop the project’s MPP with emphasis on how the project will implement the OSI methodology.  Make reference to the methodology presented on the BPweb and do not duplicate it.

· DO NOT delete the first and second level headings of the template as part of the tailoring-out process (e.g., Section 1 – Introduction and Section 1.1 – Purpose must always be present in the MPP).  Identify unneeded sections as “not applicable”.  Heading 3 sections or lower may be deleted or may be combined with other sections as appropriate. 

3 The Master Project Plan (MPP) Template

The following describes considerations and guidance for completing each specific section of the MPP. Each section’s title refers to the corresponding section of the MPP (e.g., Section 3.1 corresponds to Section 1 – Introduction in the MPP/Template). 

When developing the plan, focus on specific roles and responsibilities; the specific meetings, reports and metrics used; and specific categories, thresholds, and risk tolerances that will be used by the project. 

3.1 Section 1 – Introduction

3.1.1 Section 1.1 (Purpose)

This section is standard and should not require modification. 

3.1.2 Section 1.2 (Scope) 

This section is standard and should not require modification. 

3.1.3 Section 1.3 (Reference Documents) 

This section should be updated to indicate where project management artifacts are located, including the iManage database name and location. If the project is not using iManage, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. If the project is not using a OSI standard tool, indicate what tool is being used.  

Section 1.3.1– Best Practices Website

There should be no change to this section required. 

Note: During the start of a new project phase, a phase readiness will be conducted (MPP section 4.1.1).  At that time the project will review the latest updates/lessons learned information on the Best Practices website and incorporate them into the MPP update.

Section 1.3.2– The Project Charter

There should be no change to this section required.  

Note: During the start of a new project phase, the project charter will be reviewed and updated as needed (see MPP section 4.1.3). 

Section 1.3.3– Baseline Management Documentation

Carefully review /update Appendix A documentation at the start of each life cycle phase as these documents establish the minimum required baseline at each revision to the MPP.  Refer to the instructions provided with Appendix A of this tailoring guide. 

A review of the project’s documentation will also be done during the project’s phase readiness (MPP section 4.1.1).  Refer to these sections for guidance on how to establish the proper collection of documentation to support the project office.

Section 1.3.4– Project Management Tools

Carefully review and update Appendix B at the start of each life cycle phase as the project office tools listing (including changes to tool revisions) becomes part of the new baseline (or re-baseline) at each revision to the MPP.

Note: A change in tool will most likely require a reference change in one of the corresponding management plans.

3.1.4 Section 1.4 (Acronyms)

Carefully review and update Appendix C of the MPP to reflect any changes in the use of acronyms upon updating of the MPP from one life cycle phase to another.  Refer to the Appendix C guidelines at the end of this tailoring guide for more instructions regarding the creation of the Acronym list.

3.1.5 Section 1.5 (MPP vs PMP)

This section exists to make a clear distinction between the management plans created by, and used for the Project Office (and consultant staff) in managing OSI projects; versus contractual management plans created by the prime contractor in managing contractual mandated tasks.  It is imperative that responsibility for overall management responsibility and authority for OSI projects reside with the project office and not delegated to the Prime Contractor.  This section exists to define this relationship and make this distinction clear. 

3.1.6 Section 1.6 (Updates to the MPP)

It is important that projects identify their position in the standard OSI life cycle.  The management style and approach could vary dramatically from phase to phase and some sort of visual presentation of this phase position is important. Projects are not required to generate and exact representation of the diagrams below.   

Figure 1. OSI Life Cycle Designation
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Projects can add additional information as needed to provide clarity to the projects situation in the acquisition life cycle model as shown in the sample diagram below.
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3.2 Section 2 – Phase-Specific Approach for Managing the Project

This section describes the execution of strategies for the project and the approach actually chosen for the project; showing how all the players and processes interface and interact with one another in the context of the specific life cycle phase.  (Note:  This is unique for each project).

[Note to developers: Because the MPP acts as the previously defined M&O Plan when the project is in the M&O life cycle phase (called the MPP for M&O) it will be important to develop all the tailoring guidance within the body of this MPP tailoring guide.  This area needs to be further developed for incorporation in section 2 and section 8 of this tailoring guide.]

3.2.1 Section 2.1 Project Assumptions

Assumptions and Constraints should be a carry-over from the Project Charter.  Reassess these items during the Readiness Review (MPP section 4.1.1) for applicability and restate them here in summary.

Rule of Thumb:

Assumptions are positive and optimistic in nature.  They are the statements that the project holds to be true or real regarding expectations for moving ahead.  They are explicitly listed to validate the basis for planning decisions (right or wrong!).

3.2.2 Section 2.2 Project Constraints

Rule of Thumb:

Constraints are negative and pessimistic in nature.  They are the statements (disclaimers) that limit or impede the ability of the project to be flexible in planning, and thus are identified to express validation to the current strategy for moving ahead (good or bad!).  Constraint statements are typically identified in the Risk management summary as they could potentially kill the project if not managed.

3.2.3 Section 2.3 Approach Rationale

Some things to think about:

· What was the rationale used to establish the processes and teaming relationships as outlined in the MPP? The assumptions and constraints sections below should also aid in identifying the circumstances (good or bad) that formed the project management approach.

· What unique relationships or situations exist that is not “typical” to the classical acquisition approach that is worth noting or played a factor in choosing the management approach.

3.2.4 Section 2.4 Upcoming Life Cycle Phase Considerations

Some things to think about:

· Describe what future life cycle phase planning (or concurrent life cycle planning) is being done and how does it play in the way the project will be managed?

· What M&O documentation, processes, guidelines will (or are already in place) to define how M&O will be managed? (e.g. help desk procedures, release process) NOTE:  The MPP still remains the Master plan when the project moves into M&O (there is no M&O Plan).  The MPP will reference the M&O-specific details under this section.  

3.3 Section 3 – Project Overview

3.3.1 Section 3.1 (Project Description)

This section should be revised at the start of each new life cycle phase to consist of a brief synopsis of the project (not the target system) in light of the current life cycle phase.  The description should give readers a quick understanding of the project’s purpose, current situation, and the ultimate end product/result of the team’s efforts.  DO NOT merely copy volumes of text from other documents as filler material, nor exclusively reference other source material.  This section is to be a well-thought out summary of the project that fits the context of the current life cycle. 

3.3.2 Section 3.2 (Strategic Planning Summary)

This section is to be revised at the start of each new life cycle phase to summarize the long-term strategies for the project all the way to project closure. Refer to the MPP template section 3.1.2, Evaluating Strategic Planning Consideration, for a description of types of information that should be considered as par of this summary. 

Table 1. Strategic Planning Summary

	New System Acquisition Life Cycle
	
	Strategic Planning Considerations

	Initiation
	
	

	Planning
	X
	For example, if this is the current position of the project, identify strategies for system support that reach far beyond what is already detailed in the Master Schedule (even if it is only rough estimates).   See sample entries below.

	Procurement
	
	

	System Development
	
	

	System Implementation
	
	Start procurement of Type 2 M&O

	M&O Type 1
	
	Plan for Re-Procurement Contract

Type 1 to Type 2 M&O Transition

	M&O Type 2
	
	Implement Tech Refresh Upgrades

	Close Out
	
	

	System Re-Procurement Life Cycle

	Initiation
	
	

	Planning
	
	

	Procurement
	
	

	System Development
	
	

	System Implementation
	
	

	M&O Type 1
	
	

	M&O Type 2
	
	Implement Tech Refresh Upgrades

	Close Out
	
	


3.3.3 Section 3.3 (Schedule Summary)

This section defines the schedule baseline and a brief summary of noteworthy topics related to the Master Schedule and Work Plans.  Projects are to insert extracted “snapshots” of the Master Schedule information as created and documented in the Schedule Management Plan.  

DO NOT include the entire schedule, only the key milestones and schedule events that represent the schedule baseline.   The diagrams below are only examples to help suggest some types of images that would be useful for this section.

DO NOT merely reference the Schedule Management Plan for the Master Schedule. The MPP represents the collection of critical baselines from each of the supporting plans- In this case, the Master Schedule! 

Note: Sections 4.2.14 and 4.4.14 of the MPP will need to include a SYNOPSIS ONLY from the Schedule Management Plan regarding how the schedule and work plans will be created and maintained related to the current life cycle situation.

Section 3.3.1– Key Milestones

Milestones represent “gates” or “critical events” that must be achieved to move ahead on the project.  Identify important Key Milestones that fall on the project’s critical path.

Figure 2. Key Milestones
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Section 3.3.2 Project Master Schedule

The Master schedule should be a Gantt Chart that can include a combination of milestones and activities with durations.  The Master schedule should give a broad picture of important activities being performed over the duration of the project, and with sufficient clarity as to the start and finish dates.

In the event that the schedule has incurred “actuals”, be sure to use the “Tracking Gantt” to identify the original baseline, as well as progress and re-scheduling information (see sample below).

Figure 3. Project Master Schedule
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3.3.4 Section 3.4 (Cost Summary)

This section defines the cost baseline and a brief summary of noteworthy topics related to the overall project costs.  Projects are to insert extracted “snapshots” of project cost information as created and documented in the Cost Management Plan.  

DO NOT include the entire schedule, only the summary information identified below that represent the cost baseline.   The diagrams below are only examples to help suggest some types of images that would be useful for this section.

DO NOT merely reference the Cost Management Plan for the Overall project costs. The MPP represents the collection of critical baselines from each of the supporting plans- In this case, the project costs! 

Note: Sections 4.2.2 and 4.4.2 of the MPP will need to include a SYNOPSIS ONLY from the Cost Management Plan regarding how project costs are created and maintained related to the current life cycle situation.

Section 3.4.1 – Cost By Work Categories

The actual picture is not as important as the information being presented.

1.  Identify the Work Breakdown Structure (WBS) or work category order that bounds the work within a defined period of time (e.g. FY 03/04) that is appropriate for the project.  Be sure to clarify what part of the project cost (provided earlier in the Project Overview section) you are defining so the cost totals are consistent.  For projects in M&O, it would make sense to show the work breakdown based on the approved budget year (an annual breakdown). For projects not in M&O, it would make sense to show the work breakdown by OSI life cycle phase and then even breakdowns below each life cycle phase.  Obviously, this takes you beyond the approved budget year.  However, in this case, it makes sense to see the breakout from a larger perspective.

2. The total cost in dollars for the project over the defined period of time (this is the planned amount).

3. The relative magnitude of all the work category efforts compared to the total in terms of 100% (a pie chart)

Figure 4. Cost By Work Categories
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Section 3.4.2 – Cost By Resource Categories

Same as the prior chart except depicted via the resource profile.  Most projects should have similar resource categories as shown here.  Feel free to add additional resources as long as the sum of all the resource $$ equals the project $$ total for the defined time period.

Figure 5. Cost By Resource Categories
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Section 3.4.3 – Cumulative Cost Chart

This chart shows cumulative cost over time for the ENTIRE Project.  Costs by years are more appropriate at this level.

BAC= Budget At Completion represents the total dollar amount that is representative of the defined Project.  It is the ultimate price tag for the project.

Figure 6. Cumulative Cost Chart
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Section 3.4.4 – Cost Chart (by Fiscal Year)

Show the overall cost by month (or quarter) for each of the defined areas.

Baseline = What was planned for BEFORE the start of the effort.

Planned= The plan and re-planning calculations based on a month by month evaluation (most recent estimate)

Actual= The value representative of what actually occurred (historical, reality)

Note:  After an actual occurs, the plan data is irrelevant and should be removed.

Figure 7. Cost Chart by Fiscal Year
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3.3.5 Section 3.5 (WBS Summary)

This section defines the work product baseline and a brief summary of noteworthy topics related to the Work Breakdown Structure (WBS).  Projects are to insert extracted “snapshots” of the WBS Summary as created and documented in the Schedule Management Plan.  

DO NOT include the entire WBS, only the key WBS elements that represent the baseline.   The diagrams below are only examples to help suggest some types of images that would be useful for this section.

DO NOT merely reference the Schedule Management Plan for the WBS. The MPP represents the collection of critical baselines from each of the supporting plans- In this case, the Summary WBS! 

Sections 4.2.14 and 4.4.14 of the MPP will also need to include a SYNOPSIS ONLY from the Schedule Management Plan regarding how the WBS will be created and maintained related to the current life cycle situation.

Note: It is acceptable to have separate WBS summaries (one for the Project Office, and one for the Prime Contract).  However, the Prime Contract WBS must be a subordinate (and stand-alone) component to the Project Office WBS.  DO NOT inter-mix Prime Contractor and Project Office WBS elements nor assign project office resources to prime contractor-generated work products.

I need a few of the suggested types of WBS examples such as: 

--Diagram type (WBS Chart Pro)

--Tabular type (Word Table Format)

--MS Project-type WBS
Table 2. Project Work Breakdown Structure

3.3.6 Section 3.6 (Resources Summary)

Section 3.6.1 – The HHSDC Organization

This section defines the formal organizational chain of command diagram in which the key HHSDC personnel supporting the project officially reside in relation to the official State of California infrastructure. 

DO NOT include informal or implied relationships in this diagram (Those relationships will be addressed in the Project Office Organizational Chart later).

Insert the baseline organizational chart that is created and baselined in the project Staff Management Plan.  The two should be identical.

Include a brief summary of noteworthy topics (as appropriate) to clarify HHSDC Organizational relationship to the project (and visa versa).  

DO NOT merely reference the Staff Management Plan in place of the organizational diagram. 

The organizational chart samples below are only examples to help suggest some types of diagrams that would be useful for this section.

Figure 8. The HHSDC Organizational Chart
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Section 3.6.2 – External Stakeholder Organizations

This section defines the organizations and key decision-making personnel OUTSIDE the HHSDC organization that are identified in the project Communications Management Plan baseline as key stakeholders to the project office (e.g. DGS, DOF, CDSS, etc.).  The table should merely be a copy of what already exists in the Communications Management Plan.

Include a brief summary of additional noteworthy topics (as appropriate) to clarify external HHSDC relationship to the project (and visa versa).  DO NOT merely reference the Communications Management Plan in place of this table nor repeat verbatim every word in it.

Sections 4.2.3 from the MPP will also include a SYNOPSIS from the Communications Management Plan regarding how the organizational entities are initiated, established, assigned, and baselined via applicable Interagency Agreements (IAs) and Governance Plans, and so on.

The “references” column identified in the table below is designed to identify whether there is a “formal” and “binding” agreement established with the other stakeholder groups for the project.  If not, at least reference where documented agreement/expectations are established and to what degree they are binding.

Table 3. Other Stakeholder Organizations

	Organization
	Title
	Responsibilities
	References

	<Organization>


	<Position Title>

<Name>

<phone>

<Email>
	<Explain the key responsibilities and decision-making authorities that clarify who is in charge of what areas>
	<Include the appropriate IA reference / Governance agreements here>

	<Organization>


	<Position Title>

<Name>

<phone>

<Email>
	
	

	<Organization>


	<Position Title>

<Name>

<phone>

<Email>
	
	

	<Organization>


	<Position Title>

<Name>

<phone>

<Email>
	
	

	<Organization>


	<Position Title>

<Name>

<phone>

<Email>
	
	


Section 3.6.3 – The Project Office Organization

This section defines the organizational chart and chain of command diagram that supports the OSI Project Office definition.  Personnel on the diagram are depicted in relationship to how they interact with the Project Manager towards implementing the project.  Insert the baseline organizational chart that is created in the project Staff Management Plan.  The two should be identical.

Include a brief summary of noteworthy topics (as appropriate) to clarify the project’s organizational relationship and chain of command.  

DO NOT merely reference the Staff Management Plan in place of the organizational diagram. 

The organizational chart sample below is only an example to help suggest some types of images that would be useful for this section.  Notice the contrast between the organizational structures of Figures 8 and 9.  Figure 9 represents the necessary chain-of-command relationships from the project/project manager perspective.  These differing perspectives form the basis for the level of rigor required toward defining R&Rs, governance, and IAs.

Formal roles and responsibilities for personnel officially assigned to OSI are documented in the Staff Management Plan.  Formal roles and responsibilities for personnel EXTERNAL to the OSI organization must be summarized in the project Communication Management Plan and applicable IAs / Governance documents.

The combination of Table 3 (Other Stakeholder Organizations) with Table 4 (The Project Office) should provide the reader a simple synopsis of leadership, authority, and decision-making channels for the project.

