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1 
Executive overview

1.1 Project Name
[PROJECT ID] - [PROJECT NAME] is to be used for this Project.
1.2 Background
{Detail Project Background}
1.3 Business objectives

{Detail Business objectives for initiating Project}
1.4 Critical Success factors
Success will be measured by the design, delivery and handover to [CLIENT] of {Insert Key Deliverable} in regards to the following key components:
· {Key Components}
· {Key Components}
Refer to {Reference Documentation} of these key components.

1.5 Executive summary

Baseline Costs: $xxx,xxx NZD (OPEX), $xxx,xxx NZD (CAPEX) 

Baseline Key Resource Numbers: 13
Estimated Infrastructure Handover Date: {Insert Date}
Estimated Deployment Handover Date: {Insert Date}
Estimated Project Closedown Date: {Insert Date}
This document should be read in conjunction with the “[PROJECT ID] [PROJECT NAME] - Design”.
2 Proposed Scope
This Project will {High Level Scope}
2.1 In Scope

[PROJECT ID] - [PROJECT NAME] involves the deployment of {Detail}.  Any items not included in section 2.1 are deemed as out of scope.

This will include the following components:

· Project start-up and planning.

· Design in accordance with {Detail Design Agreement Framework if Available}.  

· Site capacity and asset confirmation.
· Pilot testing.

· Site delivery acceptance.
· {Detail}. 
2.2 Out of Scope

· {Detail out of Scope Items}
3 High Level Project Deliverables & Schedule
3.1 Project Approach

We will undertake this Project in four phases as follows:

Phase 1: Startup
Upon start-up, the Project Plan is developed, and the Projects operational framework is established. It is during start-up that the Project Management Office (PMO) support is established.  Documentation of the Project requirements, resources and costs to further completion of Project plan and Schedule 
Phase 2: Planning and Design
Design is the technical activity where high level and detailed designs are completed and signed off by the customer representative.  The primary deliverables during this phase are the Design Document and a baselined Project Plan and Schedule.
Phase 3: Delivery
The delivery phase focuses on using the Project management disciplines to successfully manage the project. Plans are executed and followed. All processes and supporting tools are applied to manage the Project and control the achievement of tangible business benefits. In the delivery phase, the proper application and execution of the project management disciplines are critical to the success of the project.
Phase 4: Closedown
During close-down, the Project Manager / Project Office shuts down the Project activities in an orderly manner. Operational work is either stopped or transitioned to another team. The Project financials are closed, the Project benefits are reported, the Project successes and lessons learned are captured, the PMO activities are transitioned or closed, and all resources are reassigned
3.2 High Level Project Deliverables
	Project Phase
	Deliverable Description

	1.0 Start-up
	Project Scope document (this document)

	2.0 Planning and Design
	Project Schedule (Microsoft Project Gantt)

	
	Design Document

	3.0 Delivery
	Delivery Status Reports

	4.0 Closedown
	Project closure document


3.3 Milestones and High-level WBS
The following Gantt identifies the key Project milestones and high-level tasks with their current forecast date.  The reader should note the Milestone dates contained within this section are indicative.  The up-to-date Milestone forecast will always be contained within the Project Schedule and reported in the PM’s Status Report.  

Insert GANTT Chart from your Project schedule

4 DEPENDENCIES, ASSUMPTIONS, RISKS AND CONSTRAINTS

4.1 Dependencies

The dependencies known at the time of writing are:

{Insert Dependencies}
4.2 Assumptions

The assumptions known at the time of writing are:

All information requested from [CLIENT] will be provided in a timely manner as specified by the Project Manager to ensure schedule slippage doesn’t occur. 

[CLIENT] will ensure that all information it provides to Sky Communications is accurate and complete.

[CLIENT] staff assigned to the Project will perform their assigned tasks and produce required deliverables in accordance with the agreed Project timeline.

[CLIENT] will provide site contacts as required for Sky Communications to liaise directly with to complete the Project.

[CLIENT] users will be trained where appropriate by [CLIENT] SME’s.

[CLIENT] users will read and action tasks assigned during Project communications in an accurate and timely manner. 

[CLIENT] Change Freeze periods will not apply to [SITE CODE] and can be successfully negotiated via JPO and approved by [CLIENT] internal change system.

Project resources will be available and dedicated to task effort and duration as per the Project schedule for all roles listed in section 6.2 including Sky Communications field resources in [ZONE].

