CCPS Project Plan

Preface

Introduction 

This document was written to help you develop your CCPS project plan, and to serve as a future reference. It contains descriptive information about plan content, templates, and some sections (about CCPS) written by the author which will serve as examples. 

Organization of Document

There are sections corresponding to each section of a project plan, and, as well, this Preface. Each section is a separate file, for ease in editing and printing. The Preface is named s00_pref.doc, and subsequent sections are named, e.g., s01_intr.doc, s02_esum.doc, ... Do not include the Preface in the final plan.

Inside each section the following format and organization have been used.

1. Each section has sub-sections (and sub-sub-sections, etc.), all of which are reasonable for real plans. They may or may not apply in any specific case, and should be used or not as required.

2. Some sections and sub-sections have a bar to the right. These are the areas that you should complete,fill out or create. Unbarred text was written by the author, and should be left as-it-stands in the plan. Unbarred text is provided as examples and to reduce your work. (You may modify it if you wish, but it shouldn’t be necessary.)

3. Some text is italicized. This text does one of two things:

· Provides comments about project plans in general, or

· Provides comments and/or questions where you are expected to complete something (there are bars on the right).

Both kinds of text should vanish in the final plan, the first by being deleted, and the second by being replaced
 with your text.

4. Some text is none of the above, typically in tables. You are expected to complete the information there. (Again, look for bars on the right.)

5. Endnote pages provide planning comments for you. Do not include them in the final copy of your plan.

In summary - for your final plan, delete the Preface, let stand text without a bar, delete/replace italicized text (barred), complete tables (barred), and discard endnotes.

Check the Budget and Resources sub-section of each section. You may find something that you need for the final plan, i.e., staff and cost estimates.

Content of Project Plans

Many sections of the project plan are also called plans. This seems odd, but they are plans as well. A project plan is a collection of detailed plans.

The detailed plans are summarized in the Master Schedule, where we collect all the information about activities needed to complete the project. The other sections contain information that helps to create the Master Schedule.

There are two kinds of information in plans:

1. Statements of policy, intent, or strategy: e.g., "The project will inspect very document." These are not actually plans, but imply activities
 that will be done, or constraints on activities.

2. Identification of activities, and specification of resources required, duration of activities, and dependencies among activities. These are plans! They include work to create the product/service, as well as everything else that must be done to complete the project, e.g., recruit staff.

When in doubt, go to the basics: what, when, how, who, and how much.

Size of Plans

Big projects require bigger plans than small projects, but neither need generate volumes. Voluminous plans may or may not be necessary.

Writing Style

Remember that the plan is for the project. We are not vying for a literary prize. It need not be masterpiece, with one exception - make the Executive Summary clear and concise. Minimize the use of text, and maximize the use of charts and tables. Try to make every planning item serve as a tracking item later.

Attachments to the Plan

A reasonable rule for the Attachments section is the following: if it’s closely coupled to the document, but isn’t likely to be read if it’s in the main document, include it as an attachment.

The rule above generally implies that the following should be attachments:

· Long lists and tables (more than one page)

· The project task list (this is the relatively detailed list)

· The complete project Gantt chart, if you do one (comes from the item above)

Other Plans

There are other plans that could be in a project plan, based on relevance to your project. Consider the resources involved and the criticality of missed deliveries. Planning is work, but forestalls many difficulties. Below are some possibilities:

· Device Development - if your hardware requires integrated circuit device development.

· Manufacturing Support - this might well be part of your Deployment and Maintenance plan.

· Component Selection - for hardware projects, when you do not have a process in place.

· Cost Management - when you have to meet external standards that are new to the organization.

If it is risky, consumes many resources, or is new to the people, plan for it.

Caveats

This document is not definitive. You may need more or less. The sections provided are a reasonable set to consider. There are at least as many opinions about project plan content as there are people with opinions.

In real planning your organization may have general methods and procedures that cover some of the sections. If that’s true, include them by reference. The project plan should only include activities above and beyond the general methods that are always used.

An Editorial Note

MS Word has been used to produce the document. The Heading numbers do not use the automatic numbering feature of Word. There are embedded page breaks to make things look better. Make sure that Word is showing those breaks when you add anything.

Explanatory Notes



� If some text for which a replacement is requested is Not Applicable, replace it with N/A.





� An editorial note - the words activity and task are commonly used interchangeably. Both refer to work people do. If there’s any distinction, some people consider tasks to be parts of activities.
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