<Project Name> Project Management Plan

Version: 1.0 Error! Unknown document property name.

ESSRT Support for CBIIT
Project Management Plan
Version Number: 1.1
Version Date: 7/01/2013
VERSION HISTORY

	Version
Number
	Implemented

By
	Revision

Date
	Approved

By
	Approval

Date
	Description of
Change

	1.0
	ESSRT
	5/30/2013
	
	
	Initial version archived  in ESSRT repository

	1.1
	
	7/1/13
	
	
	Updated WBS to reflect current guidance.

	
	
	
	
	
	


TABLE OF CONTENTS

31
Introduction


31.1
Purpose of Project Management Plan


31.2
Project Characterization


32
Executive Summary of Project Charter


42.1
Assumptions/Constraints


43
Scope Management


53.1
Work Breakdown Structure


53.1.1
Enterprise Services (Capabilities) Inventory Blueprint and Roadmap


63.1.2
Service Specification


63.1.3
Enterprise Architecture Repository


73.1.4
Leadership and Oversight in Analysis and Architecture


73.1.5
Project Management Support


73.2
Change Control Management


84
Schedule/Time Management


84.1
Milestones


94.2
Project Schedule


94.2.1
Dependencies


95
Cost/Budget Management


95.1
General


105.2
Reporting


105.3
ARRA Special Requirements


106
Quality Management


117
Staffing Management


118
Communications Management


129
Risk Management


129.1
Identification


129.2
Categorization and recording


1210
Issue Management


1310.1
Identification


1310.2
Categorization and recording


1311
Acquisition Strategy


1312
Compliance-Related Planning




1 Introduction
Note: This project does not have a formal project charter. Where this document refers to the project charter, equivalent information was or may be obtained from the Request for Proposal, ST13-115, with an emphasis on the Statement of Work attachment.
1.1 Purpose of Project Management Plan

This Project Management Plan (PMP) will serve as the main planning document for Ekagra’s work on the ‘ESSRT support for CBIIT’ project and describes how major aspects of the project will be managed. This PMP will be used by Ekagra to guide project execution, document project planning assumptions, facilitate communication among stakeholders, and provide a baseline for measuring progress and project control.

The PMP, which is used by stakeholders during the review process and Stage Gate Reviews to determine if the project is fulfilling its Charter, is updated and approved during the project life cycle in response to changes in project-level requirements or the baseline commitments.

The intended audience of the ESSRT Support for CBIIT PMP is all project stakeholders including the project sponsor, senior leadership and the project team.
1.2 Project Characterization

The Department of Health and Human Services (HHS) has published its Strategic Plan at the following address: http://www.hhs.gov/secretary/about/introduction.html
The services that are scoped, defined, designed and implemented by development projects under the auspices of NCI CBIIT need to be in alignment with the broad strategic goals laid out in the HHS plan. The ESSRT will provide support to the NCI CBIIT Architecture Review Board (ARB) so that they will be able to make informed decisions on conformance to strategic goals and compliance with applicable standards. ESSRT will maintain key information on the status of the NCI Enterprise Service Inventory (NESI) and will assist in reviews of project documentation. 
2 Executive Summary of Project Charter

Ekagra will provide leadership as well as management support for the Enterprise Services Specification and Review Team (ESSRT).  This includes:

· Service Inventory management and reviews at the enterprise Level

· Identification of candidate enterprise services

· Coordination of service specification development and resolution of issues

· Review and feedback of service specifications submitted by other teams in the Enterprise 

· Maintain NES wiki, which includes the service descriptions, implementation status, links to developed specifications and development schedule

· Maintain service specification standards, templates, best practices, tools and processes

Ekagra will also provide leadership and oversight in Analysis and Architecture activities of Enterprise Applications and Services with external systems such as 2Transcend. This includes providing Architecture artifacts for the integration with 2Transcend for Biospecimen, Patient Consent, Adverse Event and Safety Signaling data.

Ekagra will also provide analysis of Enterprise Architecture repository tools and aid NCI CBIIT in selection of the tool and help identify the necessary upgrades/modifications to the selected tool. The actual effort to upgrade will be considered as an activity outside the scope of the current effort.
2.1 Assumptions/Constraints
No updates to baseline (project start).
3 Scope Management

Project scope management refers to the processes required to ensure that the project includes all of the work required, and only the work required, to complete the project successfully
.  The scope of this project is defined by a combination of the objectives, requirements, and deliverables outlined in the contract Scope of Work (SOW) and the project scope, assumptions and constraints as defined in the Project Charter.
Scope management tools and techniques for this project will include the project work breakdown structure, which organizes development activities around the deliverables outlined in the contract SOW and effective change control management.

