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Document control sheet

Contact for enquiries and proposed changes

If you have any questions regarding this document or if you have a suggestion for improvements, please contact:

Study Manager
Insert Study Manager's name here
Phone
Insert phone number here
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1 Broad strategy

Discuss the broad strategy to deliver the .  
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here


2 Study control

2.1  Integration

Integration of the following eight elements will be achieved by development of this  management plan, managing the  in accordance with it and updating the plan and its attachments as the  progresses and circumstances change.
 To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.2 Scope management

Describe how changes to scope will be managed (including software tools to be used). Refer to a detailed attachment showing scope in detail (could be drawings for physical Studys or Business Process Analysis for business change Studys). Describe how variations to scope will be identified, approved and funded.. 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.3 Time management

Describe how changes to time and resources will be managed (including any software tools to be used). Refer to an attached Study Schedule breaking the Study into activities (work breakdown structures) displaying start, finish, internal resources, external resources and major milestones. 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.4 Cost management

Describe how changes to costs will be managed (including software tools to be used). Refer to an attached budget estimate breaking the Study into activities (work breakdown structures) displaying the estimated costs for internal resources and external resources.
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.5 Quality management

The quality assurance process used in completing the  study will be the process outlined in the ITPF.
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.6 Human Resources management

Describe the approach to be taken with the deployment of internal and external resources. Provide a Study team organisation structure and describe roles and responsibilities.
Provide details of any Study specific training required. 
Refer to a responsibility matrix (if required). 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.7 Communication management

Describe the approach to be taken with the deployment of internal and external resources. Provide a Study team organisation structure and describe roles and responsibilities. 
Provide details of any Study specific training required. 
Refer to a responsibility matrix (if required). 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.7.1
Internal communication

Detail the Study reports to be produced. Identify who will produce them, who will receive them and what action is required from the receiver. 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.7.2
External communication

Describe the communication processes for all internal parties including Executive Management, Advisory Group Members, Stakeholders, Sponsor, Director, team members, and users. Refer to a detailed Communication Plan (if required). 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.8 Risk and issues

2.8.1 Risk

Describe how the  will manage risk in Section 10 of the proposal document.  Ensure the attached risk table covers all these items.
Refer to an attached risk plan showing identified risks, severity, likelihood and mitigation actions (Actions should be included in the Study schedule). 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.8.2 Issues

Describe how the Study will manage issues (including software tools to be used). 
Refer to an attached listing of issues. 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
2.9 Procurement management

Describe how external goods and services will be procured. This includes contract/subcontract management, land acquisition, material procurement, contract administration. 
Refer to an attached procurement plan (if required). 
To delete this guidance text box, double click mouse in the left margin then press delete.
Type here
Appendix A – Study scope

2.10 In scope

This defines the Study boundaries to facilitate effective management of deliverables on time and to agreed/approved cost.  The scope outlined in any previous document should be confirmed here or updated as necessary.  List all items that are included in the scope of this Study. 
To delete this guidance text box, double click mouse in the left margin then press delete.
2.11 Out of scope

List identified items that will not be delivered as part of this Study.  This is most important as it specifies items which will not be undertaken as part of this Study.  This assists in managing/avoiding scope creep. The importance of individual out of scope items should be mentioned.  Such items may pose significant risks to the Study if they are not done at all by others.  This may create risks for the Study which need to be recognised and managed.  
To delete this guidance text box, double click mouse in the left margin then press delete.
2.12 Related Studys

List any related Studys or proposals affecting this Study (whether past, current or planned) and their relationship to this Study.  The impact of these on your Study should be described.  Such Studys may pose significant risks to the Study if they are not done at all by others or not completed in time.  This may create risks for the Study which need to be recognised and managed. 
To delete this guidance text box, double click mouse in the left margin then press delete.
2.13 Constraints

Restrictions which will limit the way the objective is to be achieved (describe anything that might impact on the successful development and/or implementation of the Study).  This may include restrictions on budget / funding, political issues, limited resources to work on the Study, timing constraints or constraints on the implementation of the outcomes of the Study. 
To delete this guidance text box, double click mouse in the left margin then press delete.
2.14 Urgency

Identify the urgency of the Study stating reasons.  
To delete this guidance text box, double click mouse in the left margin then press delete.
2.15 Assumptions

List all assumptions made in producing this document.  
To delete this guidance text box, double click mouse in the left margin then press delete.
Appendix B – Study schedule
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	Task name
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Appendix C – Study budget

	ID
	WBS ID
	Task name
	Resources
	Duration
	Depend.
	Start
	Finish
	Internal labour cost
	Contract labour cost
	External services and material costs
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Appendix D – Risk management plan

Broad strategy for risk management

Type here
A summary of significant risk factors

Type here
Overall assessment of Study risk

Type here
Appendix D – Risk management table

	No.
	Risk factor
	Likelihood
	Impact
	Risk rating
	Proposed response/mitigation (what)
	Action (how)
	Related activity number
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Appendix E – Internal communication management plan

References

· Study Plan dated …..

Introduction

Type here
Standard Study reporting

Type here
Monthly reports

Type here
Exception reports

Type here
Conduct of meetings

Type here
Management of information systems

Type here
Study office procedures

Type here
Control mechanisms

Type here
Addendum 1 - Communications management matrix

	No.
	Identified staff
	Function / skill
	Role description

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Appendix F – External communications

· Communication Goal

(Outline here what the communication is to achieve – in say 25 words or less)
· Communication Objectives

(The objectives should be clear and measurable, dot points only.  Breakdown the elements of how the goal will be achieved.  These should state what the communication is to achieve and must be realistic.  They should contain the elements – inform, persuade, motivate).

· Communication Strategy

(The strategy should indicate how to go from what is, to what should or could be).

· Key messages

(There should only be one to three key messages in dot point format.  These key messages should be what needs to be said to get the target audiences to walk away thinking/doing as desired).

· Target audiences
(Who is to be influenced?  These should be broken down into primary and secondary audiences.  In some cases the objectives and strategies for each audience need to be separated).

· Tactics

(What will actually be done?  This is where the communication activities are listed, at a broad level, against the target audiences.  A matrix helps in this instance to clearly show the activity, audience, purpose and timeframe).

· Budget

(How much will it cost?  Has funding been provided? – from another source?).

· Resourcing

· Timelines 
· Activities to be undertaken.

· Communication tools to be used such as:

· Frequently asked questions and responses

· Project website

· Freecall 1800 telephone enquiry line

· Fact sheets/information kit

· Display material

· Project contact cards

· Communications management

· Project team

· Schedule

· Cost/budget

· Risk identification and risk response protocols

· Communication approval process

· Role of consultants 

· Communication and consultation reporting

· Evaluation

Appendix G – Responsibility assignment matrix

	Legend

	PM
	Study Manager
	SG
	Stakeholder group
	PG
	Program Manager

	PC
	Study Manager – concept phase
	CR
	Customer representative
	EM
	Executive management

	PO
	Study officer
	UR
	User representative
	
	

	 AG
	Advisory group
	SP
	Sponsor
	
	


	A
	Assist
	C
	Consult
	O
	Coordinate
	P
	Primary responsibility
	R
	Review
	S
	Sign off
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