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	1. General Project Templates

	Title
	a. Contact List

	Owner
	Project Lead
	Lifecycle Phases
	All

	Purpose
	Maintain a central listing of all project related contacts and their information.



	
	

	Title
	b. Sign-In Sheet

	Owner
	Project Lead
	Lifecycle Phases
	All

	Purpose
	Provides a record of who is actively attending meetings



	
	

	Title
	c. Meeting Agenda

	Owner
	Project Lead
	Lifecycle Phases
	All

	Purpose
	Helps set a clear understanding of the topic(s) of the meeting, their order and allotted time. It also acts a reminder to the attendees so that they will come prepared.



	
	

	Title
	d. Meeting Minutes

	Owner
	Project Lead
	Lifecycle Phases
	All

	Purpose
	Communication back to the project team what was covered in the meeting is a great way to proactively ensure that any miscommunications that may have occurred are addressed promptly and do not become a project issue or risk later.  The document also serves as a great tracking tool for task assignments and follow-up. However, all issues, risks, action items and deliverables discovered need to be tracked/documented either on the RAID log or RACI, whichever is appropriate.


	
	


	Title
	e. Status Report

	Owner
	Project Lead
	Lifecycle Phases
	All

	Purpose
	The Status Report provides a consistent means for communicating the current status of the project. The frequency of use is defined in the Communication Plan.

	2. Presentation Templates

	Title
	a. Director Roadmap Presentation: Abbreviated 

	Owner
	Project Lead
	Lifecycle Phases
	Request, Assessment, Planning & Implementation

	Purpose
	This document comes in two forms. A PowerPoint slide and a MS Word document. Both contain the same information so use the form that best meets your needs.   This document is a means of requesting to move the project through the Project Lifecycle Phases and request resources.   Upon completion of the document, it is subsequently submitted to the PMO to be reviewed and included in the next Roadmap Meeting.

	
	

	Title
	b. Project Kickoff Presentation 

	Owner
	Project Lead
	Lifecycle Phases
	Planning

	Purpose
	The intention of this presentation is to present the solution as determined during the assessment and the timing of the project as set during planning to the project team to kick off the implementation phase. 

	3. Scope Templates

	Title
	a. Initiation

	Owner
	Project Lead
	Lifecycle Phases
	Request

	Purpose
	This tool simply provides a means to begin the process of gathering and refining the core project information such as the problem statement, goal, known constraints and dependencies along with any identified risks/concerns.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	b. Scope

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Planning

	Purpose
	This is one of the most critical documents of any project.  This is where the scope of the project is documented and change management is defined.  Think of this document as an agreement between all the parties involved on what will and will not be addressed in the solution to the Problem Statement.  

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	c. Executive Summary

	Owner
	Project Lead
	Lifecycle Phases
	Planning to Implementation

	Purpose
	The Executive Summary is intended to be a report for senior leadership and governance summarizing the overall goal and objectives, proposed solution, scope, risks/concerns, timing and resources for the project.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	d. Charter

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Planning

	Purpose
	The Project Charter is the cornerstone of the project and is utilized for managing the expectations of all project stakeholders.  The Project Charter represents a formal commitment between the Executive Sponsors, the Steering Committees, the Project Manager and the Project Core team. 

The Project Charter lays the groundwork for informed decisions and planning regarding project direction, outcomes, and delivery.  The specific details of the project will be determined as the project develops.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	e.  Scope Change Management

	Owner
	Project Lead
	Lifecycle Phases
	Planning through Implementation

	Purpose
	This document acts as the primary scope control for a project.  It lists the changes and impacts upon the defined scope of the project. The change in scope will need to be approved and signed off by project leadership.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	f.  Roles and Responsibilities

	Owner
	Project Lead
	Lifecycle Phases
	Assessment through Planning

	Purpose
	This document defines the standard roles and responsibilities of all the typical project stakeholders during the project.  It helps form the basis for the Communications Plan.

	Special Instructions
	

	4. Assessment Templates

	Title
	a. Assessment

	Owner
	Project Lead
	Lifecycle Phases
	Assessment

	Purpose
	This document provides a framework for the documentation resulting from assessment of the project. It is the first stage of developing project requirements, scope, assumptions, risks and workflow.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.



	Title
	b. Recommendation or Proposal

	Owner
	Project Lead
	Lifecycle Phases
	Planning

	Purpose
	Summary of a proposed recommendation/proposal is the result of the assessment.  It is not the final design. It is a high level proposal that covers the primary areas of project.  

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	5. Budget / Cost Template

	Title
	a. Budget Cost Detail (Project Cost Detail & Projected ROI Calculation)

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Planning

	Purpose
	The intention of this tool is to provide a central location to record the project related capital and operational expenses and future operational costs. It is not intended to be a line item detail of each expenditure.  This tool also provides the calculations required to calculate a proper Return on Investment (ROI). There are two tabs contained within this template. One called Project Cost Detail and the other called Projected Return on Investment (RIO). 

	Special Instructions
	If line item detail is required feel free to add lines to the appropriate section of the template. However, there are numerous calculated fields so make sure that when adding rows the integrity of the calculations is maintained. 

	Title
	b. ITS Equipment Resource Cost Sheet

	Owner
	PMO Team
	Lifecycle Phases
	Assessment to Planning

	Purpose
	The intention of this tool is to provide a Standard Cost Estimate, for IT related equipment and resources, to assist with the initial development of an estimated Project Budget Cost Detail.