For the ESSRT support for CBIIT project, scope management will be the responsibility of the Ekagra Project Manager.  The scope of the project as defined in the contract SOW encompasses:

· Manage the NCI Enterprise Service (NES) portfolio. This requires awareness of the stage of development (not started, inception, under development or deployed) for all services, actively managing the progression of services through its software development life cycle and to communicate the status on all of the services to the CBIIT community.  A roadmap for all NCI service development will be maintained. 
· Establish a methodology for consistently specifying services by creating and distributing standards and templates related to Enterprise Service Specifications.
· Assess conformance to standards and ensure consistency of application of standards.
· Identify candidate enterprise services, their definitions and functional boundaries.
· Create an overall roadmap for SOA implementation by prioritizing among candidate enterprise services.

· Identify specification and implementation teams; coordinate among various teams to resolve dependency issues.
· Review new service proposals, promote re-use across and within workspaces and avoid redundant point-to-point custom interfaces.
· Integration effort: Provide Leadership and oversight in Analysis and Architecture activities of Enterprise Applications and Services with external systems.
3.1 Work Breakdown Structure
3.1.1 Enterprise Services (Capabilities) Inventory Blueprint and Roadmap

The current Enterprise Services Inventory was developed using a bottom-up, application-centric approach and should be re-analyzed with the focus on enterprise use cases and requirements per the Business Architecture Model. Additionally, CBIIT is now less focused on services and the blueprint should be generalized to include capabilities in place of enterprise services. With the CBIIT community and stakeholders, the Ekagra team will develop and publish the inventory, blueprint of desired capabilities, and possible roadmap for developing capabilities as follows:

· Create an inventory of business capabilities to support Clinical Trials and Life Sciences research using the Business Architecture Model (BAM) and Life Sciences Domain Analysis Model (LS-DAM)

· Work with project owners and investigate projects to populate the business capability inventory with current implementation status and other attributes (including attributes of interest from Enterprise Architecture viewpoints)

· Investigate different ways to visualize the capabilities inventory
· Review the Blueprint and mapped capabilities with NCI/SAIC-F management and develop a roadmap for capability development
The Ekagra team will maintain the Enterprise Wiki to ensure that accurate current information on the Enterprise Service Portfolio is available to the community. Within the framework of the Enterprise Wiki, the Ekagra team will investigate and implement a simple tool or method for viewing by Enterprise Architecture viewpoint or searching by attributes.
3.1.2 Service Specification

Template maintenance and support

The Ekagra team will support use of the existing Service Specification templates (Scope and Description Document, Conceptual Service Specification, Logical Service Specification, Implementable Service Specification) as the basis for consistently specifying Enterprise Services. The Ekagra team will support teams developing services in the understanding, applicability, and use of the templates. 
Reviews

The Ekagra team will ensure that new services are suitable for reuse through the Service Specification Review Process. The ESSRT team has developed a set of checklists to assist in the review of specifications. The Ekagra team will use those checklists, its background creating and reviewing ECCF specifications, and its knowledge of the Enterprise Services Blueprint and Roadmap to ensure standards and best practices are enforced and services are in alignment with the Blueprint and Roadmap. The Ekagra team will also track feedback provided to development teams, maintain review checklists and analyze and improve the review process.

Standards and Best Practices

The current set of Service Specification Standards, Templates, Best Practices and Process documents is a valuable body of work developed by ESSRT based on industry standards and best practices and with community input. The Ekagra team will maintain and revise these documents based on the evolving industry best practices and the needs and direction of NCI CBIIT. 

3.1.3 Enterprise Architecture Repository

ESSRT has been investigating approaches to developing an EAR including leveraging NIH or HHS repositories or using open source enterprise modeling tools. The Ekagra team will continue to support the analysis and eventual decision on which approach to take. Since this activity is dependent on NIH EAR activities which are unlikely to be completed during this project, work on this activity is expected to be minimal.
3.1.4 Leadership and Oversight in Analysis and Architecture

ESSRT is currently supporting the 2TRANSCEND project through technical coordination and architectural oversight. The Ekagra team will continue this support and will maintain integration artifacts including Integration Use Cases, Integration Architecture, Security Architecture, Deployment Architecture and documentation of technical interfaces such as the iHub CDA mappings.

