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	NOTE:    The second row in each table (and in blue font) consists of help text only.   These rows should be deleted from the final document.

The Project Execution Plan (PEP) is the third key document required to define each project.   The Charter provides the business rationale for the project (the why) and is the document that officially ‘launches’ it.  The Project Scope defines exactly what the project is and the PEP should define how the work will be assigned and how the project will be managed.
The PEP contains a “Work Details” section and a “Management Approach” section.  The first section builds upon the Project Scope Statement to ensure that the work to be performed has been broken down such that task assignments, the final budgets and the projects staffing and organizational needs are determined.
The “Management Approach” section deals with how you as the Project Manager will manage all the aspects of the project throughout out its life.   Some sections are already completed based on the project following standard MoW PMS processes and using the standard PMS Tools & Templates.   
Completing this document will be the basis for your completing the “Planning Phase” of the project.  It should be started immediately upon ‘entering’ this phase and the final approval of the PEP will signal the end of the phase.
This template should be used for all Project Execution Plans, regardless of whether the project is a Construction, Service & Maintenance or Business Improvement.   It should also be used for all Class A, B and C projects but it is expected that the level of detail will be different for each project classification.   


	Work Details 


	Work Packages

	For Class A & B projects, use the WBS structure from the Project Scope Statement to specifically name who will be responsible for completing each of the Work Packages along with current estimates of what resources that person would need and  how much effort it should involve 
For Class A projects, each of these Work Packages should be further detailed using the “MOW Work Package Form – Template”

	#
	Package Title
	Person Responsibility
	Other Resources
	Tot. Effort (days)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Project Schedule  

	For Class C projects include below a listing showing exactly the expected duration of each Work Package and when it should start and end.

For Class A and Class B projects, a schedule should be developed and attached using a tool such as Microsoft Project Professional (or Primavera if this is the preferred package of project Consultants and Contractors).   This would enable the Work Packages to be further broken down into tasks as appropriate and to also capture all the dependencies between Work Packages and/or tasks. 

For Class A projects, this schedule should also include the resource assignments for each Package or task and these resources should be leveled across the projects, taking into account any other commitments outside of the projects that those resources might have

The Project Schedule should include all ‘external’ milestones that if missed will impact your projects schedule.   For example, any interdependencies this project might have with other ongoing projects or programs.
The schedule contained in the signed version of this document shall be the ‘Schedule Baseline’ and a copy of this baseline schedule must be kept separately so that comparisons back to this baseline can be made from time to time during the project as required.

	#
	Package/Task
	Duration
	Start Date
	End Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Project Staffing and Organization:  

	Indicate below the people involved in the Project.   Start with the Sponsor and Steering Committee members and work down from there including all full time and part time internal project resources; all Consultants; and/or Contractor Management resources, and any admin support.
If required, complete and attach a separate “Governance, Roles & Responsibilities” document which should include 
· The complete stakeholders list 

· The full Organization Chart

· A full description of the governance structures

· And listings of all the roles and responsibilities for each position.

There is a “MOW HR Management Form – Template” available to assist Project Managers document and/or request individual resources required for their team.

	Project Role
	Name(s)
	Major Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Project Budget:  

	For Class C projects, include below a full listing of all the project budgeted items and the total project budget.  Items to consider include (but are not limited to)  Consulting Costs, Construction Costs, site office set-up and maintenance costs, any other external resourcing costs, software (inc. licenses and maintenance), hardware and infrastructure, internal team costs (if being captured), project admin costs; and any reserves or contingency funds 
For Class A & B projects, include a separate budget prepared in Excel or a financial budgeting reporting tool.   For longer projects, this analysis must include a ‘cash flow statement indicating expected expenditures by period (e.g. fiscal year and then by month or quarter).

In the Supporting Documents section below, list all the documents that have been or will be required in support of this budget along with their current status (prepared, submitted, approved, etc.)
The budget included in the signed version of this document shall be considered the ‘Cost Baseline’ and shall be maintained as a separate document such that comparisons back to this baseline can be made as required from time to time throughout the project.

