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Legend:

	CPD
	Core Project Document (others are strongly recommended)

	BA
	Business Analyst

	IT
	Information Technology Department

	N/A
	not applicable

	PM
	Project Manager

	PS
	Project Sponsor

	PT
	Project Team

	SH
	Stakeholder

	SME
	Subject Matter Expert


To see any template, SCROLL DOWN and click on the template name below.  

· Templates designated CPD are useful in any project.  Use other templates to manage risks your particular project may face.

· About Templates is a brief presentation that explains the ways in which project templates are useful.

· PM Methodology is a reference document that explains the use of these templates.

>> SCROLL DOWN to see templates <<

General Information
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	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	
	About Templates
	Gives some advice on best use of PM templates in your project. 
	N/A
	N/A
	N/A
	All SHs

	
	PM  Methodology
	Describes the overall Project Management Process. PM Methodology references the templates listed below and provides an explanation for their use.
	N/A
	N/A
	N/A
	All SHs


Project Initiation
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	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	
	Cost Benefit Analysis
	A vehicle in which to document the pros and cons of various project approaches and why the current approach was selected.
	PS and PT
	Initiation
	PM, BA, SME
	PS

	
	Obtaining Project Charter Templates
	Brief explanation of how to obtain the Project Charter templates (e.g. download from a web site)
	N/A
	N/A
	N/A
	N/A

	CPD
	Project Charter
	A project proposal typically produced by one or more departments. Describes what the project is, its benefits, costs, timeframe and objectives.
	PS, Charter Team
	Initiation
	PM, PS, IT
	Any SH

	
	Project Charter Instructions
	Instructions on how to fill out a Project Charter.
	N/A
	N/A
	N/A
	N/A

	
	Project Charter Budget Worksheet
	A Budget worksheet designed to help the Charter team develop a reasonable accurate Project Cost Estimate
	PS, Charter Team
	Initiation
	PM, PS, IS
	Any SH

	
	Project Charter - Deliverables
	Scope addendum for the Project Charter. Use this if the Scope section is more than one page in length.
	PS, Charter Team
	Initiation
	PM, PS, IS
	Any SH

	
	Project Charter - Milestones
	Schedule addendum for the Project Charter. Use this if the Schedule section is more than one page in length
	PS, Charter Team
	Initiation
	PM, PS, IS
	Any SH

	
	Project Charter Risk Evaluator
	On-Line (Javascript based) risk evaluation specific for Project Charter
	PS, Charter Team
	Initiation
	PM, PS, IS
	Any SH


Project Planning / Execution / Control Templates
top
	
	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	CPD
	Change Management Plan
	Describes the process through which changes may be introduced into the project. This document should be reviewed and customized by the Project Team early in the project.
	PT
	Planning
	PS, PM, and PT
	

	CPD
	Change Request Form
	Used by any stakeholder to request a change in the project. When it applies to scope, budget, schedule, or quality, a formal Change Control Process is invoked. Change Requests are reviewed during regular project meetings.
	Any SH
	Any time
	At least PM (depends on degree of change)
	PT

	CPD
	Change Request Log
	Summarizes all project Change Requests and their status
	PM
	Updated throughout project
	N/A
	PT

	
	Commitments Agreement Form
	This form is used when your project requires either:

1. Deliverables from another project (Linkage Project)

2. Resources from an organization outside of the project team (Organization Commitment)
Documents any commitment by an organization outside of the Project Team to provide goods or services required by the project.
	PM
	Any time

(but typically during Planning)
	PM, Manager of other project or organization
	PT

	
	Communication Plan
	Details who requires what information, when, in what format, how it will be delivered, and by whom.
	PM
	Planning
	N/A
	PT

	
	Issue Document
	Used by any stakeholder to report an issue in the project.
	Any SH
	Any time
	At least PM (depends on severity of issue)
	PT

	
	Issue Log
	Summarizes all project Issues and their status. Open issues are reviewed at every regular project meeting.
	PM
	Updated throughout project
	N/A
	PT

	
	Meeting Minutes
	A convenient format for recording minutes from Project team and other meetings.
	PM
	Throughout project
	N/A
	Any SH

	
	Milestone Schedule
	A Microsoft Project file that provides the Project Team with a head start in construction of a milestone schedule. Used to show project status in executive presentations.
	PM
	Planning 

(but updated throughout project)
	N/A
	Any

SH

	
	Monthly Status Report
	Used to report project status. Provides a consistent format, including an Executive Summary section, for enhanced communication with upper management.
	PM
	Monthly
	PM

(others as needed)
	PS

	
	Phase Exit Plan
	Details all requirements that must be met before the Project Team can exit one project phase or begin the next. Can serve as the basis for end-of-phase project reviews.
	PM
	Planning
	PM, PT
	PS

	
	Procurement Plan
	Details how the Project Team will go about acquiring significant goods and services required for the project but only available from outside organizations (e.g., RFI and RFP processes). 
	PM
	Planning
	PM

(others as needed)
	PT

	CPD
	Project Budget
	Details sources of project cost, expenditures over time. Includes a chart that can be used to display cumulative project cost.
	PM and Finance
	Planning
	PM, PS
	PT

	CPD
	Project Plan
	A linkage document that points to all other planning documents used in this project.
	PM
	Planning
	PM, PT, IRMC
	Any SH

	
	Project Planning Risk Evaluation Checklist
	Ensures that all essential aspects of project planning are completed for this project.
	Quality Organization 

(or PT)
	Planning
	PM, PS
	PT

	CPD
	Project Schedule
	A Microsoft Project file that provides the Project Manager with Project Phases and standard deliverables for each phase. To be customized as necessary for each project.
	PM and PT
	Planning
	PM, PS
	Any SH