Figures 10 and 11 below are staff profile diagrams designed to give a visual depiction of the project office staff resource impacts over time.  To the extent that staff resources will fluctuate significantly, the diagram helps the project manager in making the necessary adjustments to management style and signals special attention to the most critical asset to the project, people!  These diagrams are only examples, and should be exact replicas of information already baselined in the Staff Management Plan.

Sections 4.2.6 and 4.4.6 from the MPP will also include a SYNOPSIS from the Staff Management Plan regarding how the OSI project office and key personnel is initiated, established, assigned, and managed.

Figure 9. The Project Office Organizational Chart
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Table 4. The Project Office

	Position
	Title
	Key Roles & Responsibilities
	References

	<Position Title>


	<Name>

<phone>

<Email>
	<Explain the key responsibilities and decision-making authorities for the project office>
	<R&R reference location in the Staff Mgmt Plan>

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	


Figure 10. Project office Staff Profile
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Figure 11. Project Office Labor Hour Summary
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Section 3.6.4 – The Prime Contractor Office

The section is a replica of information provided contractually within the prime contract (typically from the Project Management Plan (PMP)) or by the prime contractor’s Staff Management Plan.  It should provide a succinct breakout of the Chain-of-command structure exclusively within the prime contractor organization. DO NOT merely reference the prime contract or associated deliverables nor include every detail Carte Blanc- SUMMARIZE!

Figure 12 should be a graphical chart showing the prime contractor’s organizational makeup (similar to Figure 9 of the project office).

Figures 13 and 14 are the prime contractor’s staff profiles in the same format as the staff profiles from the project office (Figures 10 and 11).  Insert whatever is contractually obtainable.

Figure 12. Prime Contractor Organizational Chart

<Insert Prime Contractor Organizational Chart here>

Table 5. The Prime Contractor Office

	Position
	Title
	Key Roles & Responsibilities
	References

	<Position Title>


	<Name>

<phone>

<Email>
	<Explain the key responsibilities and decision-making authorities within the Prime Contractor office>
	<R&R reference location in the Prime Contractor Staff Mgmt Plan>

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	


Figure 13. Prime Contractor Staffing Profile

<Insert Prime Contractor Staff Profile Chart here>

Figure 14. Prime Contractor Labor Hour Summary

<Insert Prime Contractor Labor Hour Profile Chart here>

Section 3.6.5 – County Offices

This section defines the organizations and key decision-making personnel specific to county organization (e.g. individual counties or consortia groups) that are identified as key stakeholders to the project office.  The table should merely be a copy 
of what already is baselined in the project Communications Management Plan.

Include a brief summary of additional noteworthy information (as appropriate) regarding county relationship to the project (and visa versa).  DO NOT merely reference the Communications Management Plan in place of this table or repeat verbatim every word in it.

Sections 4.2.3 from the MPP will also include a SYNOPSIS from the Communications Management Plan regarding how the organizational entities/relationships are initiated, established, assigned, and baselined via applicable Interagency Agreements (IAs) and Governance Plans, Memorandum(s) of Understanding (MOUs), and so on.

The “references” column identified in the table below is designed to identify whether there is a “formal” and “binding” agreement established with the counties for the project.  If not, at least reference where documented agreement/expectations are established and to what degree they are binding.

Table 6. County Offices

	County/Region
	Title
	Key Roles & Responsibilities
	References

	<County or Consortia group>


	<Position Title>

<Name>

<phone>

<Email>
	<Explain the key responsibilities and decision-making authorities that clarify who is in charge of what areas>
	<Include the appropriate MOU or Comm Mgmt Plan references>

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	

	<Position Title>


	<Name>

<phone>

<Email>
	
	


Section 3.6.6 – Responsibility Assignment Matrix (RAM)

The RAM chart is a complex matrix that relates each of the managed components of the Work Breakdown Structure (WBS) to the Organizational Breakdown Structure (OBS) of the Project Office.  This matrix is normally large and complex.  Projects should extract the baselined RAM from the project Staff Management Plan and place it in Appendix B for Baselining purposes only.  It is a bit too detailed to be placed entirely in this summary section. 

DO NOT merely reference the RAM.  The image (or even better, an Abode pdf version) must be included in the MPP.

Refer to Appendix B of this tailoring guide and the Staff Management Plan Tailoring Guide for assistance on how to create the project RAM.

3.3.7 Section 3.7 (Procurements / Contracts Summary)

Section 3.7.1 – Consultant Procurements / Contracts

This section consists of a complete summary of active, in-work, or planned procurements that are included as part of the project.  The table below contains sample information to give an idea of the types of information that might be useful.  Projects are free to modify as needed to bring clarity to their unique situations.

Table 7. Consultant Procurements / Contracts

	Purpose / Description
	Term / Value / Vehicle
	References
	Status/ Comments

	This CMAS IT consulting contract supplements project office staff in the area of QM. 
	· 2 years, Oct 2004- Sep 2006,

· $200,000

· CMAS
	· RFO: iManage #123

· WBS references: 2.3.1, 4.1.2, 6.9
	· RFO in review by the OSI director. Estimated RFO release is Sep 7, 2004.  

· Estimated contract award is October 1, 2004.

	This MSA IT consulting contract supplements project office staff in the area of CM. 
	· 2 years, Oct 2003- Sep 2005,

· $300,000

· MSA Contract #6-02-180-22

· Best Value Team Inc.
	· RFO: iManage #124

· WBS references: 2.5.2, 2.5.3, 2.5.9

· PO#: HW-12300

· TAP#: iManage 125
	· Sep 2004: Primary consultant being replaced, personnel reasons.


Figure 15 below is similar to the cumulative cost chart of Figure 6 above except that it represents ONLY the consultant contract costs (the sum of all consulting contracts if more than one). BAC= Budget At Completion represents the total dollar amount that is representative of the defined Project.  It is the ultimate price tag for consultants supporting the project.

Baseline = What was planned for BEFORE the start of the effort.

Planned= The plan and re-planning calculations based on a month by month evaluation (most recent estimate)

Actual= The value representative of what actually occurred (historical, reality)

Note:  After an actual occurs, the plan data is irrelevant and should be removed.

Figure 15. Consultant Costs
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Section 3.7.2 – Prime Contractor Procurement / Contract

This section is specific to the procurement of the prime contractor.  If already secured, then provide the contracting baselines/amendments, etc. If not yet secured, identify in the table the strategy for procurement and any other reference material regarding where to go for more information.

It is possible that the Prime Contractor will sub-contract out work.  If this is the case, you may want to identify relevant information related to the sub-contractor as a watch item for potential risk or quality issues.  Include this information in the table below as a separate row.

Table 8. Prime Contractor Procurement / Contract

	Purpose / Description
	Term / Value / Vehicle
	References
	Status/ Comments

	To secure the prime contractor who will build the xyz system and implement it statewide.
	· 9 years

· June 2005 – May 2014.

· $10 million

· Open competition
	· SB 123

· RFP: iManage 1342


	· RFP in preliminary stages only.

	Prime Subcontract: To perform testing of the system.
	· 
	· 
	· Part of the existing Prime Contract

· Will have the QM monitor performance to Quality standards.

· Evaluate subs risks to execution of obligations.


< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Figure 16. Prime Contract Costs
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Figure 17. Sub-Contractor Costs
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Section 3.7.3 – Other Procurements / Contracts

If there are other procurements not already identified above (e.g. hardware, licenses, leases, or other services), identify them here.  A sample of such a case is provided below.

Table 9. Other Contracts
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3.3.8 Section 3.8 (Risks Summary)

This section comes straight from the Risk Management Plan and represents the top risks for the project.  The table below is an output from Risk Radar.  Projects are free to create their own summary.  However, it is important provide meaningful summary of the project’s plans and approach to managing risk.  Risk is a critical topic for the control agencies and must be given highest attention.

Sections 4.2.13 and 4.4.13 of the MPP will summarize the Risk Management approaches (planning and execution) as outlined in the project Risk Management Plan.

DO NOT merely reference the Risk Management Plan or include the entire document.  Summarize! 

Table 10. Summary of Project Risks
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3.4 Section 4 – Project Management Processes

3.4.1 Section 4.1 (Phase Readiness)

Section 4.1.1 – Conducting a Readiness Review

The Readiness Review is the first step in starting a new life cycle phase and gives the project office a chance to adjust the management approach in light of potentially significant phase changes.  While not a complete list of all the things to think about, the items in the MPP template are a suggested minimum to be addressed by the project (and to the greatest extent possible, the BPSG) before getting too far into the project’s next life cycle phase.

· Documentation selection guidance for projects can be found in the Appendix A tailoring guidance using the RAM Chart template (SIDdocs 2532).

· Project Office Tools guidance for projects can be found in the Appendix B tailoring guidance.

· Readiness Review Guidelines (SIDdocs 3143) for the project can be obtained from the Best Practices Website for assisting projects with their readiness reviews.  The guidelines provide assistance in determining when to start a readiness review, and what particular items should be examined depending on the project life cycle phase.  Contact the BPSG for assistance in facilitating a review and for general assistance.

· The Lessons Learned archive is located in the Best Practices iManage repository accessible from the Best Practices website.  Start by using the Consolidated Matrix for lessons learned (SIDdocs 3021) as it provides a running summary of all OSI lessons learned along various lessons learned categories.

· Reassessing project Assumption and Constraint statements is an exercise of reviewing section 2.8 of the MPP (and the Project Charter) to see if they need to be modified.  In most cases, the assumptions and constraints from the last phase are NOT the same as the assumptions and constraints for the new life cycle phase.

· At the conclusion of a readiness review, meeting minutes should be documented and stored in the Phase Readiness Review folder on the OSI iManage Repository accessible via the Best Practices website.  The BPSG is available to assist projects in documenting the readiness review and generating meeting minutes.  Contact your BPSG for assistance.

 Section 4.1.2 – Evaluating Strategic Planning Considerations

Strategic considerations include looking way beyond the now and establishing a vision and direction for the future.  Some of the considerations for strategic planning include:

· Tech Refresh consideration well into the M&O life cycle phases.  How will this be planned for and how will it be implemented?

· What is the long-term strategy for system support?  Will the system always reside at the vendor facility or will there be a need to migrate systems to a Data Center?

· Consider the plans for incorporating Lessons Learned from OSI Best Practices research into long-term planning (e.g. SAWS Change Order Methodology/SW Cost validation).

· Are there plans to integrate systems (e.g. SAWS TA) or plans to find common platforms for differing systems that can be documented for future consideration?

· Is there a future “Roadmap” for the system that is discussed but not documented?  This could be the place for that.

· As the organization matures, this section might also address new business opportunities beyond the current “approved” program.

· Portfolio management is another area of development that will find it’s way into this section as the organization matures.

Section 4.1.3 – Updating the Project Charter

Review and update the Project Charter using the Project Charter Template (iManage SIDdocs 2490) and Tailoring Guide (iManage SIDdocs 3298).

3.4.2 Section 4.2 (Planning for Establishing the Management Baseline)

Section 4.2.1 – Establishing Administrative Management 

The planning items referenced in the Administrative Manual Template (iManage SIDdoc 3193) should be reviewed for applicability, tailoring consideration, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.  Some items to consider are:

· Facility Information

· Computers, Networks, and Equipment

· Project Tools

· Human Resources (Guidelines and Procedures)

· Travel Procedures

The following Management deliverables referenced in the RAM Template (iManage 2532) for this function should also be reviewed for applicability, tailored, and briefly summarized:

· Administrative Manual

· Infrastructure/Facility Plan

· Project Toolset Change Control Process

Section 4.2.2 – Establishing Budget & Cost Management

The following planning items referenced in the Cost Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· State Budget and Accounting Approach

· Cost Management Approach

· Reconciling the State Process to the Project Process

· County Budget Management

· Monitoring the Prime Contractor Costs

· Project Cost Tool

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Approval Document (Federal)- IAPD / IAPD Updates

· Approval Document (Federal)- PAPD / PAPD Updates

· Approval Document (State)- FSR

· Approval Document (State)- SPR

· Budget Document- BCC/BCP

· Cost Management Plan

· County/Local Office Fiscal Processes

· Master Cost Summary

· Travel Budget

Section 4.2.3 – Establishing Communications Management

The following planning items referenced in the Communication Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Escalation- The escalation process defines the steps used to resolve high-risk items that are outside the project manager’s span of control. The process defines what circumstances items are to be escalated, who should be informed, and how the items are tracked until successful resolution. Escalation is usually governed by fixed timeframes, such that if resolution cannot be reached in a set number of days, the item is escalated to the next level of management, who then also has a fixed amount of time in which to decide. The Escalation Process is included or referenced in the Communication Management Plan and/or the Governance Plan.

· Governance- The Governance Plan describes the specific roles and responsibilities of the project and its stakeholders, focusing primarily on authority and decision-making. While some high-level roles and responsibilities are discussed in the Project Charter and/or the Interagency Agreement, the Governance Plan contains the detailed list. For small projects with few stakeholders, this document may be absorbed into the Project Charter or Master Project Plan.

· Issue and Action Item Tracking- This process describes how the project identifies, tracks, and manages issues and action items that are generated throughout the project life cycle. This process is included or referenced in the Communication Management Plan.

· Performance Reviews- Performance reviews are internal reviews of project office (not contractor) performance and status. These reviews are formal and in-person with the OSI Assistant Director and the project team. These reviews are conducted quarterly and typically do not involve the sponsor or contractor.

· Problem Tracking- This process describes how the system-specific concerns (system deficiencies) are identified, analyzed, tracked and ultimately resolved, particularly in the area of the automated system and/or system documentation. Typically, a help desk would collect system problems and manage the eventual resolution. This process EXCLUSIVELY addresses system-related problems. Some system problems may also be considered deficiencies (refer to the Deficiency Management Process).

· Project Status Reporting- Status reports vary in format and purpose, and are targeted to different stakeholder audiences. At this time, there is no defined collection of templates for this area. However, the importance of standardized reporting on project status is vital to project success and is therefore included as a placeholder for future improvements.

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Communication Management Plan 

· Escalation Process

· Governance Plan

· Issue and Action Item Process

· Problem-Defect Tracking Process

Section 4.2.4 – Establishing Configuration Management

The following planning items referenced in the Configuration Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Change Control- This process describes how project baselines will be managed and maintained. Typically, projects will utilize a change/configuration control board (CCB) to identify and track configuration items and their disposition. This process is included or referenced in the Configuration Management Plan.

· Document Management- This document explains the process and how the OSI-defined tool (e.g. iManage) is used to implement the methodology for establishing, maintaining, and modifying the documentation baseline, including version control of project documentation, format and style guides, and records retention and archiving. The Configuration Management Plan references the Document Management Plan.

· Website Management- This document defines how the project website is to be maintained and managed. The Website Management Plan is a subset of the Configuration Management Plan.

· Configuration Item Categorization


· Versioning

· Baseline Classification

· Baseline Security

· Archiving

· Backup and Recovery

· Host System Software Environment

· Document Environment

· Configuration Naming Convention

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Change Control Process

· Configuration Management Plan

· Document Management Plan

· Website Management Plan

Section 4.2.5 – Establishing Contracts Management

The following planning items referenced in the Contract Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Managing Consultant Contracts

· Managing Prime Contractor Contracts

· Deficiency Reporting- This process describes how the contract-specific concerns (deficiencies) are identified, analyzed, tracked and ultimately resolved, particularly in the area of system performance, contract services, contract terms, and contract deliverables. This process is included or referenced in the Contract Management Plan and Requirements Management Plan. Note: See Problem Tracking/Management for problems specifically related to system performance. There may be some overlap between problems and deficiencies.

· Deliverable Management- This process describes the methodology for the administrative tracking of all contractual deliverables generated by a contractor or consultant. Typical activities include: logging receipt of a deliverable, reviewing the deliverable against its administrative requirements, approving/disapproving deliverable submittals, and the handling of deficiencies with the deliverable. The deliverable management process does not include a qualitative evaluation of the deliverable quality (see Quality Management for this). The deliverable management process is included or referenced in the Contract Management Plan.

· Dispute Resolution- This process defines how disputes related to contracts or governance/project management will be managed. The process allows for disputed items to be tracked and managed through successful resolution. The process is described or referenced in the Governance Plan and/or RFP and appropriate contract.

