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Information Technology Services


ITS PMO Toolkit

1. General Project Management Templates
a. Contact List

b. Sign-In sheet

c. Meeting Agenda

d. Meeting Minutes 

e. Status Report 

2. Presentation Templates
a. Roadmap Presentation: Abbreviated Version (two formats)
b. Project Kickoff Presentation
3. Scope Templates

a. Initiation

b. Scope 

c. Executive Summary
d. Charter

4. Assessment Templates

a. Assessment

b. Recommendation or Proposal
5. Budget/Cost Template (multiple tabs)
6. Specification Templates 

a. Functional Requirements

b. Technical Requirements 
7. Project Timeline Templates  
a. Visio Timeline

b. Excel Timeline

c. Microsoft Project 
8. Tracking Templates 
a. RAID (multiple tabs)
b. Responsibility Matrix (RACI) 

9. Communication Plan Template
10. Implementation Templates
a. Testing Plan Strategy

b. Training Plan strategy
11. Go Live Templates 

a. Go-Live Readiness 

b. Go-Live Checklist 

12. Project Closure Templates 

a. Lessons Learned

b. Project Closure and Acceptance   
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