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[bookmark: _Toc259957006][bookmark: _Toc32831281][bookmark: _Toc404780181]Scope Definition
	[bookmark: _Toc404780182]Project Scope Refer to PMM Section 5.2 for information on Project Scope

	Business Case: Reference the BC (directory and file name) or embed in Appendix A. If no Business Case, state the reason

	

	Scope Statement:  Describe the product or service c/w the features and/or functions. Ensure the scope statement, covers the scope, cost and time elements of the project

	

	Out of Scope Work: Identify work that is out of scope where there may be uncertainty or confusion on whether or not it is to be included

	

	Constraints: Describe any constraints and restrictions that limit the scope or what can be achieved in the PDP

	

	Assumptions:  Provide statements about major assumptions that have been included in the PDP

	

	Acceptance Criteria: Note the specific criteria that the Owner will use to assess acceptance of the completed product or services

	




	[bookmark: _Toc404780183]Work Plan
Refer to PMM Section 5.2. for information on a Work Breakdown Structure.
If using Microsoft Project; only note the very high level deliverables in this section (option is to copy in appropriate data from MS project and refer to the detail in Microsoft project.
Important that these are the project’s high level deliverables as they will form the basis for the cost and schedule components in Sections 2.2, 3.0 & 4.0 below. 

	Deliverable
	Key Activities
	Deliver date (completed except as noted)
	Cost

	
	
	 	$

	
	
	 	$

	
	
	 	$

	
	
	 	$

	
	
	 	$

	
	
	 	$

	
	
	 	$



[bookmark: _Toc259957007][bookmark: _Toc404780184]Financial
	[bookmark: _Toc404780185]Budget
Provide a tabulation of the approved budgets funds from the Budget book

	Project 
	Funding Source
	Year 1
	Year 2
	Total

	
	
	$
	$
	$

	
	
	$
	$
	$

	Total
	
	$
	$
	$




	[bookmark: _Toc396828710][bookmark: _Toc404780186]Costs
Refer to PMM Section 5.3 for information on Project Costing
State the deliverable in terms of what tangible product is being deliverable. Don’t state consultant; rather state what deliverable (s) the consultant will be producing.
The examples below can be deleted

	Deliverable
	Estimate
	Contingency
	Escalation
	Fee & Administration costs
	Cost Estimate

	Project Management
	$
	$
	$
	$
	$

	Preliminary Design Report
	$
	$
	$
	$
	$

	Requirements Report
	$
	$
	$
	$
	$

	Specific product or Service 
	$
	$
	$
	$
	$

	
	$
	$
	$
	$
	$

	Totals
	$
	$
	$
	$
	$


[bookmark: _Toc360949789][bookmark: _Toc360950420][bookmark: _Toc360950472][bookmark: _Toc360955261][bookmark: _Toc360956502][bookmark: _Toc360956564][bookmark: _Toc360962549][bookmark: _Toc360963056][bookmark: _Toc360965722][bookmark: _Toc360987297][bookmark: _Toc360987643][bookmark: _Toc360993035][bookmark: _Toc360993082][bookmark: _Toc360993194][bookmark: _Toc360995747][bookmark: _Toc360996959][bookmark: _Toc361036327][bookmark: _Toc361036374][bookmark: _Toc361222073][bookmark: _Toc361432483][bookmark: _Toc361433262][bookmark: _Toc361579883]
[bookmark: _Toc404780187]Schedule
	[bookmark: _Toc404780188]GANTT Chart (If available)
Refer to PMM Section 5.4 for information on Project schedule 
Reference (directory and file name) the project Gantt chart (MS Project). Gantt needs to build on the deliverables in the  WBS 
Options are to note the deliverables and time-line associated to each in table format.