· Guidance to Vendors (Vendor Handbook)- This document provides contracted vendors with standardized administrative guidance on matters related to their interactions specific to the OSI organization. The vendor handbook is typically referenced in the Contract Management Plan.

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Contract Management Plan

· Deliverable Management Process

· Dispute Resolution Process

· Vendor Handbook

Section 4.2.6 – Establishing Human Resource Management

The following planning items referenced in the Staff Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Organizational Charts- A chart depicting the organization of the project. Note that there are different ways to depict the organization, such as by function (e.g., administration, implementation, quality assurance), by hierarchy (e.g., sponsor, manager, leads, staff), and by staff classification (e.g., DPM, SSM, consultant, etc.).

· Project Office Roles and Responsibilities (R&Rs)

· Project Office Responsibility Assignment Matrix- A matrix that relates the project organization structure to the Work Breakdown Structure (WBS) to ensure all elements of the project scope have been assigned to a responsible individual.

· Project-Specific Training- The Project Training Plan includes training that is unique to the specific needs of the project (e.g. welfare training, unemployment insurance training, etc.) and is determined as the special project need arises. Also refer to the OSI Training Plan for general training requirements for all projects in OSI.

Specific to phase planning, the following activities are established related to the planning for personnel staffing:

· Staffing Estimates

· Staffing Assumptions and Constraints

· Project Organization

· External Project Participants

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Conflict of Interest and Confidentiality Certification

· Position Descriptions

· Project Organizational Chart

· Project Training Plan

· Project Training Worksheet (Baseline)

· Responsibility Assignment Matrix (RAM)

· Staff Management Plan

· Staff Transition Plan

Section 4.2.7 – Establishing Implementation Support

The following planning items referenced in the Implementation Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Backup and Recovery- This process addresses the methods for maintaining system security, system data redundancy, and the restoring of the system in the event of a system failure.

· Business Process Re-engineering (BPR)- The purpose of Business Process Re-engineering (BPR) is to help prepare the users for the new or modified automated system that is being developed. The focus is on understanding and documenting current processes and business needs, and identifying where automation may help. Then the focus shifts to assisting users to modify or use new processes that incorporate the use of the automated system functionality. Training and measuring process effectiveness are important parts of the BPR/BPI effort. The BPR plan addresses how business processes will be modified and changed as a result of a technology innovation resulting from the system acquisition. This plan describes how the BPR effort will be defined and managed. A BPR Plan is only required for large-scale process changes. For minor process changes, the approach may be included in the Implementation Plan.

· Change Leadership- The activities performed to manage organizational changes including organization structure, roles and responsibilities, type of work performed, and management reporting. Focuses more on soft-skills to address personnel concerns and to change organizational culture and perceptions. Contrast this definition with Change Control and Change Management. The Change Leadership Plan describes how people are affected by technology innovation resulting from the system acquisition. This plan addresses how the people/culture will be affected and what steps will be taken to prepare them for the changes, which may include a change in job duties, new job skills, a new management structure, and/or a new method of doing business.

· Process Implementation- A document used to implement large-scale process changes, such as part of a BPR process. The plan describes the approach to implementing, training, monitoring and correcting the new/modified processes in the actual county/local office location(s). For smaller scale process changes, this information may be included in the Implementation Plan.

· Site Preparation- 

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Business Process Re-engineering (BPR) Plan

· Change Leadership Plan

· Data Conversion Plan

· Implementation Plan

· Process Implementation Plan

· Site Preparation Plan

· User Training Plan

· Pilot Test Plan

Section 4.2.8 – Establishing Maintenance & Operations (M&O) Support

The following planning items referenced in the M&O Plan Template 
for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Business Continuity- The Business Continuity Plan describes what actions and decisions are needed to ensure critical business operations will continue in the event of a disaster or facility problem. The plan should discuss who has the authority to initiate the activities described in the plan, which operations should be continued, and how to re-establish the operations.

· Customer Feedback Forums- 

· Help Desk- An organizational unit and function which helps users address problems or questions regarding the use of the system. The help desk attempts to resolve the issue if possible. If the issue cannot be resolved it is escalated to the appropriate organization (e.g., network specialist) or process (e.g., change request process) for resolution. The help desk also assists the project by providing insight into user opinions on the system and by helping to identify problem trends which may point to a need for better training or documentation, or re-design of a system screen or workflow. The prime contractor may be responsible for the help desk (either directly or through a subcontractor) or the project may elect to operate the help desk. Note that there may also be a separate help desk for project office staff, which is operated by the project's IT staff and assists with the problems and questions regarding the project office infrastructure.

· M&O Transition- The M&O Transition Plan addresses how the project office will manage the project once the system is implemented in the production environment. The plan focuses not only on the transition implications when moving into the M&O life cycle, but also on the transition of M&O responsibilities between the prime contractor and the M&O contractor.

· Post Implementation Evaluation Report (PIER)- A PIER is created at the completion of an IT project and describes the results of the project, including actual completion dates and costs, objectives achieved, lessons learned, and corrective actions for any objectives not achieved. The format of the PIER is dictated by DOF.

· System Backup & Restore- 

· System Performance Reporting- 

· System Release Planning and Execution- 

· Technical Refresh Planning and Execution-

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Help Desk Plan

· M&O Plan

· M&O Transition Plan

Section 4.2.8 – Establishing Procurement Management

The following planning items referenced in the Contract Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Verifying the need for a contract

· Assigning a Functional Manager (FM)

· Assigning a State Administrative Manager (SM)

· Developing the Statement Of Work (SOW)

· Soliciting of Proposals

· Evaluating Proposals and Contractors

· Completing the Statement of Work

· Executing the Purchase Order

The following elements are considered when preparing and carrying out procurements:

· Deliverable Expectation Documents (DEDs)- A Deliverable Expectation Document describes the contractor’s proposed approach to preparing a deliverable, including the methodology, format, content and level of detail. This document is prepared by the contractor prior to beginning work on the deliverable and must be approved by the project. 

· Data Item Description (DID)- A Data Item Description describes the specific format, content and level of detail for a contractor deliverable. This document is generally included or referenced in the RFP and is not negotiable. 

· IT Procurement Plan (ITPP)- The ITPP is a DGS mandated document that describes the strategy the project office will use (e.g. firm-fixed price, cost-plus) in procuring goods and services from a vendor. The ITPP is prepared in conjunction with the FSR or initial IAPD. The format of the ITPP is controlled by DGS.  

· Proposal Evaluation Plan- The proposal evaluation plan documents how bidder proposals will be reviewed and evaluated. The selection of the eventual winning bidder will be determined by the guidance and scoring methods defined by this plan. The report describes the results of the proposal evaluation effort, including the identification of the selected bidder. The report summarizes the criteria used, the bidders who responded, the specific scores for each bidder and any preference criteria applied. The DGS Analyst assigned to the procurement coordinates the development of this report, which is forwarded to DGS management for approval.

· Request For Proposal (RFP)- A document used to solicit proposals from the bidding community based on a set of defined requirements. The requirements may be general in nature allowing the bidders to propose a solution and the specific products to be used. The RFP describes the problem requirements, contractual terms, and required format for the proposal responses. The RFP also includes the specific criteria that will be used to evaluate the received proposals. The project works with DGS to ensure the RFP meets all appropriate state guidelines and regulations.

· Statement Of Work (SOW)- The SOW describes the specific tasks, activities and deliverables the contractor will provide to the project. The SOW is used with some type of contract vehicle to establish binding responsibility for the work to be performed. An SLA may be included or referenced by the SOW, if appropriate.

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Information Technology Procurement Plan (ITPP)

· Proposal Evaluation Plan (Primes Only)

Section 4.2.10 – Establishing Project Management

The following planning items referenced in this MPP Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· M&O Charter-

· Project Charter- A formal document that describes the purpose, expected outcomes, and high-level approach to the project. The charter is used to confirm expectations with the sponsor and stakeholders and to formally authorize the project.

· Project Concept- A brief statement summarizing the purpose, approach, necessary resources, risks, and impacts of a proposed project/initiative. Executive management uses the concept statement to determine if the proposed project/initiative can be successful based on current resource availability, skill sets and timelines. If approved, the concept statement is used to create the Project Charter.

· Project Strategic Plan- 
The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· M&O Charter (for systems in the M&O life cycle)

· Master Project Plan (M&O Re-Procurements Only)

· Master Project Plan (New System Acquisition and M&O)

· Project Charter (M&O Re-Procurements Only)

· Project Charter (New System Acquisition and M&O)

· Project Concept

· Project Strategic Plan

Section 4.2.11– Establishing Quality Management

The following planning items referenced in the Quality Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Metrics- The Metrics Plan describes how measurements will be identified, collected, and analyzed to ensure quality goals (including management and system goals) are being accomplished. The Metrics Plan is usually included or referenced in the Quality Management Plan.

· Process Improvement- The Process Improvement Plan describes how the project will tailor and administer the OSI mandates for continuous process improvement to project-specific conditions. The OSI PMO coordinates process improvement initiatives at the OSI-level. The Process Improvement Program is typically described as a section within the Quality Management Plan.

· Test Strategy- The Test Strategy is used to help the project office clarify expectations with the user and sponsor (and contractor) regarding their obligations in the testing and acceptance of the new system in the user environment. The prime contractor may also prepare a Master Test Plan (as part of the contract) that describes their approach to all testing phases and the activities for which they are responsible.

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Metrics Process

· Process Improvement Plan

· Quality Management Plan

· Test Strategy

Section 4.2.12 – Establishing Requirements Management

The following planning items referenced in the Requirements Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· Interface Management Plan- 

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Interface Management Plan

· Requirements Management Plan

Section 4.2.13 – Establishing Risk Management

The following planning items referenced in the Risk Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Risk Management Plan

Section 4.2.14 – Establishing Schedule & Work Plan Management

The following planning items referenced in the Schedule Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what this function will consist of and how the project will manage this function for the current life cycle phase.

· County/Local Office Implementation Workplan Templates- 

· Project Master Schedule- The high-level schedule that summarizes all the efforts required for implementing the project. It includes (generally by reference) the milestones and key activities of the prime contractor and any consultants. It may also include milestones and key activities from the counties/local offices. The master schedule focuses on dependencies and critical path.

· Work Breakdown Structure (WBS)- A product or deliverable-based grouping of project work that defines the scope of work for the project. The WBS does not identify organization or responsibility, nor does it describe dependencies between products.

Specific to phase planning, some topics include:

· Project Concept Approval

· Work Breakdown Structure


· Activity Definitions

· Activity Dependencies and Sequencing

· Activity Duration Estimates


· Skills and Resource Estimates

· Project Estimation Techniques

· Establishing the Schedule Baseline

· Developing the Project Workplans

The following Management deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· County/Local Office Implementation Workplan Templates

· Project Master Schedule / Updates

· Schedule Management Plan

· Work Breakdown Structure (WBS)

3.4.3 Section 4.3 (Planning for Staffing the Project Office)

Section 4.3.1 – Establishing the Administrative Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Chief Administration Officer

· Project Planner / Scheduler

· Business Services Officer

· Human Resources Support Officer

· Project Librarian

· Configuration / Change Manager

· Chief Financial Officer

· Financial Analyst

· Information Technology Manager

· Project Help Desk Staff

· Project Network Administrator

· Project Toolset Developer / Maintainer

· Project Webmaster

· Office Support

Refer also to the projects RAM Chart (based on the OSI RAM Chart Template) to determine the appropriate work products for this team. 

Section 4.3.2 – Establishing the Application Support Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Application Support Manager

· Application Support Systems Engineers, Subject Matter Experts and User Representatives

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.3 – Establishing the Customer Support Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Customer Service Manager

· Customer Communications Representative

· Customer Support Manager

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.4 – Establishing the Contract Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Consultant Contract Manager

· Prime Contract Manager

· Deliverable Monitor

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.5 – Establishing the Implementation Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Implementation Manager

· Business Process Coordinator

· Data Conversion Manager

· Infrastructure Coordinator

· User Training Manager

· User Oversight Manager

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.6 – Establishing the Operations Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Operations Manager

· Production Control Manager

· Production Control System Administrator

· Production Control Security Administrator

· Production Control Change Manager

· Production Control Data Technician

· Technical Support Manager

· Technical Support Data Technician

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.7 – Establishing the Procurement Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Procurement / RFP Manager

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.8 – Establishing the Project Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Project Manager

· Assistant Project Manager(s)

· Executive Assistant

· Risk Manager

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.9 – Establishing the Quality Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Quality Manager

· Process Auditor

· Process Improvement Manager

· Metrics Manager

· Verification Systems Engineer

· Verification Subject Matter Expert and User Representatives

· Test Manager

· Test Engineer

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

Section 4.3.10 – Establishing the System Engineering Manager & Team

The following staff positions referenced in the Staff Management Plan Template (and BP website – Role by Phase Matrix) for this team should be reviewed for applicability, tailored, and summarized.  The summary should describe what this team will be responsible for and how the team will be organized for the current life cycle phase.

· Systems Engineering Manager

· Requirements Manager

· Interface Manager

· Subject Matter Experts and User Representatives

· System Architect

Refer to the project RAM Chart created from the RAM Chart Template to determine the appropriate work products for this team. 

3.4.4 Section 4.4 (Phase Tracking & Change Control)

Section 4.4.1 – Tracking Administrative Functions

The following tracking and execution items referenced in the Administrative Manual Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ???
The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Admin Support

· IT Support

· Asset & Inventory List

· License & Warranty List

· New employee orientations / supplies

· Other Administrative-related activities

· Property Transfer Reports

· Records Destruction List

· Records Transfer Reports

Section 4.4.2– Tracking Budget & Cost

The following tracking and execution items referenced in the Cost Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· Project Labor Hour Tracking

· Consultant Costs and Labor Hours Tracking

· Overall Cost Tracking

· Cost Reporting and Metrics

· Cost Variances

· Cost Re-Planning

· Cost Re-Baselining

Refer also to the Cost Management Plan, Section 5 for instructions for reconciling the State process to the project process along the following areas:

· Budgeting and Cost Baseline

· Attendance Tracking and Time Reporting

· Invoice Processing

· Budget Changes and Cost Control

· Reconciliation

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Budget/Cost Tracking, Updates, & Reporting

· Budget submissions/hearings/State & Federal reporting

· County Reimbursements/Tracking

· Invoice review/Payment Approval (Prime & Consultants)

· Other Budget/Cost-related activities

· Post Implementation Evaluation Report (PIER)

· State staff attendance tracking / Time Reporting

· Travel reimbursements/Tracking

Section 4.4.3– Tracking & Monitoring Configurations

The following tracking and execution items referenced in sections 5 and 6 of the Configuration Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· Documentation Support (setup, maintenance, reconciliation) / Document Control

· PM Control Board (PMCB) Meetings/Minutes (including Changes to Management Plans, Changes to the Business Requirements, Changes to Project Schedule Baselines, Changes to Project Cost Baselines, Changes to Project Quality Standards, Change Control Board (CCB) Activities, System Software Control, Data Control, Interface Control, Subcontractor/vendor Control)

· Change Request Submissions

· Detailed Flow Diagrams and Procedures

· Configuration Security

· Configuration Status Accounting

· Configuration Auditing

The following tracking and execution items referenced in sections 6 of the Requirements Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced and/or performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· Integration With Change Management and Other Processes

Change Request Process

Deficiency Tracking Process

Document Control Process

Project Change Manager

Configuration Management

· Requirements Reviews

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Configuration Control Board (CCB) Meetings/Minutes

· Documentation Support (setup, maintenance, reconciliation)

· Other CM-related activities

· PM Control Board (PMCB) Meetings/Minutes

· Website Support (setup, maintenance, upgrades)

Section 4.4.4– Tracking & Monitoring Communications

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Issue and Action Item Tracking

· Other Communications-related activities

· Performance Review Presentations

· Problem Defect Tracking

· Project Status Reporting / Project Status Reports

The following tracking and execution items referenced in sections 5 and 6 of the Communications Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ?????

