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	INTRODUCTION:    Generic Project Plan Document

	The template content starts on the following page.
What This Is
A template for a typical Project Plan document. The outline originated from a standard developed for technically oriented projects, but most of the sections apply to any project. The sections are annotated to convey the intent of each, so the outline can and should be adapted as appropriate for each situation.

Some people interchange the terms “project schedule” and “project plan.” In fact, the Project Plan expresses more than the schedule for the project. The high-level WBS and summary of key milestones are shown in the Project Plan, along with important project information well beyond the schedule.
Why It’s Useful   

The Project Plan is a communication document. It captures what the team understands the goals of the project to be and summarizes what the team has decided to do, how, and by when, to meet those goals. 
For large projects involving multiple organizations, the Project Plan document is useful for capturing in one place all the major parameters of the project and providing it to multiple organizations. It can evolve and be used as a working document and communication tool during the early project investigation and planning work, as the team works through aspects of the project.

For smaller projects, a more streamlined version of the Project Plan can be created. The same benefits hold: clearly stating what the project must accomplish and how the team will do so, and making sure all the involved team members and their organizations are on the same page.

How to Use It  

This template is intended to be a guide to begin the Project Plan document. The document outline is extensively annotated. Explanatory information is shown in italics, and should be removed when the template is used.

1. Examine the standard outlines to determine what sections would be applicable to your project.

2. Draft particular sections of the plan as the information comes available. Pay particular attention to sections such as communication, requirements management, and issues resolution, which could come into play even in the early days of the project as the team figures out an approach for meeting project goals within stated time and cost constraints.

3. Evolve the plan during the investigation and planning work on the project.
4. As decisions are made and the schedule, budget, and resource staffing solidifies, update the plan with summary information to reflect the scope, time, cost, and people aspects of the project. 

5. Alternatively, sections of information called for in the plan can be created as separate documents or as appendices. Remember the overall goal of communication; balance ease of reference for your immediate team against communication out to other groups with a stake in the project. Some teams like to keep a higher-level overview in a Project Plan document, with details of items such as the WBS and risk list maintained separately to post visibly on walls, send separately with status, etc.
6. Provide the document to team members and managers in functional organizations that are supporting the project and review it with them to ensure understanding and support.

7. Use the Project Plan Document as part of your process for this project being officially allowed to go forward. The plan should be dynamic, changing with the project changes, but keeping in line with the overall Project Vision or Charter agreed to for the project. 


The project plan document template starts on the following page.
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Preface

Briefly describe the scope and context of the plan and the intended audience.

1. Overview of the Project

The Arizona Student Longitudinal Data System (AZ-SLDS) is intended to enhance the ability of Local Education and State Agencies to efficiently and accurately manage, analyze, and use education data, including individual student records. The AZ-SLDS developed will help state government, districts, schools, and teachers make data-driven decisions to improve student learning, as well as facilitate research to increase student achievement and close achievement gaps.

.
1.1 Purpose, Scope, and Objectives

1.1. Project Purpose:
The Arizona Department of Education (ADE), Arizona State University (ASU) and the Maricopa County Education Service Agency (MCESA) working in collaboration, are engaging K -12 school districts to provide data on teacher, student course connections. 
Each of the parties has a responsibility through grant awards, research requirements and/or government mandates to separately develop components of a Statewide Student Longitudinal Data System. (AZ-SLDS) The purpose of this collaboration is to leverage the efforts required of each party to build the foundation and key components of a P20 student longitudinal data system for Arizona

1.2. AZ-SLDS Project Scope and Objectives:

1.2.1. A teacher Identifier system with ability to match teachers to students

1.2.2.  Student level transcript information, including courses completed and grades earned

1.2.2.1.  Sample Use Case: Student “A” is assigned to Teacher “1” and Teacher “2”. The project will map Student “A” to both Teacher “1” and Teacher “2”

1.2.3.  Ensure students graduate college-ready by increasing student achievement and growth in all content areas

1.2.4.  Enhance careers for effective teachers and principals by implementing a fiscally sustainable, performance-based compensation system

1.2.5.  Develop talent in teaching and leading through a sustainable, comprehensive program of performance-based evaluation and support

1.2.6.  AIMS Scores for the previous year and the current year (i.e. consecutive years) will be identified and extracted for Student “A” This combination of data Student/Teacher/Grade/Course – will be applied by ASU to a Value-Added Growth Model to determine Teacher Effectiveness, Student Growth and Teacher Performance Incentive Payout

1.2.7.  Migration of the student/teacher/course data from district level SIS systems and HR systems for a specified job time to be pushed to ADE portal to Relational Database System potentially utilizing SQL Server Integration Services (SSIS) packages as transformations solutions

1.2.8.  Design and Build Data Visualization Dashboards

1.2.9.  Student Information Systems Configuration for Automation of Data Extractions to ADE
1.2.10. Re-engineering of Data Portal Pilot for Automation

1.3. AZ-SLDS Project Out of Scope:

1.3.1.  15 ASU Next / Ready for Rigor Partner Districts Data Automation by September 30th 2011

1.3.2.  MCESA REIL 6 Partner Districts Data Automation and Visualization
1.3.3. A State-wide Automated Data Portal and Visualization System by September 30th 2011
1.2 Assumptions and Constraints

The following assumptions and constraints have been identified for this project:
Table 1.2.1.  Assumptions and Constraints

	Table 1.2.1.

Assumptions and Constraints
	Impact to Plan if not True

	District Data Source is able to adhere to ADE File Spec 
	

	All resources can be obtained per SFSF K-12 Project schedule needs
	

	ADE Landing fulfilled by ADE Data Portal
	

	Data Dictionary to be approved by state Data Governance Committee
	

	Data Dictionary made publicly accessible
	

	Statewide educational Identity Management Systems hosted and maintained by ADE.
	

	All technologies, processes and requirements are value-added model agnostic.
	

