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IMPORTANT: 

The paragraphs written in the “Comment” style are for the benefit of the person writing the document and should be removed before the document is finalized.

Also, don’t forget to update the Table of contents before submission. (Right Click -> Update Field)
1 Introduction
The introduction section provides context for the project

1.1 Executive Summary

Two or three paragraphs condensing the report, including the salient cost and schedule estimates. Summarize the delivery dates, dollar cost and effort/person-hours.

Include in the summary the salient cost and schedule estimates. Summarize delivery dates, dollar cost, and person-hours.
1.2 Project Overview 

This section normally consists of a summary of project purpose, scope, and objective. It is also known as the Project Charter or the Project Overview Statement. This should be a nice high-level description of the project so that executives, who do not want to read the entire document, still have a good idea what you are going to do.  It is important, because once you get a good, concise, well-written summary of the project; you can reuse this section in the overviews of the SRS (Software Requirements Specification) and SDS (Software Design Specification). 
Make sure you discuss/mention the major features of the product.

1.3 Deliverables

For each deliverable indicated in the schedule, provide a brief description. [Use a list or table]

Project Required Deliverables
Product Related Deliverable 
Make sure you provide all of those called for in the “vision statement” or statement of need. Make sure thast this section or the summary lists all the essential features of the product.
1.4 Definitions and Acronyms

List any project definitions and acronyms introduced to the project by this plan. Do not repeat items covered in a global project definitions and acronyms document.  Be sure and define all acronyms before their use.  This section can establish a common project vocabulary so everyone on the project understands technical terms that will be used. 
2 Management Structure

This section covers all aspects of managing the project that are not related to estimating, planning, and controlling the work.

2.1 Project Lifecycle

Describe in detail the lifecycle for the project. Normally this section discusses phases, deliverables, and dates abstractly to provide a clear view of the project time line from a process standpoint and to avoid duplicating content from other sections.  You may reference a standard lifecycle (like the waterfall) and then note how you will deviate from that.

2.2 Roles and Responsibilities

A table like the one below can be used; roles shown are illustrative of a software project.  You may decide to do different roles. 

	Role
	Responsibility

	Project Manager
	

	Planning and Tracking Lead
	

	Requirements Lead 
	

	Design Lead
	

	Implementation Lead
	

	Quality Assurance Lead
	

	Development Engineers
	

	QA Engineers
	


2.3 Communication

Describe the types of communication that need to occur during the project and their timing. What is your meeting schedule? How will you maintain contact?

3 Planning and Control

This section covers all aspects of managing the project related to planning, and controlling the work.
3.1 Milestones

This section lists key milestones for the projects.  Milestones should have a name and a due date.  Milestones are NOT tasks.  Tasks are covered in the next section.  Milestones consume no resources or time; they are like binary yes/no checkpoints for the project.  Ideally, you should have a milestone a week (or two) for the project.  That way you know you are never more than a week (or two) behind.  Some milestones are given to you, like Design Document Turned-In.  Others you will need to develop, like Initial Prototype Tested. You need to pick milestones that will help you track your project status. Note that each deliverable warrants a milestone.

3.2 Work Breakdown Structure

This section breaks down all work on the project into work packages or tasks. You should break down the tasks to a level so that you can assign them to a specific person, you understand the task well enough to do it, and you can determine when you are done (the exit criteria).

For each activity listed in the WBS above, write a few sentences of description of what is involved in that activity. Provide an estimate of the number of hours to be spent on this activity. Also, indicate what roles in the project (manager, architect, programmer, writer) are responsible for carrying out this activity. Estimate the effort involved.

Show three levels of detail at most. More detail will wait until the next iteration of the plan.
3.3 Schedule

This section refers to schedules for the project. There are usually several different schedules of varying levels of detail that describe the allocation of work packages. Remember that a schedule = tasks, a sequence (what tasks are done when and which are prerequisites for other tasks), an allocation of time (your hours budget) and resources (one of your team members), and an integrated set of milestones.  The best way to show a schedule is with an annotated Gantt or PERT/CPM chart.

You also need to Indicate in the schedule when milestones (various deliverables described above) will be completed.

3.4 Tracking and Control

Describe how project schedule, quality, and functionality will be tracked and controlled throughout the project.   How do your teammates report their individual accomplishments for inclusion in the weekly status report?  Who is responsible for tracking the number of hours expended on tasks?

4 Costs and Resources

Describe the estimates for costs and resources. List this by phase of the project. Make sure these estimates are entered in the MS project file as well.
4.1 Cost estimate 
Give estimates of the cost involved. 

4.2 Resource use

Write down the resources to be used and how much in which phase. Indicate the cost of each kind of resource. [Salaries differ for each class of person]. 
	Phase
	Duration
	Resources
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5 Technologies to be used

What IDE will you use?  What type of computers?  What other technologies/frameworks/tools will the project standardize on to accomplish the project?
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