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Purpose

This section provides a brief statement that defines the purpose of the plan such as “The Schedule Management Plan describes the process that will be used to maintain the project schedule and timing for purposes of tracking activities in progress, identifying activities to be completed, measuring activity performance against allocated time, identification of timing issues or potential project delays, and, subsequently, gauging project execution performance.” (Remove this comment section from final document.)

Project Master Schedule
Dependent upon the size and complexity of the project, it may be necessary, and prudent, to establish an overall project master schedule.  This section provides a narrative description of the master schedule. (Remove this comment section from final document.)

Schedule Maintenance
This section describes who will be responsible for maintaining the project schedule and documenting any schedule change requests. (Remove this comment section from final document.)

Schedule Updates and Status Reporting Process

This section describes the planned frequency of schedule update, status reporting and analysis, the responsibility of the project team member for providing update information and the frequency for status reviews. (Remove this comment section from final document.)
Schedule Change Review and Approval Process

This section describes the organization and process for evaluating and assessing proposed schedule changes.  It defines the authority for accepting and approving changes to schedule, which should include the customer.  The evaluation process should include an assessment of the impact of proposed schedule changes on the project.  Impacts to scope, cost, risk and quality should be evaluated in oredr to provide a basis for accepting and approving a change.

Note: This change review and approval process should be contained within the Integrated Change Control Management Process.  Please reference that process in this section.

(Remove this comment section from final document.)

Roles and responsibilities

You can describe different roles and their ability to access the project schedule.

· Schedule owner. This is probably the project manager.

· Who can update? Normally the project manager, but on larger projects it could be more complex. For instance, a Project Administrator might make the initial schedule updates based on the project status reports and then provide this draft to the project manager for final updates. It is also possible that team members will update the status of their assigned activities and the project manager will perform final analysis after those updates.

· Who can read? Usually the schedule is not considered confidential and anyone can read it.

Update frequency

You should describe the timing of schedule updates. In many projects the schedule will be updated on the morning of the first workday. You should also comment if the schedule will be updated weekly or bi-weekly. It is re commended that you update the schedule weekly.

Progress feedback

This describes how the schedule feedback will be delivered. In many cases this will be in the team member status report. However, it is possible that the progress update will come during a team meeting or through an email. 

Tools

Describe about any scheduling tool that will be used on this project, who will have access to the tool and what various people can do with the tool (read the schedule, update schedule, etc.)

Reports

Comment here on the types and names of reports you are using to manage the project, who will receive them, the frequency of the reports, etc.  

Schedule integration

Normally each project keeps an independent schedule, but in some instances your master schedule is the result of a roll-up of other underlying schedules. It is also possible that your schedule could be integrated and rolled up to a higher-level program or portfolio schedule.

Project Approvals

Add any signatures that are important for the approval of the project. (Remove this comment section from final document.)
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