	All technologies, processes and requirements are SIF compliant
	

	All technologies, processes and requirements are design to be part of the AZ P20 effort.
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1.3 Project Deliverables

1.3.1. AZ-SLDS SFSF Data Quality Requirements K-12 
Arizona State University (ASU), Maricopa County Education Service Agency (MCESA) and the Arizona Department of Education (ADE) working in collaboration, are engaging 16 K -12 school districts to provide data on teacher, student course connections. 
1.3.2. ASU Next 16 districts Scope
1.3.2.1. Source & Land Student, Teacher, Course Data
1.3.2.1.1. The ETL of the data feed of student, teacher, course data will be automated for Osborn school district prior to September 30th 2011. Osborn represents the pilot district for the ASU Next Project which falls under the AZ-SLDS umbrella. The remaining phase 1 districts will be automated through the ADE Data Portal post September 30th 2011 – as a yet to be determined timeline.
1.3.2.1.2. Data Extraction for Osborn Pilot is due July 15th 2011. The remaining 15 ASU Next phase 1 school districts must also meet the July 15th 2011 due date for data extraction and load to ADE tables
1.3.2.1.3. Data Sources
The Student Data Sources will be fed from the Student Account Information System (SAIS) – this process in conjunction with the data uploads from the district level Student Information Systems (SIS) will enable the AZ-SLDS student information to be complete

The Teacher Data Sources will be fed from the Highly Qualified Teacher database and the HR systems at the district level- this feed will be sent from the district level as scheduled 
1.3.2.1.4. Data Format
The student / teacher and course data format will be in .CSV for manual load and as yet to be determined for automated loads through the ADE Data Portal
ADE Data Portal
The method of landing the data will be through the ADE Data Portal (formerly known as ASU Next Data Portal Pilot) the data from the districts will reside in the tables on “ProdData20”.
1.3.2.2. Build and QA, Data Portal for Pilot District 
1.3.2.2.1. Build out of Data Portal – the existing application that was built prior to this project initialization will be utilized with medium to low re-development. The ASP.net / C# language is the current platform utilized by the Data Portal application
1.3.2.2.2. The detailed schedule for the build-out of the Data Portal for the ASU Next project is to be determined – the timeframe of this scheduled effort is to begin June 20th through September 2nd 2011.
1.3.2.2.3. The student, teacher, course data will land in the “ProdData20” environment to be modeled for Student Growth Percentile Modeling by Value-added Analyst (VAA)
1.3.2.2.4. The Quality Assurance Management Plan will be determined by the Q/A and Project Manager (TBD)
1.3.2.3. Design Data Dictionary Elements
1.3.2.3.1. The ASU Next Data Dictionary Elements were developed in 2010 prior to this administration’s current PMO. The Data Dictionary that is currently being utilized by the ASU Next project team has been a collaboration of efforts involving ASU and ADE resources- with validation of SIS fields versus data elements with the Osborn Pilot
1.3.2.3.2. Prior to 2011, the ASU Next Data Dictionary was developed and housed in a spreadsheet- it did not reside as a computerized data dictionary. The current ASU Next Data Dictionary that is being utilized by the ADE team has been reviewed and approved by the project team as of April 2011
1.3.2.3.3. Currently the latest spreadsheet copy of the Data Dictionary for the ASU Next effort resides at the sharepoint site for the ASU Next project
1.3.2.3.4. ASU Next Data Dictionary V2
1.3.2.4. Source & Use Business Data Rules
1.3.2.4.1. The Source Business Rules for the ASU Next project will be defined through gap Analysis that concludes by July 17th 2011, once this gap analysis is complete the source business rules will be further defined in this document section
1.3.2.4.2. The Use Business Rules for the ASU Next project are defined by the measures or the Value-added process by the ASU Next Analyst- this will be further defined once the process has been mapped by the VAA
1.3.2.4.3. When = 
1.3.2.4.4. Where = 
1.3.2.4.5. What = 
1.3.2.5. Define Measures & Dimensions > Sept. Phase 1
1.3.2.5.1. Defined Measures Tasks will be calculated, aggregated and transformed by the ASU resource (VAA) allocated 50% of resource utilization time. Data Modeling is scheduled starting June 16th 2011 until August 19th 2011. The modeling process is dependent on assessment data availability in the Assessment Database scheduled by June 15th.
1.3.2.5.2. The latest versions of modeling software and associated technical materials will be required for the student growth modeling and student growth reporting. The programming language and software environment utilized will be “GNU R”. http://www.r-project.org/ GNU R is a free software environment for statistical computing and graphics. It compiles and runs on a wide variety of UNIX platforms, Windows and Mac OS.
1.3.2.5.3. Data will be prepared using the Standford-10 and AIMS data which is scheduled to be available in the Assessments database “ProdData11/ADE” approximately June 15th 2011 – ASU resource (VAA) will be on-site at the ADE during the data calculations to mitigate any data policy concerns outside the network
1.3.2.5.4. Value-added scores will be input into the National Institute for Excellence in Teaching (NIET) / CODE for quality check by the ASU Value-added Analyst (VAA) http://www.tapsystem.org/
1.3.2.6. Design, Build, QA Data Repository to Support Effort
1.3.2.6.1. The Data Repository for the ASU Next project effort is being developed in DEVDATA20 for release to production
1.3.2.6.2. Currently the Data Repository is under development, the estimated time to completion is TBA
1.3.2.6.3. Data Repository is in development in the DEVDATA20 environment until release to production, that instance will be announced when a determination by development is made
1.3.2.6.4. The Data Repository tables will receive the source data 
1.3.3.  MCESA REIL 6 districts Scope
1.3.3.1. Source and Land Student, Teacher, Principal, Course, School/District, Evaluation Data
1.3.3.1.1. How = 
1.3.3.1.2. When = 
1.3.3.1.3. Where = 
1.3.3.1.4. What = 
1.3.3.2. Design, Build, QA, Data Portal
1.3.3.2.1. How = 

1.3.3.2.2. When = 

1.3.3.2.3. Where = 

1.3.3.2.4. What = 

1.3.3.3. Design, Build, QA, Infrastructure to Support AZ-SLDS

1.3.3.3.1. How = 

1.3.3.3.2. When = 

1.3.3.3.3. Where = 

1.3.3.3.4. What = 

1.3.3.4. Design, Build, QA Visualization Layer to support K-12

1.3.3.4.1. How = 

1.3.3.4.2. When = 

1.3.3.4.3. Where = 

1.3.3.4.4. What = 

1.3.3.5. Design Master Data Dictionary Elements

1.3.3.5.1. How = 

1.3.3.5.2. When = 

1.3.3.5.3. Where = 

1.3.3.5.4. What = 

1.3.3.6. Source & Use Business Data Rules

1.3.3.6.1. How = 

1.3.3.6.2. When = 

1.3.3.6.3. Where = 

1.3.3.6.4. What = 

1.3.3.7. Define Measures & Dimensions
1.3.3.7.1. How = 

1.3.3.7.2. When = 

1.3.3.7.3. Where = 

1.3.3.7.4. What =

1.3.3.8. Design, Build, QA Data Warehouse to Support Effort

1.3.3.8.1. How = 

1.3.3.8.2. When = 

1.3.3.8.3. Where = 

1.3.3.8.4. What =

1.3.4.  Rest of Arizona (ROA) (TBD)

1.3.5. ASU Next Project Scope (Fig 1.3.5.)

Three objectives for the ASU Next grant requirements: increasing rigor and inquiry in pre-teacher education programs (RIPTEP), reform of ASU’s district based Professional Development School teacher education programs around the Teacher Advancement Program (TAP) model and a statewide school-university partnership network for school reform, professional development and educator support services in urban and rural partner districts.