· ?????
Section 4.4.5– Monitoring Contract Performance

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Consultant Contract Amendments / Dispute Resolution

· Consultant Contract Deliverable Review / Approval

· Consultant TAPs / Monthly Status Reports / Final Report

· Contractor Evaluations (DGS STD Form 4)

· Data Center Contract Amendments / SLA modifications

· Data Center Contract Deliverable Review / Approval

· Other Contract Mgmt-related activities

· Prime Contractor Contract Amendments / SLA modifications

· Prime Contractor Contract Deliverable Review / Approval

· Prime Contractor Contract Dispute Resolution/ Withholds

· Prime Contractor Work Authorization Review/Approval

The following tracking and execution items referenced in the Contract Management Plan Template (for the Prime Contractor) for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· Prime Contractor Contract Amendments / SLA modifications

· Prime Contractor Contract Deliverable Review / Approval

· Prime Contractor Contract Dispute Resolution/ Withholds

· Prime Contractor Work Authorization Review/Approval

The following tracking and execution items referenced in the Contract Management Plan Template (for the Consultants) for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· Consultant Contract Amendments / Dispute Resolution

· Reasons for a Contract Change

· Enacting a Contract Change

· Consultant Contract Deliverable Review / Approval

· Contract Tracking Tools

· Contractor Orientations

· Status Reporting

· Contractor Deliverables

· Replacing Contractor Staff

· Invoice Processing

· Consultant TAPs / Monthly Status Reports / Final Report

· Contractor Evaluations (DGS STD Form 4)

The following tracking and execution items referenced in the Contract Management Plan Template (for Data Center Support) for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· Data Center Contract Amendments / SLA modifications

· Data Center Contract Deliverable Review / Approval

· Other Contract Mgmt-related activities

The following tracking and execution items referenced in section 7 of the Cost Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????

The following tracking and execution items referenced in section 5 of the Schedule Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????

Section 4.4.6– Acquiring and Servicing Project Staff

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Other HR-related activities

· Project Team Orientations / Staff Training

· Staff Transition-In / Transition-Out activities

· State Staff Acquisition (solicitation, interviews, selection)

· Training requests / training records maintenance

The following tracking and execution items referenced in section 2 of the Staff Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· State Staff Acquisition (solicitation, interviews, selection)

· Consultant Acquisition

· Transition-In / Transition-Out Approach

· Project Orientations

· On-going Training for Staff 

· Staff Tracking and Management (including Training requests / training records maintenance)

The following tracking and execution items referenced in the Project Training Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????

Section 4.4.7– Executing and Tracking Implementation Support Functions

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· BPR Implementation /Support

· Change Leadership Implementation / Support

· County/Local Office Implementation/Readiness Guide(s)

· County/Local Rollout Support / Evaluation Reports

· Current Process Analysis Report

· Future System Approach (To-Be Analysis)

· Other Implementation-related activities

· Pilot Rollout Support / Evaluation Report

· Policy Impact Analysis

· Process Gap Analysis

· Travel (related to implementation support)

· User Training (Prep, conduct, and post-review)

The following tracking and execution items referenced in the Implementation Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????
Section 4.4.8– Executing and Tracking M&O Support Functions 

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Business Continuity/ Disaster Recovery Execution

· Business Continuity/ Disaster Recovery Plan (System)

· Customer Feedback Forums/Reports

· Help Desk Support / Reports

· M&O Transition Support

· Other M&O-related activities

· System Backup and Restore Execution

· System Backup and Restore Plan

· System Performance Reports

· System Release Planning/Execution

· Technical Refresh Planning/Execution

The following tracking and execution items referenced in the M&O Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????
Section 4.4.9– Project Management Tracking & Oversight

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Other PM-related activities

· Project Tracking & Oversight

Section 4.4.10– Executing & Monitoring Procurements

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Consultant Statement of Works (SOWs)

· Consultant Proposal Evaluations/Report / Contract Baseline

· Data Center Statement of Works (SOWs)

· Data Center Proposal Evaluations/Report / Contract Baseline

· Other Procurement-related activities

· Inter Agency Agreement (IA or IAA)- Baseline

· Memorandum of Understanding (MOU)- Baseline

The following tracking and execution items referenced in the ITPP Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????
The following tracking and execution items referenced in section 3 of the Contract Management Plan Template (for consultants) for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

· ????

· ????
Section 4.4.11– Implementing and Tracking Quality

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Lessons Learned

· Metrics Collection, Analysis, and Reporting

· Milestone Reviews (Formal Technical)

· Other QM-related activities

· Project Process Reviews /Improvement Implementation

· OSI Compliance Assessments/ CAIP

· Sponsor IV&V responses

· Testing Support / User Acceptance Testing/Planning)

The following tracking and execution items referenced in the Quality Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

SA-CMM Assessments with the BPSG

OSI Policy Compliance with the BPSG

Project Office Documentation Evaluations

Project Office Process Development & Improvement Support

Formal Project Management Reviews

Project Management Metrics/Performance Reporting

Interfacing with Sponsor-directed IV&V Tasks

RFP support for establishing contractual quality expectations

Prime Contractor Documentation Deliverable V&V

System Requirements V&V

Formal Reviews & Audits (Go/No-Go Decisions)

System Metrics/Performance Reporting

Technical Process Improvement Analysis

System/Regression Testing V&V

User Acceptance Test Planning & Test Support
Section 4.4.12– Developing and Tracking Requirements

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Concept Of Operations (ConOps)

· Deficiency Tracking

· Interface Requirements Document (IRD)

· Other Requirements Mgmt-related activities

· Requirements Traceability Matrix (RTM)

· Requirements Validation / Traceability

· System Requirements Specification (SysRS)

· Technical Studies / Analysis & Recommendations

The following tracking and execution items referenced in the Requirements Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

????

????
Section 4.4.13– Tracking and Responding to Risks

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· Other Risk Mgmt-related activities

· Risk Identification / Analysis / Prioritization

· Risk Mitigation implementation

· Risk Reviews and Reporting

The following tracking and execution items referenced in sections 3 through 5 of the Risk Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

Monitoring Trigger Events

Executing Action Plan(s)

Updating Project Risk Database (PRD) with Action Plan Status

Reporting Risk Status

Reviewing Changes to Risk Profiles and Action Plans

Retiring Risks

Periodic Status Meetings

Reporting Lessons Learned on Risks

Escalating Risks

Oversight of Prime Contractor’s Risks

Prime Contractor Participation in Risk Management

Participation in Division-level Risk Processes

Section 4.4.14– Executing and Tracking Schedules & Work Plans

The following Tracking & Execution deliverables referenced in the RAM Template for this function should be reviewed for applicability, tailored, and briefly summarized.

· County/Local Implementation Work Plans

· County/Local Schedule/workplan Reviews

· Other Sched/Work Plan-related activities

· Prime Contractor Schedule Reviews

· Project Work Plans / Updates

The following tracking and execution items referenced in sections 3 and 4 of the Schedule Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

Overseeing county schedules

County Implementation Work Plans/Reviews

Project Office Work Plans/Reviews

· Reporting Workplan Status


· Comparing Workplan Status Reports to Timesheets

· Updating the Schedule based on Workplan Updates

· Types of Changes to the Project Schedule

· Changing the Schedule Baseline

· Changing the Workplans

· Schedule and Workplan Change Supporting Materials


· Monthly Project Reports

· Monthly Metrics and Trend Analysis

· Schedule Oversight Reports

Monitoring Prime Contractor Schedule

3.4.5 Section 4.5 (Phase Close-Out & Lessons Learned)

Section 4.5.1– Conducting Formal Lessons Learned

The Lessons Learned archive is located in the Best Practices iManage repository accessible from the Best Practices website.  There are many samples of reports that can be used to get the project started.  Upon completion of the Lessons Learned Report, the BPSG will post the findings on the BP website and include findings in the Consolidated Matrix for lessons learned (SIDdocs 3021).

Section 4.5.2– Closing Out Contracts  

The following close out items referenced in the Contract Management Plan Template (for the prime contractor) for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what actions will be taken by the project office in performing close out for each of the items below (as applicable).

Contract Final Reports

Contractor Evaluation

Invoices and Disencumbering Funds

Archiving Contractor Records

The following tracking and execution items referenced in the Contract Management Plan Template (for consultants) for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what actions will be taken by the project office in performing close out for each of the items below (as applicable).

Contract Final Reports

Contractor Evaluation

Invoices and Disencumbering Funds

Archiving Contractor Records

Section 4.5.3– Closing Out the Project Office

The following tracking and execution items referenced in section 2 of the Staff Management Plan Template for this function should be reviewed for applicability, tailored, and summarized.  The summary should describe what will be produced / performed during project execution and how this function’s efforts will be tracked and monitored for the current life cycle phase.

Transition-Out Approach

Transition to Other Projects/Organizations

Replacement of Staff

Transition at Project Completion

Conduct a post mortem debriefing of project personnel

Capture project metrics in the business projects database

Archive documentation that will no longer be needed in the upcoming life cycle phase.

4 Tailoring- Initiation & Planning Life Cycle Phase

There is no MPP created during the Initiation life cycle phase because a formal project has not yet been established. However, refer to the Best Practices Website for guidance on how to prepare the Project Concept document (a precursor to the Project Charter and the MPP).  

Refer to Section 3 of this Tailoring Guide for instructions on creating the MPP for the first time. 

Use the following information to add “Planning Phase” emphasis to specified sections of the MPP.

4.1 Section 4.1 – Phase Readiness

Section 4.1.1 (Conducting a Readiness Review)

Because the Initiation phase is not as easily defined and planned for, it is important to include as part of the Lessons Learned (from the initiation phase just finished), a discussion on the Initiation Milestones identified on the BP website. Discussion should include such questions as:

· Was the guidance provided on the website helpful and useable?  

· Were the steps outline actually followed or did the project initiation happen in a different way?

Milestone 1 - Management Approval of the Project Concept

Milestone 1 is complete when executive management and project stakeholders have approved the project concept, thus initiating it as an official project.

Milestone 2 - Funding Approval for the Project

Milestone 2 is complete when federal and state approvals have been received for the PAPD/FSR and BCP, the Sponsor has pledged commitment to the project and their role, and the stakeholders have pledged their commitment to the project.

Section 4.1.2 / 3.2 (Strategic Planning)

4.2 Sections 4.2/4.4 – Planning & Tracking

Section 4.2.1 / 4.4.1 (Administrative Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Sections 4.2.1 (Establishing Admin Mgmt) and 4.4.1 (Tracking Administrative Functions) should be prepared together.  During the planning phase, the office infrastructure is being defined, and established.  Document the approach in these sections and any loose ends that will be completed during the next life cycle phase (as needed).

There is no tailoring guide for the Administrative Manual. The information does not change significantly between phases. For phase updates, the project should revisit the Administrative Manual template and the project Admin Manual for the most current version. 

 Section 4.2.2 / 4.4.2 / 3.4 (Budget and Cost)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

During the Planning phase, the Cost Management Plan is created for the first time. A summary of the actual costs and budget are included in the Cost Summary section of the Master Project Plan (MPP). A summary of the budget is also included in the Project Charter and the PAPDU. The Interagency Agreement and Memoranda of Understanding are created and updated and the travel budget is established and updated annually. 

The Cost Management Plan also focuses on how the project will implement the OSI methodology for cost management and specific responsibilities for the state budget and accounting responsibilities (project vs. HHSDC vs. sponsor). 

Section 3.4 (Cost Summary), Section 4.2.2 (Establishing Budget/Cost Management), and Section 4.4.2 (Tracking Budget & Cost) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing Costs documented in the project Cost Management Plan. Refer to the Cost Management tailoring guide for more information on developing the initial Cost Management Plan.

Note:  For a typical project, it is recommended that the Cost Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a Cost Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.3 / 4.4.3 / 3.6.2 / 3.6.5 (Communications Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

During the Planning phase, the Communication Management Plan is created for the first time. Refer to Communications Management Template for instructions on creating the initial plan. 

The Communication Management Plan focuses on how the project will implement the OSI communication management methodology.  This document identifies the known, periodic communications. Informal, ad hoc communications are not listed. 

Section 4.2.3 (Establishing Communications Mgmt), Section 4.4.3 (Tracking & Monitoring Communications), Section 3.6.2 (External Stakeholder Organizations), and Section 3.6.5 (County Offices) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project communications as documented in the project Communications Management Plan.

Note:  For a typical project, it is recommended that the Communications Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.4 / 4.4.4 (Configuration Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Configuration Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.4 (Establishing Configuration Mgmt), and Section 4.4.4 (Tracking Project Configurations) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project configurations as documented in the project’s Configuration Management Plan.

Note:  For a typical project, it is recommended that the Configuration Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.5/4.4.5 / 4.2.9/4.4.9 / 3.6.4 / 3.7 (Procurement/Contract Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination (both for Contract Management and Procurement Management). 

During the Planning phase, the Contract Management Plan (for consultants) is created for the first time. Refer to the Contract Mgmt Plan (for consultants) Tailoring Guide for instructions on creating the initial plan. Typical contracts during this phase include consultant services for the project office and special analyses and reports. 

There is no Prime Contract Management Plan created during this phase because a prime contract does not yet exist. 

Section 4.2.5 (Establishing Contract Mgmt), Section 4.4.5 (Monitoring Contractor Performance), Section 4.2.9 (Establishing Procurement Management), Section 4.4.9 (Executing and Monitoring Procurements), and Section 3.7 (Procurement/Contract Summary) of the MPP should all be prepared together, and with the intent of summarizing the completed strategy for managing: 

1) Project procurements as documented in the project’s IT Procurement Plan (ITPP), and 

2) The management of consultant contracts as documented in the project’s Consultant Contract Management, and 

3) The management of the prime contractor contract as documented in the Prime Contract Management Plan (not applicable in the planning phase).

Note:  There is no consolidation of management plans allowed for streamlined projects for contract/procurement management.

Section 4.2.7 / 4.4.7 (Implementation Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Implementation Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.7 (Establishing Implementation Management), and Section 4.4.7 (Executing & Tracking Implementation Support Functions) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project implementation (if known).

Note:  For the Planning and Procurement life cycles, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely. After the Procurement life cycle phase, there is no consolidation of the Implementation Management Plan into the MPP allowed for streamlined projects.

Section 4.2.8 / 4.4.8 / 2.4 (Maintenance & Operations Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Depending on the type of development model used to implement the system (e.g. a multi-county, with a phased release), it is conceivable that the project would be operating in three life cycles simultaneously (development, implementation, and M&O).  This possibility should be discussed in Section 2 of the MPP as well as in the sections 4.2.8 and 4.4.8.

Because the MPP will become the M&O Plan (called the MPP for the M&O Phase) when the project moves into M&O, section 2 of the MPP should be used to reference M&O-specific processes, and guidance as M&O approaches.

The planning phase is a bit early to do much more than outline the M&O strategy in Section 4.2.8 (Establishing M&O Support), and Section 4.4.8 (Executing & Tracking M&O Support Functions) of the MPP.  Prepare these two sections together.

Some things to consider:

· Who will manage the system during M&O? Prime contractor, state, or both?

· What kind of procurement strategy will need to be crafted to ensure the proper implementation of the M&O strategy?

· What level of documentation is being required from the prime contractor to support the M&O strategy chosen by the state?

· How will tech refresh/replacement considerations be worked into the M&O approach?

· What mechanisms will be in place to allow for a competitive prime contractor replacement when the M&O contract expires?  Is there a strategy for this?

· Will the state data center be the support environment for the target system or will the prime contractor house the system?  What is the strategy?

· Will the state train employees to become proficient on the system for M&O and how will the prime contractor be motivated to make this successful?

<This section needs lots of work.  The MPP tailoring guide is the only source for M&O guidance outside the BP website>

Section 4.2.10 / 4.4.10 (Project Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.11 / 4.4.11 (Quality Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Quality Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.12 / 4.4.12 (Requirements Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Requirements Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.13 / 4.4.13 / 3.8 (Risks Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.13 (Establishing Risk Mgmt), Section 4.4.13 (Tracking & Responding to Risks), and Section 3.8 (Risk Summary) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project risks as documented in the project’s Risk Management Plan.

Note:  It is recommended that the Risk Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

The following are typical sources of risks during the Planning phase. 

· Lack of resources to establish the project office

· Conflicting expectations of project outcome

· Mandated deadlines do not allow sufficient planning activities

· Staff do not possess necessary or desired skill sets

· Inconsistent levels of commitment from executive management and/or sponsor

· Changes in administration, sponsor or executives jeopardize support for the project

· The procurement strategy for the project is not clear or undecided

Section 4.2.14 / 4.4.14 / 3.3 / 3.5 (Schedule & WBS Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Schedule Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.14 (Establishing Schedule and Work Plan Mgmt), Section 4.4.14 (Executing & Tracking Schedules and Work Plans), Section 3.3 (Schedule Summary), and Section 3.5 (WBS Summary) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project schedules and work plans as documented in the project’s Schedule Management Plan.