	


[bookmark: _Toc361432488][bookmark: _Toc361433267][bookmark: _Toc361579888][bookmark: _Toc361295890][bookmark: _Toc361296027][bookmark: _Toc361296163][bookmark: _Toc361296299][bookmark: _Toc361296436][bookmark: _Toc361296570][bookmark: _Toc361432490][bookmark: _Toc361433269][bookmark: _Toc361579890][bookmark: _Toc361295754][bookmark: _Toc361295891][bookmark: _Toc361296028][bookmark: _Toc361296164][bookmark: _Toc361296300][bookmark: _Toc361296437][bookmark: _Toc361296571][bookmark: _Toc361432491][bookmark: _Toc361433270][bookmark: _Toc361579891][bookmark: _Toc361295616][bookmark: _Toc361295892][bookmark: _Toc361296029][bookmark: _Toc361296165][bookmark: _Toc361296301][bookmark: _Toc361296438][bookmark: _Toc361296572][bookmark: _Toc361432492][bookmark: _Toc361433271][bookmark: _Toc361579892][bookmark: _Toc361295622][bookmark: _Toc361295760][bookmark: _Toc361295897][bookmark: _Toc361296033][bookmark: _Toc361296169][bookmark: _Toc361296306][bookmark: _Toc361296441][bookmark: _Toc361296575][bookmark: _Toc361432495][bookmark: _Toc361433274][bookmark: _Toc361579895][bookmark: _Toc361992290][bookmark: _Toc361295623][bookmark: _Toc361295761][bookmark: _Toc361295898][bookmark: _Toc361296034][bookmark: _Toc361296170][bookmark: _Toc361296307][bookmark: _Toc361296442][bookmark: _Toc361296576][bookmark: _Toc361432496][bookmark: _Toc361433275][bookmark: _Toc361579896][bookmark: _Toc361992291][bookmark: _Toc361295624][bookmark: _Toc361295762][bookmark: _Toc361295899][bookmark: _Toc361296035][bookmark: _Toc361296171][bookmark: _Toc361296308][bookmark: _Toc361296443][bookmark: _Toc361296577][bookmark: _Toc361432497][bookmark: _Toc361433276][bookmark: _Toc361579897][bookmark: _Toc361992292][bookmark: _Toc361295625][bookmark: _Toc361295763][bookmark: _Toc361295900][bookmark: _Toc361296036][bookmark: _Toc361296172][bookmark: _Toc361296309][bookmark: _Toc361296444][bookmark: _Toc361296578][bookmark: _Toc361432498][bookmark: _Toc361433277][bookmark: _Toc361579898][bookmark: _Toc361992293][bookmark: _Toc361295626][bookmark: _Toc361295764][bookmark: _Toc361295901][bookmark: _Toc361296037][bookmark: _Toc361296173][bookmark: _Toc361296310][bookmark: _Toc361296445][bookmark: _Toc361296579][bookmark: _Toc361432499][bookmark: _Toc361433278][bookmark: _Toc361579899][bookmark: _Toc361992294]
[bookmark: _Toc404780189]Procurement
	[bookmark: _Toc404780190]Key Procurements
Refer to PMM Section 5.6 for planning procurement 
Refer to PMM Section 6.4 for information on conducting procurement - Solicitation
List the deliverable (s) to be procured. The items below are examples only and should be deleted.
Note the type Procurement method selected
Identify Risks – note any risk associated with the procurement; # of bidders, industry back-log, speciality purchase etc. These items need to be incorporated into the Risks Management plan
[bookmark: _Toc360962560][bookmark: _Toc360963067][bookmark: _Toc360965733][bookmark: _Toc360987308][bookmark: _Toc360987654][bookmark: _Toc360993046][bookmark: _Toc360993093][bookmark: _Toc360993205][bookmark: _Toc360995758][bookmark: _Toc360996970][bookmark: _Toc361036338][bookmark: _Toc361036385]Vendor Special Requirements (if appropriate) - List any special requirements that are to be specified in the procurement process and selection.