	Fig 1.3.5.

ASU Next Partner Districts
	ASU Next Schools
	Number
	Notes:

	Avondale Elementary School District
	
	
	

	Cedar Unified School District
	White Cone High
	1
	

	Chinle Unified School District
	
	
	

	Deer Valley
	
	
	

	Douglas Unified School District
	Ray Borane Middle, Paul Huber Middle
	2
	Douglas withdrew from the grant as of next academic year, they will receive TIF payouts for Wave 1/ Phase 1

	Gadsden Elementary School District
	Ed Pastor Elementary, Gadsden Elementary, Southwest Junior High
	3
	

	Ganado Unified School District
	Ganado Middle
	1
	

	Glendale Elementary School District
	Glendale American
	1
	

	Mesa Unified School District
	Guerrero Elementary
	1
	

	Murphy Elementary School District
	
	
	

	Osborn Elementary School District
	Encanto Elementary, Clarendon Elementary, Longview Elementary, Montecito Community, Osborn Middle, Solano Elementary


	6
	Osborn School District is the Pilot District for ASU Next Project

	Roosevelt Elementary School District
	
	
	

	San Carlos Unified School District
	San Carlos Elementary, San Carlos Secondary
	2
	

	Sunnyside Unified School District
	Esperanza Elementary
	1
	

	UPSI
	ASU Preparatory Academy Phoenix
	1
	

	Window Rock Unified School District
	Tsehootsooi Middle School
	1
	

	
	
	
	


1.3.6. MCESA REIL Project Scope (Fig 1.3.6.)
Engaging six Maricopa County school K-12 districts in implementing systemic change aimed at transforming how schools, recruit, train, support and compensate effective teachers and principals

	Fig 1.3.6.

MCESA REIL Partner Districts
	MCESA

REIL Schools
	

	Alhambra Elementary School District
	30
	

	Gila Bend Unified School District
	5
	

	Isaac Elementary School District
	31
	

	Nadaburg Unified School District
	4
	

	Phoenix Union High School District
	92
	

	Tolleson Elementary School District
	12
	






Table 1.3.7.  Key Project Deliverables 

	(Fig 1.3.7.)

Project Deliverables 
	Owner(s)
	Date

	ASU Next Project team and ADE IT Project team initialized
	ADE, ASU
	3/9/11

	AZ-SLDS Steering committee Initialized
	ADE, ASU, MCESA, 
Gov. Office
	3/12/11

	ASU Next Osborn Pilot Kick-off
	ADE, ASU, Osborn
	3/28/11

	ADE Finalizes mapping solutions
	ADE, Osborn
	4/1/11

	Validation of SCED codes for Osborn Courses
	ADE, Osborn
	4/8/11

	ASU Next Data Dictionary
	ADE, ASU
	4/15/11

	ESP Solutions procurement completed
	ADE, ASU, ESP Solutions
	4/25/11

	ASU Next Deployment Strategy Model 
	ADE, ASU
	4/29/11

	Osborn Course Catalog Extracted
	ADE, Osborn
	5/6/11

	SCED Course Codes Mapped
	ESP Solutions
	5/13/11

	ASU Next Pilot Osborn
	ADE, ASU
	5/20/11

	ADE Automation and Technical Needs Assessment
	ADE
	5/25/11

	ESP Solutions training
	ASU, ADE, ESP Solutions
	5/31/11

	ASU Next kick-off of 15 districts course mapping training
	ASU
	TBD

	Draft of Value-added algorithm process defined by ASU
	ASU
	6/3/11

	Draft of overall VAA process timeline from ASU
	ASU
	6/3/11

	15 District Partners data extraction, load and VAA
	ADE, ASU
	6/17/11

	Go / No Go Decision 
	ADE, ASU
	6/30/11

	Load – ADE DW
	ADE, ASU
	7/30/11

	Implement Deployment Strategy Model for ASU Next
	ADE, ASU
	9/30/11

	Requirements Gathering
	ADE, ASU, MCESA
	6/30/11

	Business Rules Definition
	ADE, ASU, MCESA
	7/15/11

	Visualization Requirements Gathering
	ADE, ASU, MCESA
	8/30/11

	Input / Output Design
	ADE, ASU, MCESA
	11/30/11

	Establish Data Stores
	ADE
	3/31/12

	Build Identity Management System (IDM)
	ADE
	1/31/12

	Automate Calculation of REIL score
	MCESA, ADE
	6/3012

	Dashboard(s) Implemented
	ADE, MCESA, GOV,
	1/20/12

	Audit System
	ADE, MCESA, ASU
	4/30/12

	
	
	

	
	
	

	
	
	

	
	
	


1.4 Schedule and Budget Summary

The cost breakdown for the AZ-SLDS project is a baseline from the Osborn Pilot for ASU Next project. 
The Pilot baseline was determined as follows (Fig.1.4.1.)

Osborn Pilot Implementation Resource Cost – This represents the work effort of ETL through the months of March 2011 – September 30th 2011
[image: image2.wmf]Resources

March 28th -

May 31st 2011

June

Jul

Aug

Sep

Total

Data Architect

3,200

$           

 

6,720

$                  

 

800

$             

 

800

$                

 

3,440

$               

 

14,960

$          

 

Data Analyst

27,200

$         

 

-

$                      

 

-

$              

 

27,200

$          

 

Value-added Analyst 

++

-

$              

 

TBD

TBD

TBD

TBD

-

$                

 

Business Analyst

9,440

$           

 

4,400

$                  

 

1,100

$          

 

1,100

$             

 

2,200

$               

 

18,240

$          

 

Project Manager

9,440

$           

 

9,912

$                  

 

10,384

$         

 

10,384

$            

 

9,912

$               

 

50,032

$          

 

Consultant: Guru & Associates

16,500

$         

 

16,500

$                

 

16,500

$         

 

16,500

$            

 

16,500

$             

 

82,500

$          

 

Programmer #1

6,290

$                  

 

7,480

$          

 

7,480

$             

 

3,400

$               

 

24,650

$          

 

Sr. Programmer #2

3,720

$                  

 

3,720

$          

 

-

$                 

 

-

$                   

 

7,440

$            

 

Osborn Pilot Total Costs

65,780

$         

 

47,542

$                

 

39,984

$         

 

36,264

$            

 

35,452

$             

 

225,022

$         

 

SFSF

Budget

956,000

$         

 

Osborn Cost

275,022

$         

 

Budget

680,978

$         

 