Note:  It is recommended that the Schedule Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

Update the Master Schedule to include specific details for accomplishing these three critical milestones.  Makes sure to add these milestones to the milestone summary. 

Milestone 1 - Staff and Infrastructure in Place

Milestone 1 is complete when the project has acquired the necessary staff for planning and procurement activities, and the project and network infrastructure have been put in place.

Milestone 2 - Staff and Stakeholder Accountability in Place

Milestone 2 is complete when project stakeholders have approved the project approach, roles and responsibility, governance structure, and signature authorities.

Milestone 3 - Project Plans and Processes Approved

Milestone 3 is complete when the project has an approved ITPP, and the project office plans and the Project Manager has approved processes.

Review the milestone checklist items from the BP website (accessible by clicking on the “By Function-Phase” link and then the “Planning” link.  These checklist items will assist in focusing attention on critical gates for the Planning phase. 

For the Master Schedule, only perform long-term analysis for the future life cycle phases with particular attention to building details for the planning phase.  Rationale: The future (beyond the current life cycle phase) can be very unpredictable, so don’t over-expend energy in the creation of detailed schedule information that is likely to be redone later. Refer also to the BP Website for phase-specific considerations related to schedule and work planning.

4.3 Sections 4.3 / 4.2.6 / 4.4.6 / 3.6 – The Project Office Staff

Section 4.3 (Planning for Staffing the Project Office), Section 4.2.6 (Establishing Human Resource Mgmt), Section 4.4.6 (Acquiring & Servicing Project Staff), Section 3.6.1 (HHSDC Organization), Section 3.6.3 (Project Office Organization), and Section 3.6.6 (RAM Chart) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project resources as documented in the project’s Staff Management Plan.

Note:  It is recommended that the Staff Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

Sections 4.3.1 through 4.3.10 (Project Office R&Rs)

Review and incorporate the “Roles and Responsibilities” checklist from the BP website By Role-Phase Matrix for each of the ten OSI Roles (e.g. Administrative Manager & Team). 

During this phase, the project staff are formally assigned. The following are the typical roles for the phase (Refer also to the Staff Management Tailoring Guide).  

	New Staff
	New Staff

	Project Manager
	Project Librarian

	Assistant Project Manager
	Chief Financial Officer

	Executive Assistant
	Consultant Contract Manager

	Legal Counsel
	IT Manager

	System Architect
	Systems Engineering Manager

	Chief Administrative Officer
	Requirements Manager

	Project Planner/Scheduler
	Quality Assurance

	Business Services
	Implementation Manager

	Human Resources Support
	Operations Manager

	Procurement Manager
	Deliverable Monitor

	Project Toolset Developer
	Webmaster


Sections 4.2.6 / 4.4.6 (Planning & Servicing Project Office Staff)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to the Human Resource Management function-phase combination. 

Refer also to the Staff Management Plan Tailoring Guide for additional suggestions on typical activities performed for Human Resources Mgmt during this phase.

Sections 3.6.1 / 3.6.3 / 3.6.6 (The Project Org Chart & RAM Chart)

Refer to the Staff Management Plan Tailoring Guide for information on how to prepare the Project Org Chart and RAM Chart for this phase.

5 Tailoring- Procurement Life Cycle Phase

The primary purpose of project management during this phase is the development of the RFP, including proposal evaluations, vendor selection, and eventual contract award.  The project team will be heavily involved with the develop the project management requirements for the RFP, participating in the proposal evaluations, working with DGS, coordinating the completion, submission and approval of IAPDU and/or BCP documents.  Therefore, the MPP must reflect the management approach for this massive procurement effort from start through contract award.  

The following describes considerations and guidance for updating specific sections of the MPP for the Procurement life cycle phase.

5.1 Section 1 – Introduction

Section 1.3 (References) 

Document locations could possibly change with the creation of an RFP Office.  Verify location of project artifacts with what is identified in the MPP.

With the creation of the procurement project, most of the management plans will need to be updated to reflect a change of focus, namely the RFP creation- check to verify the correct version numbers on the documentation table.

Tools for tracking the RFP requirements will be unique to this life cycle phase.  Don’t forget to add this into the list of tools.

Section 1.4 (Acronyms)

Acronyms will most likely change from Planning to Procurement.  Run a quick check through the document to validate unused acronyms and the creation of new acronyms.  Remember; only identify an acronym if it is explicitly sited in the MPP document.  A more general list of acronyms is available on the Best Practices Website.

Section 1.5 (MPP vs PMP)

This section is just informational to clarify the difference between the project office project management duties (the MPP) and the Prime Contractor project management duties (PMP).  Make sure this is a requirement in the RFP document.

Section 1.6 (Updates to the MPP)

Update Figure 1. OSI Life Cycle Designation to reflect the project in the Procurement life cycle.

5.2 Section 2 – Phase-Specific Focus

This section of the MPP is reserved to outline strategies and specific details for the project specific to the OSI Life Cycle phase.  Because the phase-specific focus is so unique, the MPP outline for this section will vary significantly from project to project.

5.3 Section 3.1 – Project Description

Revise this section to discuss the plans for the acquisition of a Prime Contractor and a brief summary of the system.  Reference the Project Charter (or other source) for a more complete overview of the project and the system.   Keep this section brief and concise.

5.4 Section 4.1 – Phase Readiness

Section 4.1.1 (Conducting a Readiness Review)

Section 4.1.2 / 3.2 (Strategic Planning)

5.5 Sections 4.2/4.4 – Planning & Tracking

Section 4.2.1 / 4.4.1 (Administrative Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Review Sections 4.2.1 (Establishing Admin Mgmt) and 4.4.1 (Tracking Administrative Functions) to make sure they are still valid as written.  Update as needed to fit the current life cycle situation.  

There is no tailoring guide for the Administrative Manual. The information does not change significantly between phases. For phase updates, the project should revisit the Administrative Manual template and the project Admin Manual for the most current version. 

Section 4.2.2 / 4.4.2 / 3.4 (Budget & Cost)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 3.4 (Cost Summary), Section 4.2.2 (Establishing Budget/Cost Management), and Section 4.4.2 (Tracking Budget & Cost) should be prepared together, and with the intent of summarizing the completed strategy for managing Costs documented in the project Cost Management Plan. Refer to the Cost Management tailoring guide for more information on updating the Cost Management Plan for this life cycle.

Note:  For a typical project, it is recommended that the Cost Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a Cost Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

During the Procurement phase, the project continues to refine estimates for the project, particularly once a prime contractor has been selected. The overall cost and budget/accounting process is generally the same, though the participants and reporting may change. The IAPD is created and updated, and a Section 11 notification may be needed to inform the Legislature and DOF of the negotiated prime contract cost.

The project works to develop estimates for the M&O phase of the project based on the project and procurement strategies and the winning bidder’s proposal. If appropriate, the project begins developing processes and procedures for county/local office funding management. 

Section 4.2.3 / 4.4.3 / 3.6.2 / 3.6.5 (Communications Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The primary focus is to address risks to the procurement effort and ensure users and stakeholders are kept adequately apprised of current status. During the procurement phase, there is a greater emphasis placed on confidentiality and “need-to-know” to avoid compromising the procurement. 

Section 4.2.3 (Establishing Communications Mgmt), Section 4.4.3 (Tracking & Monitoring Communications), Section 3.6.2 (External Stakeholder Organizations), and Section 3.6.5 (County Offices) of the MPP should be reviewed and updated together, and with the intent of summarizing the revised strategy for managing project communications as documented in the updated project Communications Management Plan.

Note:  For a typical project, it is recommended that the Communications Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.4 / 4.4.4 (Configuration Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Configuration Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.4 (Establishing Configuration Mgmt), and Section 4.4.4 (Tracking Project Configurations) of the MPP should be updated together, and with the intent of summarizing the updated strategy for managing project configurations as documented in the project’s Configuration Management Plan.

Note:  For a typical project, it is recommended that the Configuration Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.5/4.4.5 / 4.2.9/4.4.9 / 3.6.4 / 3.7 (Procurement/Contract Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination (Both for Contract Management and Procurement Management). 

The primary focus is to address contracts for consultants assisting with the Request for Proposal and procurement of the prime contractor. The process is generally the same as from the prior phase. 

During the end of the Procurement phase, the Prime Contract Management Plan is created for the first time in preparation for the prime contractor’s arrival at the start of the Development phase. Refer to the Contract Management Plan Template (for Prime Contractors) for instructions on creating the initial plan. 

Section 4.2.5 (Establishing Contract Mgmt), Section 4.4.5 (Monitoring Contractor Performance), Section 4.2.9 (Establishing Procurement Management), Section 4.4.9 (Executing and Monitoring Procurements), and Section 3.7 (Procurement/Contract Summary) of the MPP should all be prepared together, and with the intent of summarizing the completed strategy for managing: 

1) Project procurements as documented in the project’s IT Procurement Plan (ITPP), and 

2) The management of consultant contracts as documented in the project’s Consultant Contract Management, and 

3) The management of the prime contractor contract as documented in the Prime Contract Management Plan.

Note:  There is no consolidation of management plans allowed for streamlined projects for contract/procurement management.

Section 4.2.7 / 4.4.7 (Implementation Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Implementation Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.7 (Establishing Implementation Management), and Section 4.4.7 (Executing & Tracking Implementation Support Functions) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project implementation.

Note:  For the Planning and Procurement life cycles, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely. After the Procurement life cycle phase, there is no consolidation of the Implementation Management Plan into the MPP allowed for streamlined projects.

Section 4.2.8 / 4.4.8 (Maintenance & Operations Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

During the Procurement phase, the M&O strategy had better be firmed up. It is critical that the prime contract define the approach for M&O an include the proper langue to clearly levy contractually binding requirements on the Contractor that will support the M&O strategy outlined in the MPP.  The project office must compliment the M&O strategy defined for the prime contractor by establishing the M&O details in Section 2, 4.2.8, and 4.4.8 of the MPP.

Because the MPP will become the M&O Plan (called the MPP for the M&O Phase) when the project moves into M&O, section 2 of the MPP should be used to reference increasing levels of detail (e.g. M&O-specific processes, and guidance) as M&O approaches.  Make sure that M&O strategies are consistent with the direction of the prime contractor procurement.

<This section needs lots of work.  The MPP tailoring guide is the only source for M&O guidance outside the BP website>

Section 4.2.10 / 4.4.10 (Project Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.11 / 4.4.11 (Quality Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Quality Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.12 / 4.4.12 (Requirements Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Requirements Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.13 / 4.4.13 / 3.8 (Risks Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.13 (Establishing Risk Mgmt), Section 4.4.13 (Tracking & Responding to Risks), and Section 3.8 (Risk Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project risks as documented in the project’s updated Risk Management Plan.

Note:  It is recommended that the Risk Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

The following are typical sources of risks during the Procurement phase. 

· Inconsistent participation by sponsor or users

· Inconsistent direction from control agencies and/or federal partner

· Vague or unclear policy and/or requirements

· Frequent changes to project scope and/or requirements

· Inconsistent sponsorship for procurement at executive levels

· Requirements restrict competition in the procurement

· Small number of qualified bidders or willing bidders

· Large number of proposals received extending the procurement evaluation period

· Proposal evaluation criteria are unclear or hard to apply

Section 4.2.14 / 4.4.14 / 3.3 / 3.5 (Schedule & Work Planning)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Schedule Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.14 (Establishing Schedule and Work Plan Mgmt), Section 4.4.14 (Executing & Tracking Schedules and Work Plans), Section 3.3 (Schedule Summary), and Section 3.5 (WBS Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project schedules and work plans as documented in the project’s updated Schedule Management Plan.

Note:  It is recommended that the Schedule Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

This section will need to be updated to include more information not previously known in the prior life cycle phase.  The greatest amount of detail should be in the efforts towards procuring the prime contractor.

During this phase, the project office is involved not only in the procurement of the new/revised system but also in updating many of the deliverables produced by the project office during the Planning Phase. As details of the winning proposal and contract are known, the project office fine-tunes existing work products and prepares the project for entry into the next phase (Development).

Update the Master Schedule to include specific details for accomplishing these critical milestones.  Makes sure to add these milestones to the milestone summary if they are not already there.

Milestone 1 - RFP Approved for Release

Milestone 1 is complete when the project has received permission from the federal and state control agencies to release the RFP.

Milestone 2 - Prime Contractor Selected

Milestone 2 is complete when the project has completed proposal evaluations and selected the winning vendor.

Milestone 3 - FSR/IAPD Completed and Approved

Milestone 3 is completed when the project has received approval from the Feds and the state for the IAPD/FSR.

Milestone 4 - Prime Contract Awarded

Milestone 4 is complete when the contract has been awarded to the selected bidder and a start date has been confirmed.

Review the milestone checklist items from the BP website (accessible by clicking on the “By Function-Phase” link and then the “Procurement” link.  These checklist items will assist in focusing attention on critical gates for the Procurement phase. 

For the Master Schedule, only perform long-term analysis for the future life cycle phases with particular attention to building details for the procurement phase.  Rationale: The future (beyond the current life cycle phase) can be very unpredictable, so don’t over-expend energy in the creation of detailed schedule information that is likely to be redone later. Refer also to the BP Website for phase-specific considerations related to schedule and work planning.

5.6 Sections 4.3 / 4.2.6 / 4.4.6 / 3.6 – The Project Office Staff

Section 4.3 (Planning for Staffing the Project Office), Section 4.2.6 (Establishing Human Resource Mgmt), Section 4.4.6 (Acquiring & Servicing Project Staff), Section 3.6.1 (HHSDC Organization), Section 3.6.3 (Project Office Organization), and Section 3.6.6 (RAM Chart) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project resources as documented in the project’s updated Staff Management Plan.

Note:  It is recommended that the Staff Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

During the Procurement phase, the Staff Management Plan is reviewed and updated only if additional staffing is needed. As the procurement progresses and vendor proposals are received, the staffing estimates are reviewed and validated to ensure they are sufficient to manage the prime contractor.  

As the Procurement phase draws to a close, the Staff Management Plan should be reviewed and updated to reflect the needs of the System Development phase. Because the transition to System Development is a large-scale transition in most cases, it is best to get an early start on the updates to this plan. 

Sections 4.3.1 through 4.3.10 (Project Office R&Rs)

Review and incorporate the “Roles and Responsibilities” checklist from the BP website By Role-Phase Matrix for each of the ten OSI Roles (e.g. Administrative Manager & Team). 

The staff are generally the same as for the Planning phase. The following are the additional staff that may be needed, depending on the circumstances of the project. 


	New Staff
	New Staff

	Interface Manager
	Business Process Coordinator

	Subject Matter Experts
	Conversion Manager

	Metrics Manager
	Infrastructure Manager

	Test Manager
	Training Manager


Sections 4.2.6 / 4.4.6 (Planning & Servicing Project Office Staff)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to the Human Resource Management function-phase combination. 

Refer also to the Staff Management Plan Tailoring Guide for additional suggestions on typical activities performed for Human Resources Mgmt during this phase.

Sections 3.6.1 / 3.6.3 / 3.6.6 (The Project Org Chart & RAM Chart)

Refer to the Staff Management Plan Tailoring Guide for information on how to prepare the Project Org Chart and RAM Chart for this phase.
6 Tailoring- System Development Life Cycle Phase

During this phase, the project office executes all of the plans, processes, and procedures summarized and referenced in the Master Project Plan. Particular attention is paid to the production and quality of deliverables from all contractors, state organizations, and county/local offices. Constant monitoring of quality, risks and issues, schedule, costs, requirements status, and overall project status is required.

6.1 Section 1 – Introduction

6.2 Section 2 – Phase-Specific Focus

6.3 Section 3.1 – Project Description

6.4 Section 4.1 – Phase Readiness

Section 4.1.1 (Conducting a Readiness Review)

Section 4.1.2 / 3.2 (Strategic Planning)

6.5 Sections 4.2/4.4 – Planning & Tracking

Section 4.2.1 / 4.4.1 (Administrative Management)

Review Sections 4.2.1 (Establishing Admin Mgmt) and 4.4.1 (Tracking Administrative Functions) to make sure they are still valid as written.  Update as needed to fit the current life cycle situation.  