	Deliverable
	Vendor 
Type 
	Procurement 
Method
	Identify Risks 
	Vendor Special Requirements

	Detailed Design
	Consultant
	Request for Proposal
	
	

	Tool Shed
	General Contractor
	Bid Opportunity
	
	


[bookmark: _Toc361432505][bookmark: _Toc361433284][bookmark: _Toc361579905][bookmark: _Toc361992300]
[bookmark: _Toc404780191]Human Resources
	[bookmark: _Toc404780192]Project Organization Structure
Refer to PMM Section 5.7 for information on Project Human Resource Plan 
The PM has the option to revise the graphic below if a different delivery method is selected. I.e. if no advisory committee, delete the box.
Show all groups and positions
Include team member names for the positions if known
Identify any roles, responsibilities and levels of authority that are different from those listed in the PMM
The solid line indicates a direct reporting responsibility while the dashed line indicates in-direct. An individual or group cannot direct report to two entities. Very important to consider when defining your project organization structure.



 (
Sponsor
Advisory Committee
(If formed)
Project Manager
Contract Administrator
Vendor PM/CA
Project Team
Business Owner
)
[bookmark: _Toc361295634][bookmark: _Toc361295772][bookmark: _Toc361295909][bookmark: _Toc361296045][bookmark: _Toc361296181][bookmark: _Toc361296318][bookmark: _Toc361296453][bookmark: _Toc361296587][bookmark: _Toc361432508][bookmark: _Toc361433287][bookmark: _Toc361579908][bookmark: _Toc361992303][bookmark: _Toc361295635][bookmark: _Toc361295773][bookmark: _Toc361295910][bookmark: _Toc361296046][bookmark: _Toc361296182][bookmark: _Toc361296319][bookmark: _Toc361296454][bookmark: _Toc361296588][bookmark: _Toc361432509][bookmark: _Toc361433288][bookmark: _Toc361579909][bookmark: _Toc361992304][bookmark: _Toc361295652][bookmark: _Toc361295790][bookmark: _Toc361295927][bookmark: _Toc361296063][bookmark: _Toc361296199][bookmark: _Toc361296336][bookmark: _Toc361296471][bookmark: _Toc361296605][bookmark: _Toc361432526][bookmark: _Toc361433305][bookmark: _Toc361579926][bookmark: _Toc361992321][bookmark: _Toc361295653][bookmark: _Toc361295791][bookmark: _Toc361295928][bookmark: _Toc361296064][bookmark: _Toc361296200][bookmark: _Toc361296337][bookmark: _Toc361296472][bookmark: _Toc361296606][bookmark: _Toc361432527][bookmark: _Toc361433306][bookmark: _Toc361579927][bookmark: _Toc361992322][bookmark: _Toc361295654][bookmark: _Toc361295792][bookmark: _Toc361295929][bookmark: _Toc361296065][bookmark: _Toc361296201][bookmark: _Toc361296338][bookmark: _Toc361296473][bookmark: _Toc361296607][bookmark: _Toc361432528][bookmark: _Toc361433307][bookmark: _Toc361579928][bookmark: _Toc361992323][bookmark: _Toc361295655][bookmark: _Toc361295793][bookmark: _Toc361295930][bookmark: _Toc361296066][bookmark: _Toc361296202][bookmark: _Toc361296339][bookmark: _Toc361296474][bookmark: _Toc361296608][bookmark: _Toc361432529][bookmark: _Toc361433308][bookmark: _Toc361579929][bookmark: _Toc361992324][bookmark: _Toc361295656][bookmark: _Toc361295794][bookmark: _Toc361295931][bookmark: _Toc361296067][bookmark: _Toc361296203][bookmark: _Toc361296340][bookmark: _Toc361296475][bookmark: _Toc361296609][bookmark: _Toc361432530][bookmark: _Toc361433309][bookmark: _Toc361579930][bookmark: _Toc361992325][bookmark: _Toc361295658][bookmark: _Toc361295796][bookmark: _Toc361295933][bookmark: _Toc361296069][bookmark: _Toc361296205][bookmark: _Toc361296342][bookmark: _Toc361296477][bookmark: _Toc361296611][bookmark: _Toc361432532][bookmark: _Toc361433311][bookmark: _Toc361579932][bookmark: _Toc361992327][bookmark: _Toc361295659][bookmark: _Toc361295797][bookmark: _Toc361295934][bookmark: _Toc361296070][bookmark: _Toc361296206][bookmark: _Toc361296343][bookmark: _Toc361296478][bookmark: _Toc361296612][bookmark: _Toc361432533][bookmark: _Toc361433312][bookmark: _Toc361579933][bookmark: _Toc361992328][bookmark: _Toc361295660][bookmark: _Toc361295798][bookmark: _Toc361295935][bookmark: _Toc361296071][bookmark: _Toc361296207][bookmark: _Toc361296344][bookmark: _Toc361296479][bookmark: _Toc361296613][bookmark: _Toc361432534][bookmark: _Toc361433313][bookmark: _Toc361579934][bookmark: _Toc361992329][bookmark: _Toc361295661][bookmark: _Toc361295799][bookmark: _Toc361295936][bookmark: _Toc361296072][bookmark: _Toc361296208][bookmark: _Toc361296345][bookmark: _Toc361296480][bookmark: _Toc361296614][bookmark: _Toc361432535][bookmark: _Toc361433314][bookmark: _Toc361579935][bookmark: _Toc361992330][bookmark: _Toc361295662][bookmark: _Toc361295800][bookmark: _Toc361295937][bookmark: _Toc361296073][bookmark: _Toc361296209][bookmark: _Toc361296346][bookmark: _Toc361296481][bookmark: _Toc361296615][bookmark: _Toc361432536][bookmark: _Toc361433315][bookmark: _Toc361579936][bookmark: _Toc361992331][bookmark: _Toc361295663][bookmark: _Toc361295801][bookmark: _Toc361295938][bookmark: _Toc361296074][bookmark: _Toc361296210][bookmark: _Toc361296347][bookmark: _Toc361296482][bookmark: _Toc361296616][bookmark: _Toc361432537][bookmark: _Toc361433316][bookmark: _Toc361579937][bookmark: _Toc361992332][bookmark: _Toc404780193]Communications and Stakeholder Engagement
	[bookmark: _Toc404780194]Stakeholder Assessment
Refer to PMM Section 5.8 for information on Project Stakeholder Engagement and Communication planning, respectively.
Build on the Stakeholder assessment defined in the Charter 