Vendor: ESP Solutions Coursemapping Osborn 

Only

One-Time

16,000

$                

 

PS Costs

222,278

$         

 

15 Partner Districts training and support for 

Coursewalk mapping

One-Time

4,000

$                  

 

SFSF

Budget Remaining

458,700

$         

 

Vendor Total

20,000

$                

 

Osborn Pilot Grand Total w/ Vendor Costs

245,022

$               

 

Per District Cost (based on Osborn Pilot)

Per district

225,022

$               

 

Vendor: ESP Solutions Coursemapping 

Per district

($16,000)

Source to Landing

One-time

66,000

$                

 

Source Automation (if required)

Per district

TBD

Source Resource Funding

Per district

TBD

Total (excluding TBD source costs)

275,022

$               

 

Course Code Classification System 

(ISA Gov. Office #OER-11-ISA-GS-232)

One-Time 

Fixed

52,000

$                

 

Source to Landing 

** @



One-Time 

Fixed

450,000

$               

 

Maintain District Course Data 

##

Annual

800

$                     

 

AZCourseMapping Tool Development

One-Time 

Fixed

50,000

$                

 

Fixed cost for Maintain AZCourseMapping Tool

(Kansas Tool) (Per year)

Annual

1,000

$                  

 

2

ESP Coursewalk

Per District

1,525

$                  

 

Fixed Cost Option #1 (Excluding Annual Maint.)

828,822

$               

 

Fixed Cost Option #2 

@

328,547

$               

 

AZ-SLDS SFSF K-12 Osborn Pilot and Scale to State Budget

**

 Note

: Based on data quality walk-through with each District (10 hrs assumed at blended rate $75/hr x 600 districts)

++ Value-added time effort undefined by ASU project- no cost estimates currently available

## Annual cost per district/ per year is $800 - second year $480k would be added to fixed costs

@ For Option #2 - Is Source to Landing Required?

 Osborn Pilot Implementation Resource Cost (w/ Data Portal Automation)

Cost Type

Balance of State Grand Total (w/ Resources, Vendor, Automation, Fixed Costs)

Fig. 1.4.1

Fig. 1.4.4

Balance of State Deployment ADDITIONAL Fixed Costs

1

Software Options

Resources, Vendors, Software

Actual 

Cost

Software

Actual 

Cost

Cost Type

Fig. 1.4.5

Cost Type

Fig 1.4.3 Osborn Automation State Deployment Scaling Costs per District

Software

REPEATABLE

Fig 1.4. 2 Vendor Costs

Actual 

Cost


1.5 Evolution of the Plan

Describe how this plan will be completed, disseminated, and put under change control. Describe how both scheduled and unscheduled updates will be handled. 

1.6 References

Provide a list of all documents and other sources of information referenced in the plan. Include for each the title, report number, date, author, and publishing organization. Include a reference for the authorizing document for this project, the Statement of Work or Marketing Requirements or Charter or whatever that might be for the organization.

1.7 Definitions and Acronyms

Define (or provide references to the definition of) all terms and acronyms required to properly interpret this plan.
Table x. Definitions and Acronyms

	Term
	Definition

	Algorithm
	A business rule that defines how a number is derived

	Aggregate Record
	A value that is calculated from individual (unit) records, a statistic that describes a group

	AZ-SLDS
	Arizona Student Longitudinal Data System

	
	

	
	

	
	

	Check Digit
	A number that is derived from a set of numbers; used to verify the validity of the set of numbers

	Course Catalog
	The byproduct of an SIS

	Course Codes
	

	Crosswalk
	To change a number within one system to a corresponding number in another system

	
	

	
	

	
	

	ESP Solutions
	The vendor ADE is engaging to produce the Course Code Mapping for the Pilot Districts in the ASU Next Project

	FERPA
	(Family Educational Rights and Privacy Act) 1976 federal law establishing a family’s right to have certain personally identifiable data about a student protected from public exposure

	
	

	
	

	
	

	Pilot
	First District or School in a project engagement

	
	

	Unit Record
	A record (set of data) containing data for only one individual

	
	

	
	

	
	


	Acronym
	Meaning

	ADE
	Arizona Department of Education

	ASU
	Arizona State University

	
	

	MCESA
	Maricopa County Educational Services Agency

	NIET
	National Institute for Excellence in Teaching

	
	

	
	

	
	

	SIS/SMS
	Student Information System / Student Management System – used by schools/districts to manage student/teacher/course data

	
	

	
	

	
	

	
	

	SCED
	School Codes for Exchange of Data (see NIET)

	
	

	
	

	UAT
	User Acceptance Testing


2. Project Organization

Describe the organization for the project, using the sections that follow. 
2.1 External Interfaces

Describe the administrative and managerial interfaces between the project and the primary entities with which it interacts. A table may be a useful way to represent this.
Table x. Project Interfaces

	Organization
	Liaison/Interface

	Customer: <name>
	<name>

	User Documentation
	

	<etc>
	


2.2 Internal Structure

Describe the internal management structure of the project, as well as how the project relates to the rest of the organization. Include employees and contract staff that are managed as part of this project. It may be helpful to use charts to show the lines of authority.
Figure x. Organization Chart
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2.3 Roles and Responsibilities

The following people and organizations are stakeholders in this project and included in the project planning. Additional project team members are added as needed.
Table x. Project Roles and Responsibilities

	Role
	Responsibilities
	Person
	Phone

	Executive Sponsor
	
	
	

	Chief of Operations
	Advise, Inform
	Elliott Hibbs
	

	Project Owners
	
	
	

	Chief Information Officer
	
	Mark Masterson
	

	
	
	
	

	Program Manager
	
	
	

	
	
	Mark Svorinic
	

	Project Manager
	
	
	

	
	
	David Plouff
	

	Project Workgroup
	
	
	

	Alex Jones
	
	
	

	Janice Robinson
	
	
	

	Heather McMurray
	
	
	

	Satya Indukuri
	
	
	

	
	
	
	


Project Team Management 
The project manager coordinates the project tasks assigned to team members. Changes to the project team require approval of the Project Manager and Project Owner for the affected agency if relevant. Changes will be tracked in revisions to the project plan.
3. Managerial Process Plans

Describe the project management processes for the project. The sections that appear here may evolve over the lifetime of the project, and only a subset of them may be relevant; use elements accordingly. If there are documented processes that the project team is following, the plan may refer to the documented processes rather than reproduce them as part of this plan.

3.1 Start-up Plan

Describe how the project effort, cost and schedule will be estimated, including methods, tools, and techniques. Specify how often the project may be re-estimated, e.g. at phase boundaries or iteration boundaries. 
Describe how staffing will be done, along with the expected level of staffing at the highest level – e.g. by phase of the project, types of skills needed, and sources of staff (may be employees or contract personnel). Describe how the staff will be organized and supervised here, or include it in the section that describes the project internal structure (above). 
For any resources needed in addition to personnel, describe the overall plan and responsibilities for acquiring those resources (such as hardware, facilities, service contracts, and software).