	CPD
	Quality Plan
	Explains how the Project Team will identify and meet the appropriate quality standards.
	Quality Organization 

(or PT)
	Planning
	PM, PS
	PT

	CPD
	Resource Plan
	Details all of the goods, services, and personnel required by the project (including when they are needed and the projected cost).
	PM
	Planning
	PM, PS
	PT

	
	Responsibility Assignment Matrix (RAM)
	A chart that displays who, in which role, is responsible for which tasks.
	PM
	Planning
	PS
	PT, any SH

	
	Risk Assessment Questionnaire
	Used by the Quality Organization (or Project Team) to determine the degree of risk in a project.
	Quality Organization

(or PT)
	Planning
	PM, PS
	

	
	Risk Assessment SOW
	A sample Statement of Work that can be used if the project team must contract with an outside organization to perform a project risk assessment.
	PT
	Planning
	
	N/A

	CPD
	Risk Management Plan
	Explains how the Project Team will identify, quantify, prioritize, and manage project risks.
	PM
	Planning
	PM, PS
	PT

	
	Risk Management Schedule
	A Microsoft Project file with tasks typically required for risk management in a project.
	PM
	Planning
	PT
	N/A

	CPD
	Risk Response Plan
	Details on how the Project Team intends to respond to significant identified risks.
	PT
	Planning 

(but updated throughout project)
	PS
	

	
	Scope Statement Lite
	A simpler Scope document for Tier 1 ("Small") projects.  Describes all of the work – and only the work – required to complete the project.  . If it is not explicitly included in the Scope Statement, it is implicitly excluded from the project.
	PM, PT, PS
	Planning
	PM, PS
	PT

	CPD
	Scope Statement
	Describes all of the work – and only the work – required to complete the project. If it is not explicitly included in the Scope Statement, it is implicitly excluded from the project.
	PM, PT, PS
	Planning
	PM, PS
	PT

	
	Scope Statement Instructions
	Explains how to fill out the Scope Statement.
	N/A
	N/A
	N/A
	N/A

	
	Use Case Template
	Used to document functional requirements of the project that can be expressed as Use Cases.
	BA
	Planning
	BA, SME, PM
	Any SH


Project Close Templates
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	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	
	Lessons Learned Checklist
	Checklist format provides an easy means of documenting Lessons Learned throughout the project.
	PM
	Updated throughout project
	N/A
	PT

	
	Lessons Learned Document
	Record commentary regarding Lessons Learned throughout the project in this form.  Provides categories of project work to encourage group discussion.
	PM
	Updated throughout project
	N/A
	PT


Project Management Office (PMO) templates
top
	
	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	
	Organizational Change Management Plan
	Provides instructions and format for a plan that can guide the PMO or project team in building support for the project, especially when support is lacking. 
	PT
	Planning
	PS
	Organization dependent

	
	PMO Charter - Instructions
	Provides a framework for writing a PMO Charter.  Instructions are included for each section.  To be used with the companion document, “Project Charter – Example”.
	PM
	Initiation
	Organization dependent
	Organization dependent

	
	PMO Charter - Example
	Sample PMO Charter.  Use the text as is or modify to fit the circumstances of your organization. To be used with the companion document, “Project Charter – Instructions”.
	PM
	Initiation
	Organization dependent
	Organization dependent

	
	The PMO Charter
	A Powerpoint presentation that discusses the value and content of the PMO Charter.  Includes steps one can take to successfully build a PMO Charter document. 
	N/A
	N/A
	N/A
	N/A

	
	PMO – Catalyst for Change
	A Powerpoint presentation that discusses how a PMO must deal with organizational cultural issues if it is to attain its full potential. 
	N/A
	N/A
	N/A
	N/A


Evaluating Consultants and Vendors
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	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	
	Client Reference Rating Form
	Used when contacting references supplied to you by a vendor or consultant whom you are evaluating.  Provides a means of quantifying and tracking what you learn from the references.   Use with the Client Reference Rating Summary.
	PT
	Planning
	N/A
	N/A

	
	Client Reference Rating Summary
	Used when contacting references supplied to you by a vendor or consultant whom you are evaluating.  Provides a means of summarizing your findings.  Use with the Client Reference Rating Form.
	PT
	Planning
	N/A
	N/A

	
	Consultant Evaluation Form
	Allows a group to quantify and record their evaluation of consultants or vendors.  Use with the Consultant Evaluation Summary.
	PT
	Planning
	N/A
	N/A

	
	Consultant Evaluation Summary
	Allows a group to summarize their findings when evaluating consultants or vendors.  Use with the Consultant Evaluation Form. 
	PT
	Planning
	N/A
	N/A

	
	Vendor Product-Presentation Ratings Form
	Allows a group to quantify and summarize their ratings of presentations done by multiple vendors.
	PT
	Planning
	N/A
	N/A

	
	Vendor Proposal Ratings Form
	Allows a group to quantify and summarize their ratings of proposals provided by multiple vendors.
	PT
	Planning
	N/A
	N/A


Services Contract / SOW templates
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	Template Name
	Use
	Created by
	When (Project Phase)
	Approved by
	Reviewed by

	
	Contract for Services
	Template for a Contract for Services.  Modeled after a contract for copier/print services
	PT
	Planning
	Organization dependent
	Legal; Sponsor

	
	Service Level Agreement
	Example agreement to establish a pre-determined level of service.
	PT
	Planning
	Organization dependent
	Legal; Sponsor

	
	Statement of Work
	Example Statement of Work (SOW) for a Services Agreement
	PT
	Planning
	Organization dependent
	Legal; Sponsor
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