There is no tailoring guide for the Administrative Manual. The information does not change significantly between phases. For phase updates, the project should revisit the Administrative Manual template and the project Admin Manual for the most current version. 

Section 4.2.2 / 4.4.2 / 3.4 (Budget & Cost)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The primary focus is to complete the section for oversight of the prime contractor costs. The overall cost and budget/accounting process is generally the same, though the participants and reporting may change. The project works to refine estimates for the M&O phase of the project based on the evolving design and development of the system. 

Section 3.4 (Cost Summary), Section 4.2.2 (Establishing Budget/Cost Management), and Section 4.4.2 (Tracking Budget & Cost) should be prepared together, and with the intent of summarizing the completed strategy for managing Costs documented in the project Cost Management Plan. Refer to the Cost Management tailoring guide for more information on updating the Cost Management Plan for this life cycle.

Note:  For a typical project, it is recommended that the Cost Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a Cost Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.3 / 4.4.3 / 3.6.2 / 3.6.5 (Communications Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The primary focus is to track communications with the prime contractor and user community.  Because many of the prime contractor communications may be contract-related, refer to the Contract Management Plan and the specific contract/Statement of Work, as appropriate. 

Section 4.2.3 (Establishing Communications Mgmt), Section 4.4.3 (Tracking & Monitoring Communications), Section 3.6.2 (External Stakeholder Organizations), and Section 3.6.5 (County Offices) of the MPP should be reviewed and updated together, and with the intent of summarizing the revised strategy for managing project communications as documented in the updated project Communications Management Plan.

Note:  For a typical project, it is recommended that the Communications Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.4 / 4.4.4 (Configuration Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Configuration Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.4 (Establishing Configuration Mgmt), and Section 4.4.4 (Tracking Project Configurations) of the MPP should be updated together, and with the intent of summarizing the updated strategy for managing project configurations as documented in the project’s Configuration Management Plan.

Note:  For a typical project, it is recommended that the Configuration Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.5/4.4.5 / 4.2.9/4.4.9 / 3.6.4 / 3.7 (Procurement/Contract Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination (Both for Contract Management & Procurement Management). 

The primary focus for consultant contract management is to address contracts assisting the project office, including business process re-engineering, implementation, and/or training, as needed. 

The primary focus of prime contractor management is to address the design and development of the system. Particular emphasis is placed on deliverable reviews and performance reviews of the prime contractor.  

Section 4.2.5 (Establishing Contract Mgmt), Section 4.4.5 (Monitoring Contractor Performance), Section 4.2.9 (Establishing Procurement Management), Section 4.4.9 (Executing and Monitoring Procurements), and Section 3.7 (Procurement/Contract Summary) of the MPP should all be prepared together, and with the intent of summarizing the completed strategy for managing: 

1) Project procurements as documented in the project’s IT Procurement Plan (ITPP), and 

2) The management of consultant contracts as documented in the project’s Consultant Contract Management, and 

3) The management of the prime contractor contract as documented in the Prime Contract Management Plan.

Note:  There is no consolidation of management plans allowed for streamlined projects for contract/procurement management.

Section 4.2.7 / 4.4.7 (Implementation Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Implementation Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.7 (Establishing Implementation Management), and Section 4.4.7 (Executing & Tracking Implementation Support Functions) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project implementation as documented in the project’s Implementation Management Plan.

Note:  For the Planning and Procurement life cycles, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely. After the Procurement life cycle phase, there is no consolidation of the Implementation Management Plan into the MPP allowed for streamlined projects.

Section 4.2.8 / 4.4.8 / 2.4 (Maintenance & Operations Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

By this time, the prime contract is awarded and the M&O strategy is cemented into the contract.  The M&O details required to implement the strategy should be firmed up. 

<This section needs lots of work.  The MPP tailoring guide is the only source for M&O guidance outside the BP website>

Section 4.2.10 / 4.4.10 (Project Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.11 / 4.4.11 (Quality Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Quality Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.12 / 4.4.12 (Requirements Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Requirements Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.13 / 4.4.13 / 3.8 (Risk Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.13 (Establishing Risk Mgmt), Section 4.4.13 (Tracking & Responding to Risks), and Section 3.8 (Risk Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project risks as documented in the project’s updated Risk Management Plan.

Note:  It is recommended that the Risk Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

The following are typical sources of risks during the System Development phase. 

· Schedule is too aggressive

· Contractor underestimated complexity of the system

· High rate of state or contractor staff turnover

· Prime contractor not managing subcontractors effectively

· Too many policy/requirements changes 

· Pending legislation affects the design or development of the system

· Testing is not rigorous or adequately controlled by the prime

· System configuration is not adequately controlled by the prime

· Insufficient detail in system documentation

· Quality of deliverable documentation is low

· Commercial-Off-The-Shelf (COTS) components not performing as advertised

· System architecture insufficient to meet current workload and transaction profile 

Section 4.2.14 / 4.4.14 /3.3 / 3.5 (Schedule & Work Planning)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Schedule Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.14 (Establishing Schedule and Work Plan Mgmt), Section 4.4.14 (Executing & Tracking Schedules and Work Plans), Section 3.3 (Schedule Summary), and Section 3.5 (WBS Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project schedules and work plans as documented in the project’s updated Schedule Management Plan.

Note:  It is recommended that the Schedule Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

Update the Master Schedule to include specific details for accomplishing these critical milestones.  Makes sure to add the following milestones to the milestone summary if they are not already there.

Milestone 1 - Contract Initiation and Contractor Orientation Completed

Milestone 1 is complete when the prime contractor's plans and processes have been accepted by the state, and the project workplan has been baselined.

Milestone 2 - Requirements Completed and Approved

Milestone 2 is complete when the requirements document(s) have been accepted by the state, the requirements have been baselined, requirements traceability has been verified, and all contractual requirements for this milestone have been met.

Milestone 3 - Design Completed and Approved

Milestone 3 is complete when the design document(s) has been accepted by the state, requirements traceability to the design has been verified, and all contractual requirements for this milestone have been met.

Milestone 4 - Code and Unit Testing Completed and Approved

Milestone 4 is complete when the source code and unit test report have been delivered and accepted by the state, requirements traceability has been verified, and all contractual requirements for this milestone have been met.

Milestone 5 - Integration Testing Completed and Approved

Milestone 5 is complete when the functional and integration test report(s) have been delivered and accepted by the state, requirements traceability has been verified, and all contractual requirements for this milestone have been met.

Milestone 6 - System and Acceptance Testing Completed and Approved

Milestone 6 is complete when the User Acceptance Test Summary Report has been delivered and the system has been accepted by the State, requirements traceability to the tests has been verified, and all contractual requirements for the system test phase have been met.

Milestone 7 - Pilot/Field Testing Completed and Approved (optional)

Milestone 7 is complete when the pilot/field test report has been delivered and accepted by the State, and all contractual requirements for the pilot/field test phase have been met. If significant problems were encountered during this phase, the Prime Contract should deliver a Corrective Action Plan (CAP) to describe how deficiencies will be addressed and a schedule for the corrective activities.

Review the milestone checklist items from the BP website (accessible by clicking on the “By Function-Phase” link and then the “System Development” link.  These checklist items will assist in focusing attention on critical gates for the systems development phase. 

For the Master Schedule, only perform long-term analysis for the future life cycle phases with particular attention to building details for the system development phase.  Rationale: The future (beyond the current life cycle phase) can be very unpredictable, so don’t over-expend energy in the creation of detailed schedule information that is likely to be redone later. Refer also to the BP Website for phase-specific considerations related to schedule and work planning.

6.6 Sections 4.3 / 4.2.6 / 4.4.6 / 3.6 – The Project Office Staff

Section 4.3 (Planning for Staffing the Project Office), Section 4.2.6 (Establishing Human Resource Mgmt), Section 4.4.6 (Acquiring & Servicing Project Staff), Section 3.6.1 (HHSDC Organization), Section 3.6.3 (Project Office Organization), and Section 3.6.6 (RAM Chart) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project resources as documented in the project’s updated Staff Management Plan.

Note:  It is recommended that the Staff Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

The primary focus is to describe the staffing plan for the System Development and System Implementation phases. Additional staff normally is required to assist with the oversight of the prime contractor and to assist with implementation. 

Sections 4.3.1 through 4.3.10 (Project Office R&Rs)

Review and incorporate the “Roles and Responsibilities” checklist from the BP website By Role-Phase Matrix for each of the ten OSI Roles (e.g. Administrative Manager & Team). 

Additional staff generally are needed to assist with oversight of the prime contractor and the beginning of implementation. The following are the typical staff needs.  

	Continuing Staff
	New Staff

	Project Manager
	Configuration Manager

	Assistant Project Manager
	Financial Analyst(s)

	Executive Assistant
	Help Desk Staff

	Legal Counsel
	Network Administrator

	System Architect
	Receptionist

	Chief Administrative Officer
	Office Technician(s)

	Project Planner/Scheduler
	Process Improvement Manager

	Business Services
	Verification Systems Engineer(s)

	Human Resources Support
	Test Engineer(s)

	Procurement/Prime Contract Manager
	User Oversight Managers

	Project Librarian
	

	Chief Financial Officer
	

	Consultant Contract Manager
	

	IT Manager
	

	Systems Engineering Manager
	

	Requirements Manager
	

	Quality Assurance
	

	Implementation Manager
	

	Operations Manager
	

	Deliverable Monitor
	

	Interface Manager
	

	Subject Matter Experts
	

	Metrics Manager
	

	Test Manager
	

	Business Process Coordinator
	

	Conversion Manager
	

	Infrastructure Manager
	

	Training Manager
	


Sections 4.2.6 / 4.4.6 (Planning & Servicing Project Office Staff)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to the Human Resource Management function-phase combination. 

Refer also to the Staff Management Plan Tailoring Guide for additional suggestions on typical activities performed for Human Resources Mgmt during this phase.

Sections 3.6.1 / 3.6.3 / 3.6.6 (The Project Org Chart & RAM Chart)

Refer to the Staff Management Plan Tailoring Guide for information on how to prepare the Project Org Chart and RAM Chart for this phase.
7 Tailoring- System Implementation Life Cycle Phase

During this phase, the prime contractor and project office work with the counties/local offices to customize the implementation workplan for each site. Counties/local offices use the implementation work plan reports and County/Local Office Implementation Guide(s) to direct county/local office staff in accomplishing the implementation activities and tasks assigned to the counties/local offices. Particular attention is paid to the production and quality of implementation deliverables, regardless of the organization that produced them.

7.1 Section 1 – Introduction

7.2 Section 2 – Phase-Specific Focus

7.3 Section 3.1 – Project Description

7.4 Section 4.1 – Phase Readiness

Section 4.1.1 (Conducting a Readiness Review)

Section 4.1.2 / 3.2 (Strategic Planning)

7.5 Sections 4.2/4.4 – Planning & Tracking

Section 4.2.1 / 4.4.1 (Administrative Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Review Sections 4.2.1 (Establishing Admin Mgmt) and 4.4.1 (Tracking Administrative Functions) to make sure they are still valid as written.  Update as needed to fit the current life cycle situation.  

There is no tailoring guide for the Administrative Manual. The information does not change significantly between phases. For phase updates, the project should revisit the Administrative Manual template and the project Admin Manual for the most current version. 

Section 4.2.2 / 4.4.2 / 3.4 (Budget & Cost)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Changes during this phase are generally minor. The Cost Management Plan Tailoring guide describes considerations and guidance for updating specific sections of the Cost Management Plan. The actual costs may be summarized in the PIER. 

Section 3.4 (Cost Summary), Section 4.2.2 (Establishing Budget/Cost Management), and Section 4.4.2 (Tracking Budget & Cost) should be prepared together, and with the intent of summarizing the completed strategy for managing Costs documented in the project Cost Management Plan. Refer to the Cost Management tailoring guide for more information on updating the Cost Management Plan for this life cycle.

Note:  For a typical project, it is recommended that the Cost Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a Cost Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.3 / 4.4.3 / 3.6.2 / 3.6.5 (Communications Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The focus is to address communications related to implementation preparations, execution, and post-implementation evaluation. Some of these may be described in the Implementation Plan. Reference that document as appropriate.  

Section 4.2.3 (Establishing Communications Mgmt), Section 4.4.3 (Tracking & Monitoring Communications), Section 3.6.2 (External Stakeholder Organizations), and Section 3.6.5 (County Offices) of the MPP should be reviewed and updated together, and with the intent of summarizing the revised strategy for managing project communications as documented in the updated project Communications Management Plan.

Note:  For a typical project, it is recommended that the Communications Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.4 / 4.4.4 (Configuration Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Configuration Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.4 (Establishing Configuration Mgmt), and Section 4.4.4 (Tracking Project Configurations) of the MPP should be updated together, and with the intent of summarizing the updated strategy for managing project configurations as documented in the project’s Configuration Management Plan.

Note:  For a typical project, it is recommended that the Configuration Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.
Section 4.2.5/4.4.5 / 4.2.9/4.4.9 / 3.6.4 / 3.7 (Procurement/Contract Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination (Both for Contract Management & Procurement Management). 

The focus on consultant contract management is to address contracts for assisting with implementation and installation in the user/local offices, as well as contracts supporting the project office. 

The focus for prime contractor management is to address the implementation of the system in the user’s environment. 

Section 4.2.5 (Establishing Contract Mgmt), Section 4.4.5 (Monitoring Contractor Performance), Section 4.2.9 (Establishing Procurement Management), Section 4.4.9 (Executing and Monitoring Procurements), and Section 3.7 (Procurement/Contract Summary) of the MPP should all be prepared together, and with the intent of summarizing the completed strategy for managing: 

1) Project procurements as documented in the project’s IT Procurement Plan (ITPP), and 

2) The management of consultant contracts as documented in the project’s Consultant Contract Management, and 

3) The management of the prime contractor contract as documented in the Prime Contract Management Plan.

Note:  There is no consolidation of management plans allowed for streamlined projects for contract/procurement management.

Section 4.2.7 / 4.4.7 (Implementation Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Implementation Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.7 (Establishing Implementation Management), and Section 4.4.7 (Executing & Tracking Implementation Support Functions) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project implementation as documented in the project’s Implementation Management Plan.

Note:  For the Planning and Procurement life cycles, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely. After the Procurement life cycle phase, there is no consolidation of the Implementation Management Plan into the MPP allowed for streamlined projects.

Section 4.2.8 / 4.4.8 (Maintenance & Operations Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

If M&O is going to begin during systems implementation, be sure to update section 2 with a concise summary of the strategy for M&O as well as a reference table of all the supporting processes and procedures for M&O.  Use the MPP as the master directory for the M&O repeatable processes. 

<This section needs lots of work.  The MPP tailoring guide is the only source for M&O guidance outside the BP website>

Section 4.2.10 / 4.4.10 (Project Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.11 / 4.4.11 (Quality Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Quality Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.12 / 4.4.12 (Requirements Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Requirements Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.13 / 4.4.13 / 3.8 (Risks Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.13 (Establishing Risk Mgmt), Section 4.4.13 (Tracking & Responding to Risks), and Section 3.8 (Risk Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project risks as documented in the project’s updated Risk Management Plan.

Note:  It is recommended that the Risk Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

The following are typical sources of risks during the System Implementation phase. 

· Conflicting priorities in the counties/local offices delay schedule

· Level of effort for data conversion was underestimated

· Funding for county implementation was underestimated

· County/local office business processes not as previously documented

· Insufficient user training on new system

· County/local office configuration not as previously documented

· Too many policy/requirements changes

· Resistance from stakeholders and users, if they feel the system does not meet their needs or if they were not actively involved in the development phase

· System performance and capacity is insufficient for current operations

Section 3.3 / 3.5 / 4.2.14 / 4.4.14 (Schedule & WBS Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Schedule Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.14 (Establishing Schedule and Work Plan Mgmt), Section 4.4.14 (Executing & Tracking Schedules and Work Plans), Section 3.3 (Schedule Summary), and Section 3.5 (WBS Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project schedules and work plans as documented in the project’s updated Schedule Management Plan.

Note:  It is recommended that the Schedule Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

Update the Master Schedule to include specific details for accomplishing these critical milestones.  Makes sure to add these milestones to the milestone summary if they are not already there.

Milestone 1 - County/Local Office Readiness 

Milestone 1 is complete when the county/local office workgroups and committees have been established, the key strategies for the county/local office implementation have been decided, and the workplan has been customized and approved.