Describe any training that will be needed by the project staff to conduct this project, in both technical and managerial skills. Include a schedule for the training to be provided, number of people to be trained, and how the training will be conducted.

3.2 Work Plan

Describe the work activities, schedule, resources, and budget details for the project. Much of this content may be in appendices that are maintained as living documents, supported by project planning and tracking tools. Include at a minimum here a list of the key elements in the project work breakdown structure and a description of those activities. If the work breakdown is developed in elements other than “work activities,” adapt the descriptions here to conform to those elements. 

· What it communicates:  
· What resources are needed?

· In what quantities?

· At what cost?

· What it includes:   The resource plan summarized at the end of the scheduling process:

· project staffing over time

· use of other resources  such as equipment

· the project budget that captures the costs of all resources 
3.2.1. Work Activities – ASU Next Work Breakdown Structure (WBS)
The WBS for the ASU Next project is located at: (Path here) for further breakdown on the tasks please refer to this diagram- Note: the “Outline” number corresponds to the WBS Outline
ASU Next Project Phase 1:
3.2.1.1. Create ASU Next Data Element Dictionary (Outline 1.1)
3.2.1.1.1. Data Availability Validation Sessions with Customers (Outline 1.1.1)
3.2.1.1.1.1. Identify with ASU their Core Minimum Data Requirements

3.2.1.1.1.2. Identify Data Available from ADE

3.2.1.1.1.3. Establish Data from SMS Vendors, (If Possible)

3.2.1.1.1.4. Validate Data Available from District (Osborn Only)

3.2.1.2. Pilot District Course Code Mapping Defined (Outline 1.2)
3.2.1.2.1. ADE Course Code Mapping w/ Pilot District (Outline 1.2.1)
3.2.1.2.1.1. Validate SCED Codes for Osborn

3.2.1.2.1.2. Document Local Subject/Course/Class Identifiers and Hierarchies

3.2.1.2.2. Selection of Course Code Mapping Vendor Outline 1.2.2)
3.2.1.2.2.1. Finalize Mapping Solutions

3.2.1.2.2.2. Select Vendor Contract

3.2.1.2.2.3. Procure Vendor via ADE

3.2.1.2.3. ESP Solutions (vendor) Extract/Map Courses from Pilot (Osborn) (Outline 1.2.3)
3.2.1.2.3.1. Extract Course Catalog from Osborn

3.2.1.2.3.2. Transfer Osborn Course Catalog to ESP Coursewalk Excel Templates
3.2.1.2.3.3. Import Templates into Coursewalk Application
3.2.1.2.3.4. Automap Osborn course catalog to SCED
3.2.1.2.3.5. Map any unmapped course to SCED (CourseWalk recommendations)
3.2.1.2.3.6. Review Coursewalk Reports for Osborn SCED Code Mapping
3.2.1.2.3.7. Edit to Osborn SCED Code Mappings from Review
3.2.1.2.3.8. Run FINAL CourseWalk Reports
3.2.1.2.3.9. Sign-off of FINAL Reports for Osborn SCED Code Mappings
3.2.1.2.3.10. ESP to Run Final Coursewalk Reports
3.2.1.3. Define Student Teacher Class Tables (Outline 1.3)
3.2.1.3.1. Student Matching (Outline 1.3.1)
3.2.1.3.1.1. Confirm ADE Student Matching Algorithm to Establish Correct Unique Identifier

3.2.1.3.1.2. Redesign ASU Next Student Table (If Required)

3.2.1.3.2. Teacher Matching (Outline 1.3.2)

3.2.1.3.2.1. Develop ADE teacher matching algorithm to establish correct unique identifier
3.2.1.3.2.2. Redesign ASU Next Teacher Table (If Required)
3.2.1.3.3. Class Rosters (Outline 1.3.3)

3.2.1.3.3.1. Redesign Student, Teacher Class Roster Tables (If Required)
3.2.1.3.3.2. Develop Crosswalks for Common Codes: Student and Teacher Identifiers
3.2.1.4. Data Automation Source Defined for Pilot District (Outline 1.4)
3.2.1.4.1. Osborn Source Level Identified
3.2.1.4.2. Definition of Data Portal for Data Automation
3.2.1.4.3. Approve Development Plan for Automation of Data Portal
3.2.1.5. Deployment Strategy Model for ASU Next Districts (Outline 1.5)
3.2.1.5.1. Round 1 DSM (Outline 1.5.1)

3.2.1.5.1.1. Data Dictionary Defined (Osborn Model) (Outline 1.5.1.1)

3.2.1.5.1.1.1. Data Dictionary Approved
3.2.1.5.1.1.2. Logical Data Model
3.2.1.5.1.1.3. Physical Data Model
3.2.1.5.1.1.4. Document Deployment Strategy Model (Round 1) File Specifications Identified, Edited, Reviewed
3.2.1.5.1.1.5. Approval/Sign-off of DSM R 1 Documents by ADE/ASU/Customers
3.2.1.5.1.1.6. Hand-off of DSM R1 Completed
3.2.1.5.2. Round 2 DSM (Outline 1.5.2.)

3.2.1.5.2.1. Data Dictionary Further Defined (Pilot Districts) (Outline 1.5.2.1)

3.2.1.5.2.1.1. Document Strategy Model File Specifications (R2) Identified, Edited, Reviewed Logical Data Model
3.2.1.5.2.1.2. Approval/Sign-off of DSM R2 Documents by ADE/ASU/Customers
3.2.1.5.2.1.3. File Specifications R2 Received from Osborn & Districts 
3.2.1.5.2.1.4. Provide Data Validation Rules for Business
3.2.1.5.2.1.5. Logical Data Model (R2)
3.2.1.5.2.1.6. Physical Data Model (R2)
3.2.1.5.2.1.7. File Specifications (R2) Delivered to Dev
3.2.1.5.2.1.8. Hand-off of DSM R2 Completed
3.2.1.6. ADE Gap Analysis (Outline 1.6)
3.2.1.6.1. Data Dictionary to File Specs
3.2.1.6.2. Text File to Import Tables
3.2.1.6.3. Import Tables to Source Tables
3.2.1.6.4. ADE Tables Extracted to Landing Target
3.2.1.7. Build-out Data Portal (Osborn Only- Plan A) (Outline 1.7)
3.2.1.7.1. Phase 1 Build
3.2.1.8. Data Availability at ADE for VAA Calculations (Outline 1.8)