Project management – resource and budget will be primarily tracked against effort hours to remove the PM overhead of dealing in multiple currencies and charge out vs. internal rate.  Finance will be responsible for conversions.

In addition all assumptions as listed in the {[CLIENT] Agreement Contract / Document} are applicable to this site.

4.3 Risks

The top five risks to the Project are listed below.  The remainder of the risks with associated details are recorded in the Project Workbook Risk Log.   

{Insert Project Risks}
4.4 Constraints

Public Holidays affecting working days and Freeze Periods are:
	[ZONE] Public Holidays

	Holiday
	Date

	
	

	
	

	
	

	[CLIENT] Freeze Period

	Title
	Date

	
	

	
	

	
	

	Sky Communications Holidays

	Holiday
	Date

	
	

	
	

	
	


5 PROJECT MANAGEMENT

5.1 Status Reporting

Status reporting for this Project will be provided according to the rules established by the Sky Communications Project Management Office and as defined and agreed in the Project Communications Plan detailed in section 5.3
5.2 Communications Plan
	Title
	Content Description
	Purpose
	Frequency
	Media
	Audience
	Distribution

	Sky Communications Kick-off Meeting.
	Site timelines.

Site specific environment details.

Communication plan discussion.

Effort tracking process discussion.
	To ensure all Project team members receive a consistent message about how the Project is to be run to transform the site.
	One off.
	Meeting / Conference call.
	All site Project team members.
	Project Team.

Project Sponsor.

	Status Report.
	Status update of Project Progress
	Provide [CLIENT] and Site Comms Management an overview status:  Overall Assessment; Achievements, Deliverables, Issue and Risk Status, Cost tracking.
	Weekly.
	Status Report Template. 
	[CLIENT] Project Manager, SPOC.

Programme Manager.
	{Audience}

	Project Team Meeting.
	Provide updates of weeks planned activity vs. actual activity.

Forum to raise issues and risks.

Stream alignment.
	To ensure all team members have a consistent view of planned work and milestones to be achieved.

To ensure a forum is available for issues and risks.
	Weekly.
	Meeting / Conference call.
	Project team members as applicable. 

.
	All Sky Comms Project Team members.



	[CLIENT] Project Update Meeting
	Provide updates of weeks planned activity vs. actual activity.

Forum to raise issues and risks.


	To ensure visibility of all Project activities and alignment of [CLIENT] deliverables with the Project.

To ensure a forum is available for issues and risks.
	{Bi Weekly}.
	Meeting / Conference call.
	[CLIENT] Project Manager
	{Audience}

	Daily Update.
	Adhoc queries, tracking, issues for escalation.
	Open door policy ensuring Project members receive timely support from the PM in resolving issues. 
	Adhoc / as required.
	Verbal, email.
	All Project team members.

SPOC.


	N/A.

	Project Change Control.
	As per changes required by Project schedule to implement transformation hardware / software.
	To ensure environmental changes from transformation activities don’t adversely affect the production environment.
	As required.
	Change Request
	Internal Change Management board.

Technical Engineer.
	Change approvers.

	Hand over meeting.
	Project handover of transformed environment
	Review document requirements and progress to achieve environment handover.
	One off.
	MS Word document.
	[CLIENT] Project Manager and required technical team
	{Audience}

	Additional Site Comms.
	Site specific communications.
	User visibility of Project related activities as determined and communicated by the SPOC.
	As required.
	Email.
	[CLIENT] Project Manager
	(Audience)


5.3 Costs
The Bill of Materials for the infrastructure components to procure are listed in the table below.  The labour OPEX listed is the baseline estimate as recorded in the Project schedule.
	Capex
	Cost

	
	

	
	

	
	

	Total
	

	Opex
	Cost

	Labour
	

	
	

	
	

	Total
	

	Grand Total
	


5.4 Quality Assurance

5.4.1 Quality Control

The PMI Methodology that will be used in this Project requires the Project Manager to define a number of criteria and thresholds so that variances can be measured and appropriate remedial actions taken.  