The Ekagra team will perform reviews of EPLC artifacts to support the Architecture Review Board in EPLC stage gate reviews.
To help support ARB architecture and design reviews and to support the evolving EPLC process, the Ekagra team will create a set of CBIIT-specific EPLC templates and checklists to support the non-delegable stage gate reviews defined in the NCI EPLC Implementation Plan (Investment Selection Review, Project Baseline Review, Preliminary Design Review, Operational Readiness Review) in order to:
· make it easier for project teams to develop artifacts required for the stage gate reviews,

· improve the consistency of like artifacts across projects, and

· provide consistent evaluation of artifacts.
The Ekagra team will provide architecture analysis and review and technical coordination to other teams and projects as directed.

3.1.5 Project Management Support

The Ekagra team will support SAIC-F, the Task Review Board, and the Architectural Review Board with project plans, issue analysis, estimates, schedules, budgets, detailed status, and other project management support as requested and as specified in the objectives.

3.2 Change Control Management

The Ekagra Project Manager will work closely with the NCI CBIIT ARB, the SAIC-F COTR, and the project teams to effectively manage project changes over the course of the ESSRT support project. The focus of change control management will be to effectively manage and track the submission, coordination, review, evaluation, categorization, and approval of all changes to the ESSRT baseline work products (e.g., project plan and schedule, etc.).  The Ekagra project team will leverage the project deliverables outlined in the project SOW and ensure that they perform only the work described in the SOW and generate the deliverables outlined in the contract deliverables list.  The Ekagra Project Manager will oversee the work of the ESSRT team and the progression of the project to ensure that this scope control process is followed.

4 Schedule/Time Management

During the initial phase of the project, EKAGRA will work with the appropriate management to identify major milestone dates and project requirements and develop overall iteration plan/schedule and overall program roadmap.  Specific features and milestones are added explicitly to the iteration plan.  All dependencies external to the EKAGRA team are represented by a milestone. From the WBS, we develop a schedule, assign and balance resources, record internal and external dependencies.  If the schedule is impossible due to resources or other constraints, the issues will be discussed with CBIIT and SAIC-F project managers with alternate solutions.  The project schedule/ iteration plan has the major milestones for deliveries and coordination for the project horizon.  More detailed activities will be included on a rolling horizon, typically 1 to 3 months (one or 2 iterations) to minimize the planning overhead.

4.1 Milestones

The following table contains a list of deliverables with due dates.  All days identified are intended to be normal business days unless otherwise specified. The Subcontractor may suggest an alternative due date for any or all deliverables in their offer. The SAIC-F TPM and the Subcontractor shall agree to the final schedule, based on the Subcontractor’s proposed cost and proposed delivery schedule.
	
	Deliverable/Artifact
	Due Date

	1
	Project Management Plan
	Initial draft with Offer

Final Plan 20 days following Project Kickoff

	2
	Technical Status Report
	10th of each month

	3
	Financial Status Report
	10th of each month

	4
	Project Management Summary Report
	10 Days Before Period of Performance ends

	5
	Enterprise Services Inventory Blueprint and Roadmap
	Update as required, reviewed in Quarterly review

	6
	Service Specification Templates
	Update as required, reviewed in Quarterly review

	7
	TRB Weekly meeting minutes/presentation
	Weekly

	8
	Services Portfolio and Wiki Management
	Update as required, Reviewed in Quarterly Review

	9
	Service Specification Reviews
	Update as required, Reviewed in Quarterly Review

	10
	Service specification standards, templates, best practices and processes
	Update as required, Reviewed in Quarterly Review

	11
	Integration Analysis Document with use cases and sequence diagrams
	Update as required, Reviewed in Quarterly Review

	12
	Integration Architecture
	Update as required, Reviewed in Quarterly Review

	13
	Integration Architecture - Security Architecture
	Update as required, Reviewed in Quarterly Review

	14
	Integration Architecture - Deployment Architecture
	Update as required, Reviewed in Quarterly Review

	15
	Enterprise Architecture Repository – Evaluation and Recommendation report
	Reviewed in Quarterly Review


4.2 Project Schedule

The high-level project schedule in MS-Project form is available at 

https://ncisvn.nci.nih.gov/svn/essrt/trunk/Deliverables/ProjectDeliverables/2013/ESSRT-ST13-1115 project plan.mpp
4.2.1 Dependencies
The ESSRT project is dependent on the following related activities:

· NIH Enterprise Architecture activities – The CBIIT Enterprise Architecture Repository recommendations should be in line with the NIH Enterprise Architecture requirements. (No schedule available.)
· Service Specifications – Service Specification Reviews will be provided for Service Specifications generated as part of service development by other teams. (No schedule available.)