	6. Specification Templates

	Title
	a. Functional Requirements

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Planning

	Purpose
	Functional Requirements (Business Requirements) is a detailed listing of the operational characteristics (workflow and application) that are required to reach the intended goal of the project.  The process of gathering these requirements is a significant step toward the definition of the overall scope of the project.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	b. Analytics Functional Requirements

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Planning

	Purpose
	Analytics Functional Requirements (Business Requirements) is a detailed request as a starting point for discussion with the Analytics and Public Reporting team.  The process of gathering these requirements is a significant step toward the definition of the overall scope of the project.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	c. Technical Requirements

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Planning

	Purpose
	The technical requirements document, also called “nonfunctional requirements”, should define all requirements necessary for technical designs and specifications to be developed.  

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	7. Project Timeline Templates

	Title
	a. Visio Timeline

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Complete/Closure

	Purpose
	This is a high level visual timeline in the form of a pipeline. It should illustrate the entire duration of the project along with milestones and corresponding dates.

	Special Instructions
	This document requires that Visio 2010 or higher is installed on the computer being used for editing. Visio is not part of BMC’s standard desktop configuration. There is an associated Visio wizard that will aide in the setting of milestones and timeline elements.



	
	

	Title
	b. Excel Timeline

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Complete/Closure

	Purpose
	This document can be used to capture a high level timeline for large projects or a more detailed timeline for medium and small projects.  Tasks can be customized based on the project. Information captured in this timeline includes task name, resources, planned start, and target finish.

	
	

	Title
	c. Microsoft Project

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Complete/Closure

	Purpose
	The Microsoft Project application is used to create a detailed work breakdown structure for large projects. It can be used as a timeline and a task tracking tool. Sections and tasks should be customized per project. Standard columns include Task Name, Duration, Start, Finish, Predecessors, Resource Names, and % Complete. Additional columns may be added. Project team input and communication on this plan is key in regards to on time task completion and overall project success.

	Special Instructions
	This document requires that Microsoft Project be installed on the computer being used for editing. Microsoft Project is not part of BMC’s standard desktop configuration. 


	8. Tracking Templates

	Title
	a. RAID

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Complete/Closure

	Purpose
	The RAID log is where all of the projects Risks, Action Items, Issues and Decisions are documented. Information regarding their severity, mitigation plans, owner and disposition are all logged.  This document along with a project plan creates the crux of most project managers' toolkits.

	
	

	Title
	b. Responsibility Matrix (RACI)

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Complete/Closure

	Purpose
	The Responsibility Matrix (also referred to as the RACI document) is a simple inventory of project deliverables recording who is Responsible, Accountable, Consulted and Informed regarding the status of each deliverable.  Although the Meeting Minutes and Agenda are suggested as a great way to capture and track project deliverables, issues, risks and decisions they do not provide a single record of these key project elements. The RACI log is where you gather all of the deliverables and their disposition in one document.

	
	

	Title
	c. Resource Time Tracking

	Owner
	Project Lead
	Lifecycle Phases
	Planning  to Closure*

	Purpose
	The tool used to track the weekly level of effort for each ITS resource associated with the project.

*For Assessment only projects, this tool will be used in the Assessment phase.

	
	

	Title
	d. Time Tracking Resource Estimates 

	Owner
	PMO Team
	Lifecycle Phases
	Planning

	Purpose
	The intention of this tool is to provide a standard resource estimate, to assist with the initial development of a project timeline. 

	9. Communication Plan Template

	Title
	Communication Plan

	Owner
	Project Lead
	Lifecycle Phases
	Assessment to Implementation

	Purpose
	The Communication Plan is where the communication methods and processes for communicating the needs and issues surrounding the project are documented. The composition and meeting structure for project related teams are defined along with the storage and distribution of project related documentation.  

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	10. Implementation Templates

	Title
	a. Testing Plan Strategy

	Owner
	Project Lead
	Lifecycle Phases
	Planning to Implementation

	Purpose
	This is a working document that is intended to help define how testing will be performed, verified and documented for the solution. This document is typically used in large projects but is a good source of information for anytime solution testing is required.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	b. Training Plan Strategy

	Owner
	Project Lead
	Lifecycle Phases
	Planning to Implementation

	Purpose
	This is a working document which facilitates defining all the aspects of training required for the implementation of the solution. This document is typically used in large projects but is a good source of information for anytime solution training is required.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	11. Go-Live Templates

	Title
	a. Go-Live Readiness

	Owner
	Project Lead
	Lifecycle Phases
	Implementation to Go-Live

	Purpose
	This is a checklist used prior to Go-Live to ensure all aspects of the project, including staff and environment, are ready for go-live. Check off items and sections can be customized based on project deliverables.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	b. Go-Live Checklist

	Owner
	Project Lead
	Lifecycle Phases
	Implementation to Go-Live

	Purpose
	This is an itemized plan for the Go-Live event consisting of Pre Go-Live, Go-Live and Post Go-Live detailed tasks which captures responsible party, dates, times, duration, and task status. The checklist can be customized based on project deliverables. The second tab of the checklist is a placeholder for project contacts which can be copied from the Contact List document.


	12. Project Closure Templates

	Title
	a. Lessons Learned

	Owner
	Project Lead
	Lifecycle Phases
	Complete/Closure

	Purpose
	"Lessons Learned" is intended to facilitate the review of the successes and short-comings in the project, in order to learn from and improve the project management process.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.

	
	

	Title
	b. Project Closure and Acceptance 

	Owner
	Project Lead
	Lifecycle Phases
	Complete/Closure

	Purpose
	This tool provides a means for documenting the agreed upon project deliverables and requirements that have been satisfied. If there are exceptions they are noted along with their planned disposition. This document will also act as a project summary for historical purposes. In addition to summarizing the project it also summarizes the ongoing operations and support of the solution moving forward.

	Special Instructions
	Gathering the desired signatures when this document is complete ensures that the key project members are all aware and agree with the content of the document.
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