Milestone 2 - Implementation Planning and Installation Complete 

Milestone 2 is complete when the site has been appropriately prepared with all equipment, the legacy data has been converted and verified, the users have been trained on the new system, and the system is ready to begin operations in the county/local office.

Milestone 3 - Implementation Go-Live

Milestone 3 is complete when the system is in production and operating as expected, and use of the legacy system has been discontinued.

Review the milestone checklist items from the BP website (accessible by clicking on the “By Function-Phase” link and then the “System Implementation” link.  These checklist items will assist in focusing attention on critical gates for the systems implementation phase. 

For the Master Schedule, only perform long-term analysis for the future life cycle phases with particular attention to building details for the system implementation phase.  Rationale: The future (beyond the current life cycle phase) can be very unpredictable, so don’t over-expend energy in the creation of detailed schedule information that is likely to be redone later. Refer also to the BP Website for phase-specific considerations related to schedule and work planning.

7.6 Sections 4.3 / 4.2.6 / 4.4.6 / 3.6 – The Project Office Staff

Section 4.3 (Planning for Staffing the Project Office), Section 4.2.6 (Establishing Human Resource Mgmt), Section 4.4.6 (Acquiring & Servicing Project Staff), Section 3.6.1 (HHSDC Organization), Section 3.6.3 (Project Office Organization), and Section 3.6.6 (RAM Chart) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project resources as documented in the project’s updated Staff Management Plan.

Note:  It is recommended that the Staff Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

The focus in this phase is the continued implementation in the various user sites. This may be a short or a long phase depending on the number of sites. Generally the primary change to staffing is the departure of implementation staff as they complete their assigned duties. 

Sections 4.3.1 through 4.3.10 (Project Office R&Rs)

Review and incorporate the “Roles and Responsibilities” checklist from the BP website By Role-Phase Matrix for each of the ten OSI Roles (e.g. Administrative Manager & Team). 

The staff are generally the same as for the Development phase. 

Sections 4.2.6 / 4.4.6 (Planning & Servicing Project Office Staff)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to the Human Resource Management function-phase combination. 

Refer also to the Staff Management Plan Tailoring Guide for additional suggestions on typical activities performed for Human Resources Mgmt during this phase.

Sections 3.6.1 / 3.6.3 / 3.6.6 (The Project Org Chart & RAM Chart)

8 Tailoring- Maintenance & Operations Life Cycle Phase

Although this life cycle phase continues until the system is retired (which can extend for several years), the M&O phase begins well before the Implementation phase ends. As soon as the first implementation is completed in a county/local office, the system enters M&O. Proper management and tracking of system problems, changes and releases is critical, as well as ongoing communications to the system users. 

Activities for M&O Transition are included for the situation when there is a transition of responsibility for M&O, such as from the original development contractor to their operations staff (Type 1) and from the original maintenance staff to a new maintenance contractor or organization (Type 2).

8.1 Section 1 – Introduction

8.2 Section 2 – Phase-Specific Focus

8.3 Section 3.1 – Project Description

8.4 Section 4.1 – Phase Readiness

Section 4.1.1 (Conducting a Readiness Review)

Section 4.1.2 / 3.2 (Strategic Planning)

8.5 Sections 4.2/4.4 – Planning & Tracking

Section 4.2.1 / 4.4.1 (Administrative Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Review Sections 4.2.1 (Establishing Admin Mgmt) and 4.4.1 (Tracking Administrative Functions) to make sure they are still valid as written.  Update as needed to fit the current life cycle situation.  

There is no tailoring guide for the Administrative Manual. The information does not change significantly between phases. For phase updates, the project should revisit the Administrative Manual template and the project Admin Manual for the most current version. 

Section 4.2.2 / 4.4.2 / 3.4 (Budget & Cost)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The primary focus is to update the cost tracking approach to accommodate the operations and periodic system releases. The project may or may not continue reimbursing counties/local office costs. Generally, the prime contractor continues to provide services. 

Section 3.4 (Cost Summary), Section 4.2.2 (Establishing Budget/Cost Management), and Section 4.4.2 (Tracking Budget & Cost) should be prepared together, and with the intent of summarizing the completed strategy for managing Costs documented in the project Cost Management Plan. Refer to the Cost Management tailoring guide for more information on updating the Cost Management Plan for this life cycle.

Note:  For a typical project, it is recommended that the Cost Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a Cost Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.3 / 4.4.3 / 3.6.2 / 3.6.5 (Communications Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The entire Communication Management Plan should be carefully reviewed and updated to reflect the change in business approach and processes for the M&O phase.  Reporting needs and participants typically change and the types of communication needs change. 

Section 4.2.3 (Establishing Communications Mgmt), Section 4.4.3 (Tracking & Monitoring Communications), Section 3.6.2 (External Stakeholder Organizations), and Section 3.6.5 (County Offices) of the MPP should be reviewed and updated together, and with the intent of summarizing the revised strategy for managing project communications as documented in the updated project Communications Management Plan.

Note:  For a typical project, it is recommended that the Communications Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.4 / 4.4.4 (Configuration Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Configuration Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.4 (Establishing Configuration Mgmt), and Section 4.4.4 (Tracking Project Configurations) of the MPP should be updated together, and with the intent of summarizing the updated strategy for managing project configurations as documented in the project’s Configuration Management Plan.

Note:  For a typical project, it is recommended that the Configuration Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.5/4.4.5 / 4.2.9/4.4.9 / 3.6.4 / 3.7 (Procurement/Contract Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination (Both for Contract Management & Procurement Management). 

The primary focus for consultant contract management is to manage contracts related to the ongoing operation of the system and project office.  The Consultant Contract Management Plan will need to be updated to reflect the change in participants for the M&O phase, and possibly a change to the level of federal participation. Often the reports and meetings will change.

The primary focus on prime contractor management is to manage the ongoing operation of the system and the periodic system releases generated by the prime contractor. The Prime Contract Management Plan will need to be updated to reflect the change in participants for the M&O phase, and possibly a change to the level of federal participation. Often the reports and meetings will change with a greater emphasis placed on performance monitoring of the system, the help desk, problems/defects and change requests.

Section 4.2.5 (Establishing Contract Mgmt), Section 4.4.5 (Monitoring Contractor Performance), Section 4.2.9 (Establishing Procurement Management), Section 4.4.9 (Executing and Monitoring Procurements), and Section 3.7 (Procurement/Contract Summary) of the MPP should all be prepared together, and with the intent of summarizing the completed strategy for managing: 

1) Project procurements as documented in the project’s IT Procurement Plan (ITPP), and 

2) The management of consultant contracts as documented in the project’s Consultant Contract Management, and 

3) The management of the prime contractor contract as documented in the Prime Contract Management Plan.

Note:  There is no consolidation of management plans allowed for streamlined projects for contract/procurement management.

Section 4.2.7 / 4.4.7 (Implementation Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Implementation Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.7 (Establishing Implementation Management), and Section 4.4.7 (Executing & Tracking Implementation Support Functions) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project implementation as documented in the project’s Implementation Management Plan.

Note:  For the Planning and Procurement life cycles, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely. After the Procurement life cycle phase, there is no consolidation of the Implementation Management Plan into the MPP allowed for streamlined projects.

Section 4.2.8 / 4.4.8 (Maintenance & Operations Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Now that the project has begun the M&O phase, use section 2 of the MPP to provide the high-level direction for the project and references to M&O supporting processes and desk procedures etc.  If the project is still completing systems implementation after M&O starts, make sure to make this distinction in section 2 and show how the project will manage both life cycle activities.

<This section needs lots of work.  The MPP tailoring guide is the only source for M&O guidance outside the BP website>

Section 4.2.10 / 4.4.10 (Project Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.11 / 4.4.11 (Quality Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Quality Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.12 / 4.4.12 (Requirements Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Requirements Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.13 / 4.4.13 / 3.8 (Risks Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.13 (Establishing Risk Mgmt), Section 4.4.13 (Tracking & Responding to Risks), and Section 3.8 (Risk Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project risks as documented in the project’s updated Risk Management Plan.

Note:  It is recommended that the Risk Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

The following are typical sources of risks during the M&O phase. 

· Lack of adequate funding for operations and technology refresh

· Lack of adequate funding to support legislative mandates and changes to user business needs

· Lack of adequate resources for project

· Lack of sponsor or executive management participation 

· No defined strategic plan for the system/program

· Insufficient or inaccurate documentation and procedures inherited from the development effort

· Insufficient knowledge transfer to M&O staff from the development staff/contractor

· Project processes and controls no longer followed

· Difficulty in transitioning from a development mindset to an M&O mindset, particularly if the contractor is continuing in the M&O phase

· Difficulty in tracking versions and releases at the development site and various county/local office sites

· Difficult in balancing user needs within the counties to prevent one group from dictating their needs to the whole community

· Difficulty retaining knowledgeable staff

· System architecture/platform no longer being supported or very expensive to maintain 

Section 3.3 / 3.5 / 4.2.14 / 4.4.14 (Schedule & WBS Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Schedule Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.14 (Establishing Schedule and Work Plan Mgmt), Section 4.4.14 (Executing & Tracking Schedules and Work Plans), Section 3.3 (Schedule Summary), and Section 3.5 (WBS Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project schedules and work plans as documented in the project’s updated Schedule Management Plan.

Note:  It is recommended that the Schedule Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

Update the Master Schedule to include specific details for accomplishing these critical milestones.  Makes sure to add these milestones to the milestone summary if they are not already there.

Milestone 0 - Pre-Initiation/Preparing for Operations

Milestone 0 is complete when the M&O staff and infrastructure are in place, all stakeholders have agreed to their updated roles and responsibilities, operational plans and processes have been established, and the system is in production in at least one location.

Milestone 1 - Initiation of a Change/System Release

Milestone 1 is complete when the Sponsor and Project Manager have approved the scope for the system release. 

Milestone 2 - Planning the System Release

Milestone 2 is complete when the business and system requirements for the system release have been approved, and the approved work order has been delivered to the M&O contractor.

Milestone 3 - Procurement of Resources for the Release

Milestone 3 is complete when the required items have been procured and are available for use.

Milestone 4 - Development of the Release Changes

Milestone 4 is complete when the release changes have been tested and approved for implementation/installation at the various sites.

Milestone 5 - Implementation of the Release

Milestone 5 is complete when the system release has been installed and is performing as expected.

Milestone 6 - Closure of the Release

Milestone 6 is complete when all system and user documentation and operational procedures for the release have been delivered, the project office has accepted the contents of the system release, and has authorized payment for the implemented release.

Review the milestone checklist items from the BP website (accessible by clicking on the “By Function-Phase” link and then the “Maintenance & Operations” link.  These checklist items will assist in focusing attention on critical gates for the maintenance & operations phase. 

For the Master Schedule, only perform long-term analysis for the future life cycle phases with particular attention to building details for the maintenance & operations phase.  Rationale: The future (beyond the current life cycle phase) can be very unpredictable, so don’t over-expend energy in the creation of detailed schedule information that is likely to be redone later. Refer also to the BP Website for phase-specific considerations related to schedule and work planning.

8.6 Sections 4.3 / 4.2.6 / 4.4.6 / 3.6 – The Project Office Staff

Section 4.3 (Planning for Staffing the Project Office), Section 4.2.6 (Establishing Human Resource Mgmt), Section 4.4.6 (Acquiring & Servicing Project Staff), Section 3.6.1 (HHSDC Organization), Section 3.6.3 (Project Office Organization), and Section 3.6.6 (RAM Chart) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project resources as documented in the project’s updated Staff Management Plan.

Note:  It is recommended that the Staff Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

The primary focus is to adjust the staffing profile, roles and responsibilities. Greater emphasis should be placed on identifying backups for key roles and in cross training. Periodic refresher training should be discussed or referenced to the Project Training Plan. 

Sections 4.3.1 through 4.3.10 (Project Office R&Rs)

Review and incorporate the “Roles and Responsibilities” checklist from the BP website By Role-Phase Matrix for each of the ten OSI Roles (e.g. Administrative Manager & Team). 

The staffing profile for M&O will vary depending on the system type and who is providing M&O services for the project. The following are the typical staff needs.  

	Continuing Staff
	Continuing Staff
	New Staff

	Project Manager
	Configuration Manager
	Customer Services Manager

	Assistant Project Manager
	Financial Analyst(s)
	Customer Communications

	Executive Assistant
	Help Desk Staff
	User Training Manager

	Legal Counsel
	Network Administrator
	Customer Support Manager

	System Architect
	Receptionist
	Application Support Manager

	Chief Administrative Officer
	Office Technician(s)
	Software Engineer

	Project Planner/Scheduler
	Process Improvement Manager
	Hardware Engineer

	Business Services
	Verification Systems Engineer(s)
	Database Engineer

	Human Resources Support
	Test Engineer(s)
	Network Engineer

	Procurement/Prime Contract Manager
	User Oversight Managers
	Production Control Manager

	Project Librarian
	Test Manager
	System Administrator

	Chief Financial Officer
	Business Process Coordinator
	Security Administrator

	Consultant Contract Manager
	Conversion Manager
	Change Manager

	IT Manager
	Infrastructure Manager
	Data Technician(s)

	Systems Engineering Manager
	Training Manager
	Technical Support Manager

	Requirements Manager
	Deliverable Monitor
	

	Quality Assurance
	Interface Manager
	

	Implementation Manager
	Subject Matter Experts
	

	Operations Manager
	Metrics Manager
	


Sections 4.2.6 / 4.4.6 (Planning & Servicing Project Office Staff)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to the Human Resource Management function-phase combination. 

Refer also to the Staff Management Plan Tailoring Guide for additional suggestions on typical activities performed for Human Resources Mgmt during this phase.

Sections 3.6.1 / 3.6.3 / 3.6.6 (The Project Org Chart & RAM Chart)

Refer to the Staff Management Plan Tailoring Guide for information on how to prepare the Project Org Chart and RAM Chart for this phase.
9 Tailoring- Closeout Life Cycle Phase

The closeout phase includes all the activities necessary for the project office to bring closure to the project effort, either upon system acceptance and transfer to its support organization, or upon system retirement or replacement. It is important that lessons learned are captured and that project information is properly archived. 

The purpose of this life cycle phase is to end the operation of the system (and project), including transferring operations and/or data to a follow-on system (as applicable) and to retire the system. This phase includes archiving project data and documenting lessons learned.

9.1 Section 1 – Introduction

9.2 Section 2 – Phase-Specific Focus

9.3 Section 3.1 – Project Description

9.4 Section 4.1 – Phase Readiness

Section 4.1.1 (Conducting a Readiness Review)

Section 4.1.2 / 3.2 (Strategic Planning)

9.5 Sections 4.2/4.4 – Planning & Tracking

Section 4.2.1 / 4.4.1 (Administrative Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Review Sections 4.2.1 (Establishing Admin Mgmt) and 4.4.1 (Tracking Administrative Functions) to make sure they are still valid as written.  Update as needed to fit the current life cycle situation.  

There is no tailoring guide for the Administrative Manual. The information does not change significantly between phases. For phase updates, the project should revisit the Administrative Manual template and the project Admin Manual for the most current version. 

Section 4.2.2 / 4.4.2 / 3.4 (Budget & Cost)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

During the Closeout phase, the project coordinates the transition of staff to other assignments and the transfer of equipment and records to the appropriate retention (or destruction) facility.  If project staff will be traveling to the counties/local offices to de-install equipment, be sure to update the travel budget to address the travel needs. 

The Cost Management Plan is not updated for this phase. The primary focus is to account for asset transfer and to reconcile and close the project books. The Cost Management Plan and all associated cost data and tools should be archived and stored according to the appropriate retention schedule.

Section 4.2.3 / 4.4.3 / 3.6.2 / 3.6.5 (Communications Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

The focus is to manage the communications related to project shutdown and closure. Generally, communications in this phase involve coordination with state control agencies to closeout financial books and to archive/store/dispose of project records and assets.  

If the Closeout phase is scheduled to be less than one year, the Communication Management Plan is not updated. If the Closeout phase is expected to last more than one year, the Plan should be updated as during the M&O phase. 

Section 4.2.3 (Establishing Communications Mgmt), Section 4.4.3 (Tracking & Monitoring Communications), Section 3.6.2 (External Stakeholder Organizations), and Section 3.6.5 (County Offices) of the MPP should be reviewed and updated together, and with the intent of summarizing the revised strategy for managing project communications as documented in the updated project Communications Management Plan.