Use the Stakeholder Assessment and Communication template. Copy and paste the information from the template or delete the table below and reference the document details (file path and name) in the space below 


Notes; reference or attached the Stakeholder Assessment and Communication tool. This table is provide for illustration and training purposes only
	Stakeholder
	Objective
(Need/Why)
	Messages
(What)
	Timing
(When)
	Delivery Method
(How)
	By Who
	Feed Back Mechanism
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[bookmark: _Toc361295718][bookmark: _Toc361295856][bookmark: _Toc361295993][bookmark: _Toc361296129][bookmark: _Toc361296265][bookmark: _Toc361296402][bookmark: _Toc361296537][bookmark: _Toc361296671][bookmark: _Toc361432542][bookmark: _Toc361433321][bookmark: _Toc361579942][bookmark: _Toc361992337][bookmark: _Toc361295719][bookmark: _Toc361295857][bookmark: _Toc361295994][bookmark: _Toc361296130][bookmark: _Toc361296266][bookmark: _Toc361296403][bookmark: _Toc361296538][bookmark: _Toc361296672][bookmark: _Toc361432543][bookmark: _Toc361433322][bookmark: _Toc361579943][bookmark: _Toc361992338][bookmark: _Toc361295720][bookmark: _Toc361295858][bookmark: _Toc361295995][bookmark: _Toc361296131][bookmark: _Toc361296267][bookmark: _Toc361296404][bookmark: _Toc361296539][bookmark: _Toc361296673][bookmark: _Toc361432544][bookmark: _Toc361433323][bookmark: _Toc361579944][bookmark: _Toc361992339][bookmark: _Toc361295721][bookmark: _Toc361295859][bookmark: _Toc361295996][bookmark: _Toc361296132][bookmark: _Toc361296268][bookmark: _Toc361296405][bookmark: _Toc361296540][bookmark: _Toc361296674][bookmark: _Toc361432545][bookmark: _Toc361433324][bookmark: _Toc361579945][bookmark: _Toc361992340][bookmark: _Toc360993056][bookmark: _Toc360993103][bookmark: _Toc360993215][bookmark: _Toc360995769][bookmark: _Toc360996981][bookmark: _Toc361036349][bookmark: _Toc361036396][bookmark: _Toc361223709][bookmark: _Toc361295722][bookmark: _Toc361295860][bookmark: _Toc361295997][bookmark: _Toc361296133][bookmark: _Toc361296269][bookmark: _Toc361296406][bookmark: _Toc361296541][bookmark: _Toc361296675][bookmark: _Toc361432546][bookmark: _Toc361433325][bookmark: _Toc361579946][bookmark: _Toc361992341][bookmark: _Toc361223711][bookmark: _Toc361295724][bookmark: _Toc361295862][bookmark: _Toc361295999][bookmark: _Toc361296135][bookmark: _Toc361296271][bookmark: _Toc361296408][bookmark: _Toc361296543][bookmark: _Toc361296677][bookmark: _Toc361432548][bookmark: _Toc361433327][bookmark: _Toc361579948][bookmark: _Toc361992343][bookmark: _Toc361223712][bookmark: _Toc361295725][bookmark: _Toc361295863][bookmark: _Toc361296000][bookmark: _Toc361296136][bookmark: _Toc361296272][bookmark: _Toc361296409][bookmark: _Toc361296544][bookmark: _Toc361296678][bookmark: _Toc361432549][bookmark: _Toc361433328][bookmark: _Toc361579949][bookmark: _Toc361992344][bookmark: _Toc404780195]Risk Management Plan
	[bookmark: _Toc404780196]Risk Register
Refer to PMM Section 5.9 for information on risk management
Use the Risk Management Plan template (Qualitative).
Delete the sample table below and: either reference the file (file path and name) or  copy in the summary table from the RMP template

	 Risk Event Identification
	Risk Severity
	Risk Response
	Risk Response Owner

	Risk Event
	Threat or Opportunity?
	As a result of (Risk Cause)
	This event may occur (Uncertain Event)
	Which leads to (Effect on objectives)
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




[bookmark: _Toc404780197]Project Close Out
	[bookmark: _Toc404780198]Project Close-out Plan
Refer to PMM Section 5.13 for planning close out and Section 8.0 for how to close phases and the project
Prepare a list of closure activities and actions for each project phases.
Studies will have much different activities than construction projects

The following are examples and can be edited as necessary but are typical action on most infrastructure/asset type projects

	For project phase close-out the following will be completed:
Deliverables will be reviewed and accepted
Transfers will be made as identified
Asset records (Asset Registry, TCA & Insurance policy inventory) will be updated
Benefits will be determined and reported on 
Phase documentation and filing will be updated and finalized
Phase budgets will be closed
Project close-out
Confirm and sign-off with Owner that all deliverables have been received
Lessons learned will be documented
Project Benefits Realization report will be prepared
All PO will be closed 
Final Project cost report will be submitted 





[bookmark: _Toc404780199]Appendixes
[bookmark: _Toc404780200]Business Case Embed the BC. If the BC is referenced in section 1.0, Appendix A can be deleted
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