3.2.1.8.1. Standford-10 and AIMS Data Accessible at ADE
3.2.1.8.2. Quality Assurance of Assessment Data
3.2.1.8.3. Define Measures: Value-Added Growth Calculations Model
3.2.1.8.3.1. Confirmation of Stanford-10 / AIMS Data Accessibility
3.2.1.8.3.2. Prepare Data for SGP Calculations
3.2.1.8.3.3. Process SGP Calculations; Complete score aggregation and transformation for AZ RfR
3.2.1.8.3.4. Input Value-Added scores into NIET/CODE and quality check
3.2.1.8.3.5. AZ RfR report generation for Performance-Based Compensation (payout)
3.2.1.8.3.6. VAA Reports Delivered to ASU
3.2.1.9. Quality Assurance Testing of Data Portal (Outline 1.9)
3.2.1.10. Testing and Documentation
3.2.1.10.1. QA Testing 1 Pass/Fail
3.2.1.10.2. QA Testing 2 Pass/Fail
3.2.1.10.3. Approval/Sign-off of QA Testing Results
3.2.1.11. User Acceptance Testing (UAT) of Data Portal (Outline 1.10)
3.2.1.11.1. Identify User Test Group(s)
3.2.1.11.2. Draft Use Cases
3.2.1.11.3. Review Use Cases
3.2.1.11.4. Approve Use Cases
3.2.1.11.5. UAT Round 1 Pass/Fail
3.2.1.11.6. UAT Round 2 Pass/Fail
3.2.1.11.7. Approval/Sign-off of UAT Test Results
3.2.1.12. Deploy Data Portal (Outline 1.11)
3.2.1.12.1. Send Secure Data from Source to Target (ProdData20)
3.2.1.12.2. Approval and Sign-off of Data Portal by Stakeholders/Customers
3.2.1.13. Data Portal Docs and Training (Outline 1.12)
3.2.1.13.1. Create Data Portal User Guides
3.2.1.13.2. Review, Edit and Modify User Guides
3.2.1.13.3. Approval and Sign-off of Docs
3.2.1.13.4. Train Pilot District on Data Portal Utilization
3.2.1.14. Customer Acceptance and Sign-off (Outline 1.13)
3.2.1.14.1. Customer Sign-off
3.2.1.14.2. Stakeholder Sign-off
3.2.1.14.3. Customer Reports Hand-off
3.2.1.15. Close Project Phase 1 of ASU Next (Outline 1.14)
3.2.1.15.1. Lessons Learned
3.2.1.15.2. Contract with ADE/ESP Completed/Sign-off
3.2.2. Work Activities – MCESA REIL Work Breakdown Structure (WBS)
The WBS for the MCESA REIL project is located at: (Path here) for further breakdown on the tasks please refer to this diagram- Note: the “Outline” number corresponds to the WBS Outline

MCESA REIL Project:
Specify (or refer to a location that contains a list of) the work activities and their relationships, depicted in a work breakdown structure. Decompose the structure to a low enough level to facilitate sound estimating, tracking, and risk management. For very large projects, the high level WBS may be listed here and the full detailed WBS to many more levels included as an appendix or maintained in a separate document.

3.2.1 Schedule Allocation

Specify (or refer to a location that contains) the schedule for the project, showing sequencing and relationships between activities, milestones, and any special constraints. 
3.2.2 Resource Allocation

Identify (or refer to a location that contains a description of) the resources associated with each of the major work activities in the WBS, including numbers and required skill levels, as well as an overall summary of the resource loading for the project. 
	Fig. 3.2.3.1.

Conservative Rate
	
	 
	 

	ADE Resources
	 
	 
	 

	First
	Last
	Position
	Time/Duration

	Alexandra
	Jones
	Enterprise Data Architecture
	

	David
	Plouff
	Project Manager
	

	Janice
	Robinson
	Business Analyst
	

	Satya
	Indukuri
	Developer
	

	Heather
	McMurray
	Data Analyst
	

	Mark
	Svorinic
	AZ-SLDS Program Manager
	

	Michelle
	Contreras
	Sharepoint Webmaster
	

	Jeff
	Stowe
	Fed Rept.Analyst
	

	Sarah 
	Polasky
	Value-added Analyst
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.2.3 Budget Allocation

Show (or refer to a location that contains a description of) the budget allocated to each of the major work activities. Use the organization’s standard cost categories such as personnel costs, travel, equipment, and administrative support. 

3.3 Tracking and Control Plan

Describe how the project will be monitored and controlled, using the following areas.

· What it communicates:

· How will we monitor progress, issues, and actions?  (“Tracking”)

· How will we act on issues and proposed changes?  (“Control”)

· What it Includes:

· Approach for schedule tracking

· Approach for issues and actions tracking

· Approach for scope management

· Approach for risk management

· Approach for change management

3.3.1 Requirements Management

Describe the process to be used for measuring, reporting, and controlling changes to the project requirements. Describe the techniques to be used for configuration management of the requirements, requirements traceabilty, impact analysis for proposed changes, and approving changes (such as a Change Control Board).

3.3.2 Schedule Control 

Describe how progress will be monitored and controlled. Address how the schedule will be controlled (milestones, progress to plan on activities, corrective action upon serious deviation from the plan), when reporting will be done for both the project team and management, and what tools and methods will be used. 

3.3.3 Budget Control 

Describe how performance to budget will be monitored and controlled. Address how the actual cost will be tracked to the budgeted cost, how corrective actions will be implemented, at what intervals cost reporting will be done for both the project team and management, and what tools and techniques will be used. Include all costs of the project, including contract labor and support functions.

3.3.4 Quality Control 

Describe the mechanisms that will be used to measure and control the quality of the work processes and resulting work products. Mechanisms used may include quality assurance of the processes, verification and validation of the work products, joint reviews, audits, and process assessments. [These may be described in detail in other plans or in the Supporting Process Plans of this document.]

3.3.5 Reporting and Communication Plan

Describe the mechanisms, formats, frequencies, and information flows to be used for communicating status of the project work, progress of the project, and other information as needed by the project. A table may be useful to illustrate these. 
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· What it answers:
·   Who needs what information?

·    When do they get it?

·    How will they get it?

· What it includes
· Who needs to get project information

· Why they need it

· What information they need and how it will be communicated

· Frequency of communication, and whether informal/formal, planned or spontaneous (or both).

· What it communicates:
· How will the progress be documented?

· What are the criteria for measuring progress? 

· How will corrective action be applied if the project is off-track?

· What it includes:

· Approach for team members supplying progress information

· Overall Approach for Sponsor and influencers staying informed

· Approach for other Management staying informed (e.g. status reports)
AZ-SLDS Sharepoint Site

The AZ-SLDS project workgroup will also maintain a web page under the ADE Sharepoint site at https://www.azed.gov/Administrators/IT/AZSLDS/default.aspx the project schedule will be updated periodically and posted on this site.

