 SAMPLE TASK PLAN (Note that not all project tasks are listed in this sample plan)


Updated: 2/24/2010    (Note: Target dates will need to be defined based upon resources and scoping of your program)
	Project Task
	Deliverable
	Target Start Date
	Target End

Date
	Primary / 

Supporting 

Responsibility
	Status
	Notes

	Phase : Planning & Design

	Identify the ERM Program Manager and develop a core project team / select the project manager. 
	Identification of Manager with overall ERM Program responsibility who will then develop the project team and identify the project manager(s)
	1/3/2010
	1/10/2010
	Senior Management
	
	

	Identify a sponsor or sponsors for the program
	Sponsor identification
	1/15/2010
	1/20/2010
	Program Manager / Project Manager
	
	

	Develop a strategic statement ( identifies how the eRecords Program will align with the strategic direction of the organization)
	Strategic Statement for dissemination
	2/1/2010
	2/6/2010
	Project Manager / Sponsor
	
	Sponsor Communication Required

	Conduct a complete business analysis – define user-facing issues
	Business analysis summary report
	* see note above
	
	Project Manager
	
	

	Quantify both the tangible and intangible costs for each issue identified
	Cost/Issue matrix
	
	
	Project Manager / Team Members
	
	

	Compile a detail list of user requirements 
	Requirements documents
	
	
	Project Manager
	
	

	Define the scope of the program
	Scoping document
	
	
	Project Manager and Support Management
	
	

	(additional tasks should be defined and added – use the ERM Program Job Aid as a guide)
	
	
	
	
	
	

	Phase : Pre-Implementation 

	Identify and procure technical and logistical components for system (includes hardware, software, support)
	Procurement Documentation
	
	
	Project Manager / IT support / Procurement
	
	

	Ensure receipt/availability of all program components 
	Review meeting with procurement / suppliers
	
	
	Project Manager / Procurement
	
	

	Complete build of system development environment 
	Prototype development environment
	
	
	IT Support
	
	

	Complete test plan for eRecords program components
	Test Plan
	
	
	IT Support  / Project Manager
	
	Team Review Required

	(additional tasks should be defined and added – use the ERM Program Job Aid as a guide)
	
	
	
	
	
	

	Phase : Implementation 

	Ensure readiness and availability of user support
	Support Checklist
	
	
	Project Manager / Support team members
	
	User Communication Required

	Develop and provide mechanism for user feedback
	Feedback vehicles for users
	
	
	Project Manager and support team
	
	User Communication Required

	Complete migration of fully tested and approved eRecords system/program from test environment into production environment
	SYSTEM 
IMPLEMENTATION
	
	
	Project Team
	
	

	Activate and provide user support
	User support program
	
	
	User Support team
	
	

	(additional tasks should be defined and added – use the ERM Program Job Aid as a guide)
	
	
	
	
	
	

	Phase : Post - Implementation 

	Identify and initiate means for maintaining and updating all policies and processes
	Updating methodology
	
	
	Project Manager
	
	

	Collect and complete analysis of data regarding user participation in training efforts, legacy data migration efforts and acceptance of program. 
	Compliance / Participation report
	
	
	Project Manager / Team members
	
	

	Conduct a program implementation ‘post mortem’ meeting with the program team and sponsors
	Meeting with summary report compiled afterward
	
	
	Project Manager / Program Sponsor
	
	

	Compile report for senior management 
	Management report and meeting
	
	
	Project Manager
	
	Executive Report Required

	(additional tasks should be defined and added – use the ERM Program Job Aid as a guide)
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