· 2TRANSCEND – Integration architecture activities cannot be considered completely finished until the 2TRANSCEND integration testing is complete. This is scheduled for the end of May 2013.
5 Cost/Budget Management

5.1 General
Ekagra’s financial management systems and processes have been independently audited and validated as fully compliant to meet DCAA’s stringent audit requirements. Ekagra’s management and leadership rely on our systems for accurate cost and budget reporting (down to the project level, not just capital budgeting and planning), as well as accurate and compliant invoicing.  Ekagra compares this information to established budgets and workload forecasts to determine if project "burn rates" are on target and to ensure that expended labor hours are neither over budget nor significantly less than the planned budget to ensure our clients have accurate and transparent financial tracking data.  
5.2 Reporting
Financial status plans are provided monthly showing monthly and cumulative costs and hours by resource including Estimates to Completion and Estimates at Completion.
5.3 ARRA Special Requirements

A data manager is assigned to ensure all ARRA reporting requirements are met. We track our labor hours and expenses separately for ARRA funded projects to ensure most accurate reporting. We will provide all necessary quarterly ARRA reports.
6 Quality Management

Our engineers will ensure that each artifact developed and delivered under this contract (document, design, code, or process) is reviewed and passes the quality standards defined by the statement of work and as agreed on by EKAGRA and NCI CBIIT management. The degree and formality of the review will depend on the size and effect of the artifact. Review may range from unit testing and peer review up to formal presentation to CBIIT management

The EKAGRA engineers assigned to the ESSRT will be specifically responsible to review all deliverables according to the criteria specified in the SOW:

· Accuracy - Work Products shall be accurate in presentation, technical content, and adherence to accepted elements of style. The team will use templates, and the documentation will be tested with the systems.

· Clarity - Work Products shall be clear and concise. Any/All diagrams shall be easy to understand and be relevant to the supporting narrative. Peer reviews will highlight deficiencies in clarity and these deficiencies will be corrected.

· Consistency to Requirements - All work products must satisfy the requirements of this statement of work. The deliverable documents will be checked against the specifications of each task as described in our project plan and task approaches.

· Timeliness - Work Products shall be submitted on or before the due date specified in this statement of work or submitted in accordance with a later scheduled date determined by the Government. The project and program managers are responsible for timely delivery. Our frequent reviews will catch any slippages and allow for adjustments if needed.

To assist in meeting these criteria, NCI CBIIT provided templates will be used, and if not available new templates will be developed to assure consistency in the deliverables.

7 Staffing Management
The Ekagra Project Manager is responsible for ensuring that the project has sufficient staff with the right skills and experience to ensure the successful completion of the project. The Ekagra Project Manager will work closely with staffing team to oversee the selection and recruitment of resources as needed. If skills required for the project change due to scope or staffing changes, the Ekagra Project Manager will ensure that project resources receive detail training needed to bring staff to the level of skill required for the project execution. 
The project will be staffed by a Technical Project Manager responsible for leading the team and being the primary point of contact, a Strategic Architect acting as the lead SOA architect, and a Technical Specialist acting as an SOA analyst. Estimated resource allocation by month for each labor category will be included in the Project Financial Plan. Controls are in place to review budgeted resources against actuals.
While government direction and review will be required, no federal staff is required.
8 Communications Management

During the course of the project, the Ekagra team will communicate with the SAIC-F TPM, government sponsor, Architecture Review Board (ARB), and teams submitting service specifications, architecture, or design for review. The primary point of contact for Ekagra will be the Technical Project Manager; however, some interactions, such as participation in ARB meetings or reviews, may be done informally and by other team members.
A bi-weekly meeting will be held with the SAIC-F TPM and government sponsor to provide status and receive direction. Quarterly reviews will also be held with the SAIC-F TPM to review progress against objectives.
Monthly technical and financial status reports will be submitted to SAIC-F. The technical reports will also be made publically available.