3.3.6 Meeting Communication Matrix

An in-depth guide for conducting meetings details the communications rules and how the meetings will be conducted, ensuring successful meetings.

3.3.6.1 Participants attend meetings- Team members are expected to attend and participate in scheduled project team meetings (or notify the project manager in advance of schedule conflicts)

3.3.6.2 Meetings start and end on time- Meetings will begin promptly at the specified time, whether or not all team members are present. Meetings will conclude as scheduled

3.3.6.3 Participants are punctual- Team members will arrive promptly at the appointed time and place of the meeting.

3.3.6.4 Meetings are uninterrupted- Team members will make arrangements as necessary to avoid being interrupted during the meetings. Emergency interruptions due to unavoidable reasons are acceptable.

3.3.6.5 Participants engage in active listening- Team members will pay attention to what is being discussed so they can participant actively in the team discussions.

3.3.6.6 Participants don't take part in one-to-one meetings or sidebars- All team members will participate in the same meeting and will discuss items being handled by the team. Questions, ideas, and thoughts are shared with the whole team.

3.3.6.7 Participants will keep on topic of agenda- If items or questions are discovered during the meeting, the issues, questions etc will be put in a Parking Lot and documented in the meeting minutes as actionable items for discussion at the end of the meeting if time permits.
3.3.6.8 Everyone participates actively- Each team member will bear individual responsibility for contributing actively to a constructive group process that supports the team efforts to complete specified tasks and /or achieve agreed upon goals.

3.3.6.9 Participants show a willingness to reach consensus on decision issues- Team members will agree with the team's decisions and/or will support the decisions made by the team. When the team cannot reach agreement, an agreed upon alternative method for reaching a final agreement is implemented.

3.3.6.10 Participants respect the agenda- All meetings will have an agenda. The agenda and any additional materials to be discussed at the meeting should be distributed to team members ahead of the meeting. The agenda, as developed by the meeting facilitator / presenter, will be followed unless / until the approach outlined on the agenda for addressing an issue doesn’t work.

3.3.6.11 Participants are free to check process and ground rules- Each team member shares responsibility for keeping the meeting on track, and should not hesitate to call for a process check or a review of the ground rules.

3.3.6.12 Meetings will take place when an appropriate number and representation of team members are present at the meeting- Meetings will be canceled if there is not the appropriate number and representation of team members available for the meeting.

3.3.6.13 Breaks will be included in meetings- Breaks will be included in all meetings that run longer than one hour and a half in length.

Table x. Reporting and Communication Plan (alternate forms)

	Information
	Frequency Sent
	From Whom
	To Whom
	Medium

	
	
	
	
	

	
	
	
	
	


	Communication
	From
	To
	Time Period

	
	
	
	

	
	
	
	


3.3.7 Measurement Plan

Describe how the project measures will be selected (may be a project team effort, based on key issues faced by the project; may be set by external requirements; may be organization standards). Describe how the measures will be collected, analyzed, reported, and used. Include any performance measures that will be used to assess the business impact of this project, including the gathering or development of current baseline values.

3.4 Risk Management Plan

Describe the process that will be used to identify, analyze, build mitigation and contingency plans, and manage the risks associated with the project. Describe mechanisms for tracking the specific risks, the mitigation plans, and any contingency plans. Risk factors that should be considered when identifying the specific project risks include contractual risks, organization-related risks, technological risks, risks due to size and complexity of the product, risks in personnel acquisition and retention, risks in achieving customer acceptance of the product, and others specific to the context of the project. 
The specific risks for this project, the mitigation actions, and the contingency plans are likely to be documented in another document that is a living record of the current risk information.

3.4.1. Risk Thresholds Matrix

It is important to plan for the risk management process to ensure that the level, type and visibility of risk management are appropriate with both the risk and importance of the project to the organization.
The following Priority Threshold Matrix will be used to establish Risk Priority:
	(Fig. 3.4.1) 

Risk Thresholds Matrix 

	Risk Level: 1 - 7

	Green (Low Risk) <= 1 and 3.5

	Yellow (Medium Risk) between 3.5 and 5.5

	Red (High Risk) >= 5.5 - 7


	Risk Threshold Definition  

	The Project Team develops a full response plan for each item rated as High risk.  These risks are watched closely.

	The Project Team should create a response plan for any Medium risk item where they deem it necessary.  However, in general no response plan is required for Medium risk items.  Medium risks are monitored on a regular basis.

	No action is required for Low risk items except to keep a watch on them as the project progresses.


3.4.2. Risk Log

3.4.2.1. ADE IT AZ-SLDS Risk Actions Issues Log
3.4.3. The Project Team should identify potential project risks in addition to key risks identified during the initiation phase. For each identified risk, the team should:
3.4.4. Assess impact and probability of risk occurring
3.4.5. Assign a risk priority
3.4.6. For high-priority risks, determine a risk response approach including any contingency plans.
3.4.7. The Project Team’s approach to risk is documented in the:
3.4.8. Risk Management Schedule – A detailed schedule for risk-related activities
3.4.9. Risk Management Plan – How the team will manage risk throughout the project.
3.5 Closeout Plan

Describe the plan for closing out this project. Include descriptions of how staff will be reassigned, project materials archived, and how post-project analysis will gather and document lessons learned and analysis of project objectives achieved. Include an examination of the initial cost/benefit analysis to see if objectives have been met; examine any performance measures intended to be impacted by the project. Include knowledge transfer plan.

If this project is to be followed by a next release effort, operations and maintenance, or other transition plan, describe how those efforts will be planned.

4. Technical (Or Relevant Domain) Process Plans

Describe the processes and approaches to be used for developing the work products or services for the project. The primary technical focus of the project may be one or more of the following:

· acquisition – obtaining a system, product or service

· supply – providing a system, product, or service 

· development – constructing a system or product 

· operation – running a system or service for regular use

· maintenance – correcting, perfecting, or adapting a system 

4.1 Process Model

4.1.1. This document describes in detail the process that Arizona Department of Education intends to use during the initiating, planning, managing (controlling and executing), and closing stages of technology projects. The reader will find a detailed description of the methodology, as well as references to templates and other documents that are used in support of the methodology.
In defining this methodology, the PNP hopes to reach the following goals:
4.1.2. Provide a common point of reference and a common vocabulary for talking and writing about the practice of project management for technology projects within ADE IT. 
4.1.3. Increase the awareness and professionalism of good Project Management Practice by those charged with the responsibilities defined in the methodology.
4.1.4. Define the roles of the Executive Committee, Sponsor, Project Manager, Stakeholders, Technical and Business Leads and other team members and obtain consensus within the organization about their importance as Critical Success Factors (CSF). 
4.1.5. Create the basis for a collaborative environment where everyone engaged in technical project work understands what is required of them and why those requirements are key factors for improving project results.
4.1.6. The Project Manager, David Plouff has the overall authority and responsibility for managing and executing each sub-project: ASU Next, Ready for Rigor, REIL and SFSF K-12 according to this Project Management Plan and it Subsidiary Management Plans.  The project team will consist of personnel from ADE IT, ASU and MCESA with consulting / facilitation / direction from the Program Manager represented by the educational technology consulting firm of Guru & Associates.

