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1. Project Summary

	Project Name:
	
	Start Date:
	


	Cancer Center:
	
	Date Awarded:
	


	Current Stage of Project:
	Development Life Cycle (Design, Development, Integration or Testing or Implementation)




Points of Contact:

	Position
	Name/Organization
	Phone
	E-mail

	Project Manager
	
	
	

	Software Engineering Manager
	
	
	

	Software Quality Assurance Manager
	
	
	

	Procurement Contact
	
	
	

	Customers:


	
	
	

	Other Stakeholders (Top 3):


	
	
	


Statement of Work

The statement should be short and to the point.

Project Objectives:

Provide a brief, concise list of what the project is to accomplish.

Success Factors:

 List factors that will be used to determine the success of the project.

1. 

2. 

3. 

Project Dependencies/Constraints:

2. Activity List

Provide an activity list (work breakdown structure) that describes each task required by the project, as referenced in the statement of work.  An MS Project Plan may be substituted for the chart below.

	Activity #
	Activity Name
	Activity Name Description
	# of Days
	Start Date
	Dependency
	Milestone

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


3. Work Product Identification 

Provide a list of all deliverables required by the project, the date due and the person responsible for the deliverable.

	Deliverable Name
	Due Date
	Date Delivered
	Point of Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Schedule
Provide the project schedule, using a Gantt chart.  The schedule should include milestones, task dependencies, task duration, work product delivery dates, quality milestones (reviews/audits/inspections), and configuration management milestones.  An MS Project Plan may be inserted.

5. Estimated Cost At Completion

Provide an estimated cost at completion, which is an assessment of the total effort at completion of the contract. 

	
Analysis in Hours
	
Analysis in Dollars

	WBS No.
	Activity Description
	Budget Hours
	Actual Hours
	Est. to Complete
	Est. @ Complete
	Variance (+ = More)
	Budget $
	Actual $
	Est. to Complete
	Est. @ Complete
	Variance (+ = More)

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


6. Resource Profiles – Staffing

Provide a staffing plan that shows the number of personnel, by type, that will be required on the project on a monthly basis.  Information for MS Project may be inserted.  

7. Risk Identification

Provide a description of the risks identified for the project.  The contractual, management, and technical risks should be identified and assessed as to the probability of the risk occurring, , the impact of the risk on the project, and the suggested mitigation activities.

	Risk Category/ Event
	Probability
	Preventive Measures
	Contingency Measures
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	

	


8. Configuration Management Plan

Reference the configuration management plan and identify the person(s) responsible for project configuration management.

CM Responsibility 

Manager:

Additional Staff for CM:

Ensure that project has a repository for storing configuration items and associated CM records
9. Quality Assurance Plan

Reference the quality assurance plan and identify the person(s) responsible for project quality assurance.

QA Responsibility 

Manager:

Additional Staff for QA:

Ensure that project has a repository for storing configuration items and associated records from QA audits and reviews, and design walkthroughs.
10. Top Issues

Provide a list of known issues associated with the project, with proposed or recommended solutions.

	Issue Description
	Recommended Solution
	Responsible Individual
	Status

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
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