	
	Cost Element/Description
	Total

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	
	
	

	Total Project Budget
	

	Supporting Budget Document
	Doc Ref
	Status
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Management Approach
	Quality Management Plan

	Document all the measures that have been put in place for this project to ensure that the deliverables will be of an acceptable standard.  There are many aspects to Quality management including
· Quality Assurance:   Before the fact actions/tools/etc. utilized to ensure that bad quality work is not done in the first place

· Quality Control:  After the fact reviews of inspections to ensure that quality work was done

· Metrics & measures:   setting up indicators to measure work achieved and its quality

· Any other measures put in place to ensure quality work (e.g. how deliverables will be stored and safeguarded, version controls, etc.) 

Examples would include:

· All technical review committees/boards/processes that will be utilized or that have been established for this project
· A listing of all applicable standards (internal and/or regulatory) that will be adhered to.
· Any Metrics or KPIs (Key performance Indicators) that have been established – along with current and target values, how they will be measured, when, and how they will be reported
· Any tools, systems or processes that have been established to maintain control of the different versions of deliverables and to ensure they are being properly secured and safeguarded.
· Any other Quality Assurance (before the fact) and Quality Control (after the fact) processes and/or Tools that will be utilized.
Class C projects can use the space below to document the Quality program.   For Class A and Class B projects, there is a separate “MOW Quality Management Plan Template” document that must be used to fully describe the quality program.   

	Quality Assurance Plan
	

	Quality Control Plan
	

	Project and/or Product metrics & measures Details
	

	Other 
	


	Communications Management Plan 

	For Class C projects, detail below all the communications requirements of the project and how these will be handled.   This section should describe at a minimum:

· Steering Committee and Project Team meeting schedules and processes
· Any other Stakeholder communications requirements (e.g. any intra-ministry communications requirements, any external and/or government reporting requirements, any Press/Media Management processes, etc.) as appropriate.
· Project Status Reporting (For larger projects include the process both from team leads/members up to you and then from you to the Sponsor/Steering Committee).   
· The status reporting Plan should also be aligned with ministry wide status reporting practices and processes (e.g. there must be a monthly consolidated report produced by the 6th working day of the following month)
· This section should also include details of how “Phase Closeouts” will be managed, and any other communications issues (e.g. the schedule of any project audits if required for very large projects).
For Class A and B projects, provide more details using the “MOW Communication Management Plan – Template” document

	Steering Committee Meetings Plan
	

	Project Team Meetings Plan
	

	Other stakeholder Communications Plan
	

	Status Reporting Plan
	

	Project Phase Completion and Reporting Plan
	We will follow standard PMS practices for registering the completion of each phase of this project and use the Phase Completion Checklists to ensure all the appropriate steps have been completed for each Phase

	Other:
	


	Risk Management Plan 

	Detail the steps you will take to ensure that there is always a clear vision of the Project Risks and that Contingency Plans are in place as appropriate.   A Risk Analysis needs to be completed as early as possible in the planning phase such that the Risk Register can be attached to this document and will form the ‘Baselined Risk Register’.    

The following standard forms are available for use to manage Risks

· A Risk Management Process Description
· A “MOW Risk Form - Template” and a “MOW Risk Register - Template”
For Class A projects, it may also be desirable to use an Access or Excel based tool to keep track of all the Risks including all the associated dialogue and analysis.

	We will use the PMS standard Risk Management Process and the standard PMS Risk Management templates on this Project


	Issue Management Plan 

	Detail below the steps you will take to ensure that all Issues that might arise during the project are properly identified, documented and dealt with as promptly and effectively as possible. 
The following documents are available for use to manage Issues:
· An “Issue Management Process Description” 
· A “ MOW Issue Form – Template” & a “MOW Issue Log – Template”
For Class A projects, it may also be desirable to use an Access or Excel based tool to keep track of all the Issues including all the associated dialogue and analysis.

	We will use the PMS standard Issue Management Process and the standard PMS Issue Management templates on this Project


	Change Management Plan 

	Detail below the steps you will take to ensure that all Change Requests are dealt with as promptly and effectively.