The Ekagra team will attend and participate in weekly ARB meetings.
Interactions with teams submitting service specifications, architecture, or design for review will be ad hoc.

Additional communications may occur as needed.

9 Risk Management

ESSRT Project Manager will be responsible for a comprehensive Risk and Issue management that relies on a good process to identify and manage risks and issues.  

9.1 Identification

The project manager will identify risks through active monitoring of project deliverables, activities and changes in the environment.  Additionally, multiple project meetings, stakeholder interactions and checkpoints will be used to actively seek information about any risks and issues identified by various project teams and/or stakeholders.

9.2 Categorization and recording

Once identified, risks will be appropriately analyzed and evaluated.  All risks will be assigned an Impact and Probability (likelihood of occurrence).  Impact and Probability can have values of High, Medium and Low.  So, risks can range from Low Impact - Low Probability to High Impact - High Probability.  This helps with the ranking and prioritization of the project risks.  Once a risk is evaluated, an action plan will be determined for each risk.  An action could result in mitigating the risk by reducing its impact and/or probability or it could result in avoiding the risk (e.g. by changing the approach altogether) or could result in deferring the risk to a later date.

The risks that affect the Enterprise Services program as a whole will be raised and addressed at the overall program level.  E.g., if there is a risk related to compliance with certain Information Model standard and impacts all services in development phase, that will be raised at the appropriate Community forum as well as with the Enterprise Program Governance team whereas if a risk is associated with a specific service, it will be raised in a workspace meeting related to the concerned domain and subdomain.
Risks are reported and tracked in the monthly technical status reports as well as in weekly (or bi-weekly) TRB meetings.

10 Issue Management

ESSRT Project Manager will be responsible for a comprehensive Risk and Issue management that relies on a good process to identify and manage risks and issues.  

10.1 Identification

The project manager will identify issues through active monitoring of project deliverables, activities and changes in the environment. Additionally, multiple project meetings, stakeholder interactions and checkpoints will be used to actively seek information about any risks and issues identified by various project teams and/or stakeholders.
Issues may arise when previously identified risks are realized.
10.2 Categorization and recording

Once identified, issues will be appropriately analyzed and evaluated.  All issues will be assigned an Impact. Impact can have values of High, Medium and Low.  This helps with the ranking and prioritization of the project issues.  Once an issue is evaluated, an action plan will be determined with appropriate direction and input from affected parties.
The issues that affect the Enterprise Services program as a whole will be raised and addressed at the overall program level.  E.g., if there is an issue related to compliance with certain Information Model standard and impacts all services in development phase, that will be raised at the appropriate Community forum as well as with the Enterprise Program Governance team whereas if an issue is associated with a specific service, it will be raised in a workspace meeting related to the concerned domain and subdomain.
Issues are reported and tracked in the monthly technical status reports as well as in weekly (or bi-weekly) TRB meetings. When appropriate, JIRA Issues will also be created.

11 Acquisition Strategy
Not applicable.

12 Compliance-Related Planning

Compliance related processes that the ESSRT project must adhere to include:

· Capital Planning and Investment Control (CPIC): The ESSRT Project Manager will employ industry accepted best practices in monitoring and reporting project performance metrics to support and ensure NIH’s requirements for CPIC compliance and reporting.

· Security: The Security Certification and Accreditation (C&A) of individual services are the responsibility of each project team and will be performed by the NIH IT security team. 
· Enterprise Architecture: The ESSRT will assist the CBIIT ARB in ensuring that NESI services comply with the NCI CBIIT Enterprise Architecture Specification (EAS). The EAS is the output of using the Enterprise Conformance and Compliance Framework (ECCF). 
· Section 508 Compliance: The ESSRT project will ensure that its artifacts are in compliance with Section 508 of the Rehabilitation act of by ensuring that all ESSRT website content is equally accessible to people with disabilities. 

· Records Management:  The ESSRT Project will comply with the NCI Records Management Compliance Methodology.
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� Project Management Institute, A Guide to the Project Management Body of Knowledge (PMBOKGuide), 2000 Edition





PAGE  
Revision Date: Error! Unknown document property name.

Page 2 of 8
EPLC_Project_Management_Plan_Template.doc