Note:  For a typical project, it is recommended that the Communications Management Plan be updated first, then summarized for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.4 / 4.4.4 (Configuration Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Configuration Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.4 (Establishing Configuration Mgmt), and Section 4.4.4 (Tracking Project Configurations) of the MPP should be updated together, and with the intent of summarizing the updated strategy for managing project configurations as documented in the project’s Configuration Management Plan.

Note:  For a typical project, it is recommended that the Configuration Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.  For streamlined projects, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely.

Section 4.2.5/4.4.5 / 4.2.9/4.4.9 / 3.6.4 / 3.7 (Procurement/Contract Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination (Both for Contract Management & Procurement). 

The focus on consultant contract management is to manage the completion and closure of any remaining consultant contracts. Contract management documentation and tools are archived, as appropriate. Contract files and documentation is audited to ensure all records are complete and all contractual obligations have been fulfilled. Contract evaluations must be completed (if they have not been performed previously). If the Closeout phase is scheduled to be less than one year, the Consultant Contract Management Plan is not updated. If the Closeout phase is expected to last more than one year, the Plan should be updated as during the M&O phase. 

The focus on prime contractor management is to manage the completion and closure of any remaining open items for the prime contract. Contract management documentation and tools are archived, as appropriate. Contract files and documentation is audited to ensure all records are complete and all contractual obligations have been fulfilled. A contract evaluation must be completed (if it has not been performed previously). If the Closeout phase is scheduled to be less than one year, the Prime Contract Management Plan is not updated. If the Closeout phase is expected to last more than one year, the Plan should be updated as during the M&O phase with particular emphasis on disposition of equipment and assets, knowledge transfer, and completion of any remaining problems/defects or outstanding change requests and work authorizations. 

Section 4.2.5 (Establishing Contract Mgmt), Section 4.4.5 (Monitoring Contractor Performance), Section 4.2.9 (Establishing Procurement Management), Section 4.4.9 (Executing and Monitoring Procurements), and Section 3.7 (Procurement/Contract Summary) of the MPP should all be prepared together, and with the intent of summarizing the completed strategy for managing: 

1) Project procurements as documented in the project’s IT Procurement Plan (ITPP), and 

2) The management of consultant contracts as documented in the project’s Consultant Contract Management, and 

3) The management of the prime contractor contract as documented in the Prime Contract Management Plan.

Note:  There is no consolidation of management plans allowed for streamlined projects for contract/procurement management.

Section 4.2.7 / 4.4.7 (Implementation Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Implementation Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.7 (Establishing Implementation Management), and Section 4.4.7 (Executing & Tracking Implementation Support Functions) of the MPP should be prepared together, and with the intent of summarizing the completed strategy for managing project implementation as documented in the project’s Implementation Management Plan.

Note:  For the Planning and Procurement life cycles, there may not be a stand-alone Management Plan, in which case, the strategy is included in the applicable sections of the MPP entirely. After the Procurement life cycle phase, there is no consolidation of the Implementation Management Plan into the MPP allowed for streamlined projects.

Section 4.2.8 / 4.4.8 (Maintenance & Operations Support)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

During closeout, M&O become only residual activities to operate the system until shutdown or transition.

<This section needs lots of work.  The MPP tailoring guide is the only source for M&O guidance outside the BP website>

Section 4.2.10 / 4.4.10 (Project Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.11 / 4.4.11 (Quality Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Quality Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.12 / 4.4.12 (Requirements Management)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Requirements Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.13 / 4.4.13 / 3.8 (Risks Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

Section 4.2.13 (Establishing Risk Mgmt), Section 4.4.13 (Tracking & Responding to Risks), and Section 3.8 (Risk Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project risks as documented in the project’s updated Risk Management Plan.

Note:  It is recommended that the Risk Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

The following are typical sources of risks during the Closeout phase. 

· Loss of staff and skill sets prior to the completion of their work or prior to the end of the need for their skills

· System documentation not current or missing

· Project documentation not current or missing

· System equipment missing or inconsistent with asset records

Section 3.3 / 3.5 / 4.2.14 / 4.4.14 (Schedule & WBS Summary)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to this function-phase combination. 

<Insert excerpts from the Schedule Management Plan Tailoring Guide (for this phase) here when it becomes available>

Section 4.2.14 (Establishing Schedule and Work Plan Mgmt), Section 4.4.14 (Executing & Tracking Schedules and Work Plans), Section 3.3 (Schedule Summary), and Section 3.5 (WBS Summary) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project schedules and work plans as documented in the project’s updated Schedule Management Plan.

Note:  It is recommended that the Schedule Management Plan be updated first, then summarize for inclusion in the MPP sections noted above.

Update the Master Schedule to include specific details for accomplishing these critical milestones.  Makes sure to add these milestones to the milestone summary if they are not already there.

Milestone 1 - Pending Actions Closed

Milestone 1 is complete when approval for the PIER has been received from DOF.

Milestone 2 - Contract Closure and Lessons Learned

Milestone 2 is complete when the remaining contracts have been closed and lessons learned have been documented.

Milestone 3 - Project Data Archived

Milestone 3 is complete when all project data has been reviewed and marked for archive or disposal.

Milestone 4 - Project Closure and Departure

Milestone 4 is complete when the data and equipment have been destroyed or released to other organizations, and the remaining staff have been released).

Review the milestone checklist items from the BP website (accessible by clicking on the “By Function-Phase” link and then the “Closeout” link.  These checklist items will assist in focusing attention on critical gates for the closeout phase. 

For the Master Schedule, only perform long-term analysis for the future life cycle phases with particular attention to building details for the closeout phase.  Rationale: The future (beyond the current life cycle phase) can be very unpredictable, so don’t over-expend energy in the creation of detailed schedule information that is likely to be redone later. Refer also to the BP Website for phase-specific considerations related to schedule and work planning.

9.6 Sections 4.3 / 4.2.6 / 4.4.6 / 3.6 – The Project Office Staff

Section 4.3 (Planning for Staffing the Project Office), Section 4.2.6 (Establishing Human Resource Mgmt), Section 4.4.6 (Acquiring & Servicing Project Staff), Section 3.6.1 (HHSDC Organization), Section 3.6.3 (Project Office Organization), and Section 3.6.6 (RAM Chart) of the MPP should be reviewed and updated together, and with the intent of summarizing the completed strategy for managing project resources as documented in the project’s updated Staff Management Plan.

Note:  It is recommended that the Staff Management Plan be completed first, then summarize for inclusion in the MPP sections noted above.

The focus is to manage the shutdown of the project and departure of staff to other assignments. This plan may be updated primarily to expand Section 2.5.4, or a separate Staff Transition Plan, which focuses solely on placing and releasing staff to other assignments, may replace this plan.

Sections 4.3.1 through 4.3.10 (Project Office R&Rs)

Review and incorporate the “Roles and Responsibilities” checklist from the BP website By Role-Phase Matrix for each of the ten OSI Roles (e.g. Administrative Manager & Team). 

As the project draws to a close, the staff will begin to transition off of the project as their duties complete. The following are the key staffs that generally are required until the very end of the project.

· Chief Administrative Officer

· Project Librarian

· Configuration Manager

· Consultant Contract Manager

· IT Manager

Sections 4.2.6 / 4.4.6 (Planning & Servicing Project Office Staff)

Review and incorporate the “Considerations” and “Activities Required In This Phase” checklist from the BP website By Function-Phase Matrix specific to the Human Resource Management function-phase combination. 

Refer also to the Staff Management Plan Tailoring Guide for additional suggestions on typical activities performed for Human Resources Mgmt during this phase.

Sections 3.6.1 / 3.6.3 / 3.6.6 (The Project Org Chart & RAM Chart)

Refer to the Staff Management Plan Tailoring Guide for information on how to prepare the Project Org Chart and RAM Chart for this phase.

Appendices

Appendix A: Baseline Management Plans

The following management plans are mandatory for all projects unless otherwise stated below.  

Refer to the RAM Template (SIDdocs 2532) for identification of the appropriate template/tailoring guides for each of the required documents.

In the event that a management plan is not required for the current life cycle phase of the project, make a note (“Not required”) in the Document # - Version column in the MPP rather than deleting the line from the table.  

Order Of Preparation Column- This column is added in this tailoring guide to assist projects with the initial creation of the documents by categorizing them into TIERS.  The TIER designator indicates a suggested order for creation based on when the document is most likely to be needed.  The Order of Preparation only addresses the management plan creation and not the work products associated with the plans. For example, the Master Schedule will be needed at the beginning of the project while the Schedule Management Plan may not be completed until the end of the planning phase.

	Order of Preparation
	Document Title
	OSI Template
	OSI Tailoring Guide

	TIER 1
	Project Charter
	SIDdocs 2490
	SIDdocs 3298

	
	Document Management Plan
	SIDdocs 2498
	<Not yet created>

	TIER 2
	Governance Plan
	SIDdocs 3301
	SIDdocs 3303

	
	Contract Mgmt Plan (Consultants)
	SIDdocs 2476
	SIDdocs 3346

	
	Staff Management Plan
	SIDdocs 2516
	SIDdocs 3291

	
	Communication Management Plan
	SIDdocs 2492
	SIDdocs 3299

	TIER 3
	Risk Management Plan
	SIDdocs 2349
	SIDdocs 3164

	
	Cost Management Plan
	SIDdocs 3028
	SIDdocs 3185

	
	Schedule Management Plan
	SIDdocs 3031
	<Not yet created>

	
	Quality Management Plan
	SIDdocs 2515
	<Not yet created>

	
	Master Project Plan (MPP)
	SIDdocs 2513
	SIDdocs 3279

	TIER 4
	Project Training Plan
	SIDdocs 3055
	<Not yet created>

	
	Configuration Management Plan
	SIDdocs 2499
	<Not yet created>

	
	Requirements Management Plan
	SIDdocs 2468
	<Not yet created>

	
	Website Management Plan
	<Not yet created>
	<Not yet created>

	
	Contract Mgmt Plan (Prime Contractor)
	SIDdocs 3351
	SIDdocs 3352

	TIER 5
	Implementation Management Plan
	<Not yet created>
	<Not yet created>

	
	M&O Transition Plan
	<Not yet created>
	<Not yet created>


Appendix B: Project Management Tools

The following tools have been identified in the Management Templates for the applicable reference documents as noted below.  Those tools considered mandatory are marked as such.   It will be important that reference materials are reviewed and updated (as applicable) to reflect the accurate collection of management tools for the project.  Contact your IT support staff team to get the latest list of mandated and/or other available tools. 

	Tool Name
	Tool Function
	Tool Description
	Reference(s)
	Tool Location

	IManage (Mandatory)
	Document Mgmt
	IManage is a document management system (DMS) that is essentially an electronic clerk. Primary features include access control (security), version control, and check in/ out. Refer to the Your Guide to Start Using iManage (#196) for a more comprehensive description of features.
	Refer to the Configuration Management Plan, Section 10.
	<path and/or server>

	Risk Radar (Mandatory)
	Risk Mgmt
	The project uses Risk Radar TM, (version 2.03 for MS Access 2000)
 to help manage project risks. Risk Radar TM is a risk management database designed to describe, organize, prioritize, track and display project risks. The application provides standard database functions to add and delete risks, specialized functions for prioritizing and retiring project risks, as well as maintaining a log of historical events.
	Refer to the Risk Management Plan, Section 6.
	<path and/or server>

	MTSII 
	Contract Mgmt, Issue/AI Mgmt
	MTS is a customized Access application that is used to capture project issues and to track the progress of a deliverable’s review/approval cycle.  Resolution to an issue may result in change request for an enhancement or correction.
	Refer to the Configuration Management Plan, Section 10.
	<path and/or server>
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	Schedule Mgmt
	
	Refer to the Schedule Management Plan, Section 6.
	<path and/or server>

	Microsoft Excel
	Cost Mgmt
	
	Refer to the Cost Mgmt Plan, Section 8.
	<path and/or server>

	SpeeDev
	Issue/AI Mgmt, Rqmts Mgmt, Change Control
	
	
	<path and/or server>

	Microsoft FrontPage
	Website Mgmt
	
	
	<path and/or server>

	Rational ClearQuest
	Configuration Change Control
	The change control tool, Rational ClearQuest, is an automated tool that manages all types of change, including corrective requests, enhancements requests, specification changes, documentation changes, etc.  Through reporting, standard and ad-hoc, it enables tracking of change efforts that have been completed and in work. A major advantage of ClearQuest is the integration opportunities with Rational SoDA and Rational RequisitePro.
	Refer to the Configuration Management Plan, Section 10.
	<path and/or server>

	Rational Requisite Pro
	Requirements Management
	The primary objectives of this tool is to support the following activities:

· Document the operational requirements baseline.

· Document the contract requirements baseline.

· Maintain the requirements baseline as formal changes are approved and deliverables are accepted.

· Ensure that all operational requirements are allocated to the product design (forwards traceability).

· Ensure that the product design has no out-of-scope functionality (backwards traceability).

· Ensure that all operational requirements are being verified through test, demonstration, or analysis.

· Ensure that the prime contractor completes all baseline contractual requirements.

· Identify all baseline contractual requirements and system components associated with each prime contractor deliverable.

· Provide matrices and reports that can be used to assess the status of requirements, facilitate the evaluation of deliverables, evaluate the impact of changes to the system, and identify risks.
	Refer to the Configuration Management Plan, Section 10.

Refer to the Requirements Management Plan, Section 2.
	<path and/or server>

	SODA
	Reports generation for Requirements Management
	Rational SODA is a tool that operates within Microsoft Word to create reports containing data from other Rational products. SODA allows users to insert tags and simple programming logic into Word documents to create comprehensive reports that can be saved and updated. SODA is not required on the client computer to view a report, however it is required in order to update the report.
	Refer to the Requirements Management Plan, Section 2.
	<path and/or server>

	Other
	
	
	
	<path and/or server>


Appendix C: Acronyms

The table below is designed to represents ONLY the unique set of acronyms that are part of the MPP document itself.  DO NOT blindly transfer acronyms from document to document OR DO NOT copy the complete listing of acronyms from the best practices website.

In the case below, the list is consistent with the acronyms present in the MPP template.  Feel free to use this list as a starting point. 

	Acronym
	Description

	AI
	Action Item

	APD
	Advance Planning Document

	BCP
	Budget Change Proposal

	BPSG
	Best Practices Support Group

	BPweb
	Best Practices Website

	CDSS
	California Department of Social Services

	DGS
	Department of General Services

	CM
	Configuration Management

	CMAS
	California Multiple Award Schedule

	DOF
	Department of Finance

	FSR
	Feasibility Study Report

	IAW
	In Accordance With

	IEEE
	Institute For Electrical and Electronics Engineers

	IPOC
	Independent Project Oversight Consultant

	IT
	Information Technology

	IV&V
	Independent Verification and Validation

	ITPP
	Information Technology Procurement Plan

	MSC
	Management Steering Council

	SEI
	Software Engineering Institute

	OSI
	System Integration Division

	M&O
	Maintenance & Operations

	MPP
	Master Project Plan

	MS
	Microsoft

	MSA
	Multiple Services Agreement

	MTSII
	Management Tracking System II 

	PMBOK
	Project Management Body Of Knowledge

	PMP
	Project Management Plan

	PRD
	Project Risk Database

	RFP
	Request For Proposal

	SA-CMM
	Software Acquisition- Capability Maturity Model

	SysRS
	System Requirements Specification

	TOSU
	DOF's Technology Oversight and Security Unit

	WBS
	Work Breakdown Structure


Appendix D: Responsibility Assignment Matrix (RAM)

The RAM is created using the Project Office In-a-box – RAM Chart Template (SIDdocs #2532) and is created at the time the Staff Management Plan is created or updated (See also Staff Management Plan Tailoring Guide).  Detailed instructions for creating/maintaining the project RAM are provided in the Instructions Tab of the RAM template.

The intent of the RAM as presented in the MPP is to establish the “baseline” (or snapshot) for the project office WBS as well as to identify the authority and responsibilities relationships between stakeholder entities for the current life cycle phase.  

The project must identify the project document #-version that represents the baseline, and then maintain the evolving configuration of the RAM via the iManage repository.

Below is a sample of part of a RAM Chart.

[image: image19.wmf]Coordination Key:

 

S=Support; P=Primary; A=Approve; R=Review; 
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� This was the last freeware version of Risk Radar and has only a single-user interface.
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