Sample thresholds are provided below.  The PM has selected 4:

1. Milestone slippage.  For Milestones defined in the Project Plan, no more than 10% should experience slippage

2. Deliverable slippage.  Zero tolerance

3. Task overrun.  No more than 20% overrun

4. Fault rate arising from infrastructure testing.  Tolerance to be set on a case by case basis

The PM is to alert the Project Management Office when 2 thresholds have been exceeded
5.4.2 Quality Assurance – Internal Reviews

The PMI Methodology that will be used in this Project requires the Project Manager to maintain up to date status and records using the Project Schedule and associated Project Control Documentation.  As the sole QA measure, the Financial Controller will audit this documentation for completeness and accuracy on a quarterly basis.
5.4.3 Quality Assurance – Deliverables Process

Deliverable 1 – Project Plan
· Project Plan Document
[CLIENT] staff required to sign off

· [CLIENT] Project Manager


· [CLIENT] SPOC


Deliverable 2 - Project Baseline Acceptance

· Baselined

· Project Plan (MS Word doc)

· Schedule (MS Project doc)

· Approval to Proceed
[CLIENT] staff required to sign off

· [CLIENT] Project Manager


· [CLIENT] SPOC

Deliverable 3 - Pilot Acceptance

· Pilot reviewed and signed off

· Approval to Proceed to Implementation
[CLIENT] staff required to sign off

· [CLIENT] Project Manager


· [CLIENT] SPOC

Deliverable 4 - Site Delivery Acceptance

· Site delivery reviewed and signed off
[CLIENT] staff required to sign off

· [CLIENT] Project Manager


· [CLIENT] SPOC

6 Resourcing

6.1 Resource plan

The full resource plan is detailed and managed in the site Project schedule.  WBSE to be used for this Project: 
	Source
	Resource Level
	No.
	Est Hours

	Sky Comm


	Project Manager
	X
	XXX

	
	
	X
	XXX

	
	
	X
	XXX

	
	
	X
	XXX

	
	
	X
	XXX

	
	
	X
	XXX

	
	
	X (PT)
	XXX

	[CLIENT]
	Business Sponsor
	X
	XXX

	
	Project Manager
	X
	XXX

	
	Subject Matter Expert(s)
	X
	XXX

	
	
	X
	XXX

	
	
	X
	XXX


6.2 Organization Chart
The organization chart indicates the role hierarchy and communication points:
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6.3 Roles, Responsibilities and Authority
The following table lists the key team members’ roles, responsibilities and authority.
	Role
	Name
	No.

	[CLIENT] Project Manager
	{Name}
	Engage directly with [CLIENT] Business Units and manage their inputs to the [PROJECT NAME] Project.

Communicate Project activities with [CLIENT]Business Units.

Provide technical governance.

Point of escalation to [CLIENT] Business Units.

SPOC, and [CLIENT] Technical Resources identification.

Local team presentation.

Site design acceptance.

Pilot acceptance.

Delivery acceptance.

User Training.

	[CLIENT] SPOC.
	{Name}
	Raise user awareness of Project.

Interactions with Sky Comms Project Manager, varying from Weekly to Daily.

Liaison with local management and local user communities.

Site co-ordination and communications.

Assist in local planning and organise access to site for SkyComms field resources.

Participation in checkpoints (toll gates) that control the progress through the process.

First point of contact for end user questions during process
Identify exceptions and manages churn; new starters, leavers, staff holidays, staff sick leave, new software.

Confirm UAT acceptance.

	Sponsor
	[SPONSOR]
	Provide overall direction of the Project including objectives and priorities.

Provide an escalation point for contractual and business issues.

Provide high-level communication to key stakeholders.

Sign-off for Project deliverables, Project completion.

	Project Manager.
	[PROGRAM MANAGER]
	End-to-end responsibility for the successful execution of the Project.

Control Project time, quality, scope and resources.

Manage SkyComms deliverable and reporting requirements including standard documents and reviews.

Manage communication, issue, & risk logs and providing regular updates and reporting to the programme.

	Design Lead
	{Name}
	Delivering Design documentation for installation and configuration of all equipment to be implemented 
{Detail Further}

	Technical Engineer
	{Name}
	{Detail} 

	
	
	


Other minor tasks may require the use of SkyComm leveraged resources such as:

· {Detail Roles}
7 appendix a – Glossary of Terms
	Term
	Description

	
	

	
	

	
	

	
	


8 Appendix B – Project Contact Details

	Role
	Name
	Email
	Phone
	Mobile

	Project Sponsor
	
	
	
	

	Project Manager
	
	
	
	

	Client Project Manager
	
	
	
	

	SPOC
	
	
	
	

	Lead Designer
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