The following documents are available for use to manage Change Requests

· A Change Management Process Description

· A “MOW Change Request Form – Template” & a “MOW Change Request Log – Template”

For Class A projects, it may also be desirable to use an Access or Excel based tool to keep track of all the changes including all the associated dialogue and analysis.

	We will use the PMS standard Change Request Management Process and the standard PMS Change Requests Management templates on this Project


	Procurement and Contract Management Plan 

	Detail the steps, tools, processes, reports, metrics, etc. you will utilize to manage all Contracts Tenders, Purchase Orders, etc. throughout the project.   Include details of where the documents will be stored and how they will be safeguarded; the processes for receiving invoices and authorizing payments to Contractors etc.  Project Team Member Authorization levels, etc.

For Class B & C projects, use the space below.   For Class A projects, describe these processes more fully using the “MOW Procurement Management Plan – Template” document.

	


	Cost Management Plan 

	Detail all the steps, tools, metrics, processes, reports, etc. that will be used throughout the project to track and report on project costs.   Include details of reporting frequency and who will get what;  where the information will come from and how the data’s integrity is safeguarded and confirmed, etc

For Class B & C projects, use the space below.   For Class A projects, describe these processes more fully using the “MOW Cost Management Plan – Template” document.

	


	Human Resources Management Plan 

	For Class A & B projects, list/describe all the tools, processes, steps, etc. that you will utilize on this project to ensure that you always have the appropriate resources, with the appropriate skill levels assigned to the project.
The following standard forms are available for use to manage HR Requirements

· MOW HR Management Form

	


	Time Management Plan 

	For Class A projects, describe the time keeping policies, processes, tools and procedures that will be used to capture and verify time spend on the project.   This must be in place for all contract staff and could involve time reporting for internal staff as well.

	


	Construction Projects - Ancillary Management Plans

	Document all the additional measures that have been put in place to manage the additional activities of the construction part of this project. The documents should demonstrate that the project is being managed in accordance with accepted industry best practices as indicated in the PMS and the PMBOK – Construction Extension.
Class C projects can use the space below to document the Plans.   For Class A and Class B projects separate MoW Management Plan Templates should be completed for each of the Plans.

	Claims Management Plan
	

	Safety Management Plan
	

	Financial Management Plan
	

	Environment Management Plan
	


	Project Closeout Management Plan 

	Describe the process that will be used to manage Project Close-out.   Reference all the completion and Success Criteria from the Scope Statement to ensure that each of these will be addressed.  Also describe any activities that will be scheduled for post project close-out (e.g. managing the warranty periods, post implementation review, etc,)

Collecting “Lessons Learnt” from each project is one of the most critical parts of PMS so your Closeout Management Plan must specify exactly how you intend to do this for this project

 The following standard forms are available for use to manage the Lessons Learnt and Project Closeout
· MOW Project Signoff Form
· MOW Lessons Learnt Report (Class A) or MOW Lessons Learnt Form (Class B & C)

	


	Attachments / Supporting Documentation 

	List all documents that exist and support this PEP
e.g.
Project Charter
Project Scope Statement
Risk Register,     
Various Management Plans

Budget Requests/Approvals, etc.

	

	

	

	


Project Execution Plan Approval Form

	Project Definition:  

	Project Name
	
	ProjID:
	

	Project type (Cons, BI, S&M)
	
	Project Class (A, B, C)
	
	Sector/Directorate reference #
	


	Project Manager’s Signature

	I have prepared this Project Scope Statement in accordance to the Project Management System (PMS) and based on the information provided to me in the attached documents and in consultation with the Project Sponsor my project team and other Stakeholders.

	Name
	
	Signature

	Date
	
	


	Project Sponsor’s Authorization and Approval

	I have reviewed and agree with the information contained in this Project Scope Statement 

	Name
	
	Signature

	Date
	
	


	Other Approval

	Name
	
	Signature

	Role:
	
	

	Date
	
	

	Name
	
	Signature

	Role:
	
	

	Date
	
	

	Name
	
	Signature

	Role:
	
	

	Date
	
	


	Tracking Information (for PMO use):  

	Activation date
	
	Charter Approval:
	

	EDMS details
	
	PMO Support
	

	Comments
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