4.1.7. The proposed methodology for doing work is to use the Waterfall methodology; this methodology shall provide guidelines for the following process artifacts
4.1.8. Proposed scope changes will be assessed in terms of impact to project schedule, cost and resource usage. Any changes to this scope must be documented in a revised version of the project plan. Approval of Project Manager, Program Manager and ADE CIO. Any scope changes involving staffing or funding changes also require the approval of the project owners.

4.2 Methods, Tools, and Techniques

Identify the computing system(s), development method(s), standards, policies, procedures, team structure(s), programming language(s), and other notations, tools, techniques, and methods to be used to develop the work products or services for the project. Include the key elements used to specify, design, build, test, integrate, document, deliver, modify, operate or maintain the project deliverables or services. 
4.3 Infrastructure Plan

Describe the plan for establishing and maintaining the project work environment (hardware, software, facilities), as well as any policies, procedures, and standards needed for the project. 
4.4 Acceptance Plan

Describe (or refer to a separate document that provides) the plan for acceptance of the project deliverables by the customer or acquirer of the product. Include the objective criteria to be used for acceptance. Describe roles and responsibilities for reviewing the plan, generating the acceptance tests, running the tests, and reviewing results. Describe the final approval process for product acceptance.

4.5 Deployment Plan

Describe (or refer to a separate document that provides) the plan for releasing and installing the project deliverables or deploying them to the acquirer or customer site. The plan may need to include hardware installation, telecommunications or database infrastructure preparation, and other information, as well as describing the means of distributing the software. 
Describe (or refer to a separate document that provides) the plan for operating and maintaining the system after deployment.

If this project develops a product that is packaged and shipped to customers for their installation, describe how the product will be prepared for release and shipment.

5. Supporting Process Plans

Provide plans for the supporting processes here, or refer to the appropriate plans and where they can be found. In some cases, the organization’s standard processes can provide the majority of the information and need not be reproduced in a plan.

5.1 Configuration Management Plan

Describe (or refer to the description of) the processes, methods, and tools that will be used for configuration management. Include these areas, where applicable: configuration identification, change control, auditing of configurations and configuration items, reporting of status, setting up and controlling the software libraries, and release management. Change control processes should support reporting, review, approval, and tracking of change requests for product requirements changes, work product defects, and project process changes.

5.2 Product Testing and Reviews Plan

Describe (or refer to the description of) the processes, techniques, and tools that will be used for verification and validation of the work products and activities. Identify which work products will receive what types of peer reviews (such as inspection, walkthroughs, and technical reviews) and what roles will participate in such reviews. Identify the types of testing that will be done throughout the life cycle, and which roles will be involved in each (such as unit testing, module testing, integration testing, system testing, and acceptance testing). For each type of testing, describe who will plan the tests, review the plans, develop the tests, test the product, and review the test results. 

5.3 Documentation and Work Product Plan

Describe (or refer to the description of) the processes, techniques, and tools that will be used for generating the deliverable and non-deliverable work products for the project.

Documents often found useful to perform the technical processes for developing software that satisfies the requirements include the following:

· User Requirements Specification – description of the problems to be solved, user needs to be served, in the words of the user

· Software Requirements Specification – detailed technical descriptions of the product requirements, addressing functionality, quality attributes, interfaces, design constraints, and other information helpful to product design

· Design Documentation – descriptions of major components of the product design, including architecture, process design, user interfaces, database design, and internal interface design

· Test Documentation – test plans, test procedures, and test cases at all relevant levels of testing (unit, module, integration, system, acceptance, alpha, beta)

Include the product deliverables described earlier in this plan, as well as the various supporting plans and other documentation used by the project team to conduct the project. A table may be useful for showing this information.

Table x. Documentation and Work Product Plan

	Work Product
	Relevant Template or Standard
	Prepared By
	Reviewed By
	Distributed To

	
	
	
	
	

	
	
	
	
	


5.4 Quality Assurance Plan

Describe (or refer to the description of) the processes, techniques, and tools that will be used for assuring that the project meets its commitments to plans, standards, and processes, and that it demonstrates that the products meet the agreed-to requirements. Include in this description any reviews and audits in support of quality assurance, as well as what roles are performing those. Identify the processes and standards that will be followed by the project, both internal to the organization and any industry or regulatory standards that apply.

5.5 Project Reviews 

Describe the planned schedule for conducting project reviews, who is to be involved, and what procedures will be used for preparing and conducting the reviews. Include reviews that are done for the project team only, for local management, and for any external organizations, such as an acquirer or subcontractor.

5.6 Issue Management

Describe the resources, methods, and tools to be used for reporting, analyzing, prioritizing, and handling project issues. Issues may include problems with staffing or managing the project, new risks that are detected, missing information, defects in work products, and other problems. Describe how the issues will be tracked and managed to closure. Note: Work product defects in baselined work products should be handled by the configuration management change control process.

5.7 Subcontract Management (Acquisition Management) Plan

Describe (or refer to the description of) the processes, techniques, and tools that will be used for managing any subcontracted product for this project. Include in that description the approaches for defining the work, selecting a subcontractor, developing and negotiating a contract, monitoring the subcontractor, accepting the subcontracted product, and transitioning the subcontracted product into use. Include the life cycle support functions for monitoring supplier quality assurance, monitoring supplier configuration management, verification and validation, joint reviews, problem resolution, and audits. 

Where work being subcontracted is under the management and processes of the project’s organization, that work should be described within the standard flow of the project plan. Management of contract personnel should be described in the section on staffing in the Startup Plan section of this plan.

5.8 Process Improvement Plan

Describe the activities that will be done to periodically assess the project’s processes, identify areas for improvement, and implement improvement plans. If this project carries a responsibility for defining, testing, or using some new organization process, describe how that is incorporated into the project’s work. If this project is responsible for showing the impact to the business of using some new process, describe how that is included in the project’s measurement plan.

6. Additional Plans

If there are any other plans required by this project, include them here.

Appendices

Include any relevant appendices.
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