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Purpose:


This report is one of the key deliverables specified in the project scope statement. This report was orignially referred to as the “Final Report” in the project plan and was originally intended to be a complete update and modification of the Preliminary Report.  However, this report is now referred to as the Supplemental Report since it does not duplicate or modify anything from the Preliminary Report but rather contains additional information requested by the sponsor.  Combining the Preliminary and Supplemental Reports effectively represents the Final Report. The information contained herein is intended to be used for the “author final” draft of Appendix D of the third edition of the textbook “Information Technology Project Management”, authored by the project sponsor.
Table of Contents

1. Missing Templates – Templates not included in the Text

2. New table for number of templates grouped by Process Group and Knowledge Area

3. Table of the top ten web sites with free templates.

4. Suggestion for companion web site.

5. List of MS Project templates

Appendix D+
Missing Templates

templates NOT INCLUDED IN this text

The following table contains a listing of  the “best” templates from the “Top Ten Web Sites” list that did not have a corresponding type listed in the current Appendix D template list.   For example, using the first item below, Appendix D did not currently list a Feasibility Study template.  The template from the www.method123.com web site was the best, if not the only, feasibility study template from the Top Ten Web Site list.

Table D-1.1. Missing Template Matrix

	Template Name
	Process Group
	Web Site
	Application Software

	Feasibility Study
	Initiating
	http://www.method123.com/documents/feas_study.doc 
	Word

	Project Concept
	Initiating
	http://michigan.gov/documents/PMM_Templates_May_2001_DOT_36166_7.zip
PMM02_Concept_Document_01.dot 
	Word

	Project Proposal
	Initiating
	http://www.projectmanagement.tas.gov.au/pm_templates/pm001_003_menu.htm 
	Word

	Project Brief
	Initiating
	http://www.projectmanagement.tas.gov.au/pm_templates/pm001_003_menu.htm 
	Word

	Project Business Plans
	Initiating
	http://www.projectmanagement.tas.gov.au/pm_templates/pm004_904_menu.htm 
	Word

	Project Plan
	Planning
	http://www.method123.com/documents/p_plan.xls 
	Excel

	Project Execution Plan
	Planning
	http://www.projectmanagement.tas.gov.au/pm_templates/pm005_menu.htm 
	Word

	Project Plan Document
	Planning
	http://cio.doe.gov/ITReform/sqse/download/projplnx.doc 
	Word

	Functional Specification
	Planning
	http://cio.doe.gov/ITReform/sqse/download/fdspec.doc 
	Word

	Installation Plan
	Planning
	http://cio.doe.gov/ITReform/sqse/download/install.doc 
	Word

	Maintenance Plan
	Planning
	http://cio.doe.gov/ITReform/sqse/download/maintmp.doc 
	Word

	Requirements Specification
	Planning
	http://cio.doe.gov/ITReform/sqse/download/reqspc.doc 
	Word

	System Design
	Planning
	http://cio.doe.gov/ITReform/sqse/download/sdspec.doc 
	Word

	Training Plan
	Planning
	http://cio.doe.gov/ITReform/sqse/download/traintem.doc 
	Word

	Transition Plan
	Planning
	http://cio.doe.gov/ITReform/sqse/download/transpln.doc 
	Word

	Conversion Plan
	Planning
	http://cio.doe.gov/ITReform/sqse/download/convetem.doc 
	Word

	Project Commitments - Agreement Form
	Planning
	http://www.state.mn.us/cgi-bin/portal/mn/jsp/content.do?subchannel=-536879888&programid=536879698&id=-8484&agency=OT&sp2=y 
	Word

	Resource Plan
	Planning
	http://www.state.mn.us/cgi-bin/portal/mn/jsp/content.do?subchannel=-536879888&programid=536879698&id=-8484&agency=OT&sp2=y 
	Word

	Acquisition Plan
	Planning
	http://cio.doe.gov/ITReform/sqse/download/acqtem.doc
	Word

	IT Project Budget Estimate
	Planning
	http://michigan.gov/documents/PMM_Templates_May_2001_DOT_36166_7.zip
PMM16_IT_Project_Budget_Estimate_01.dot
	Word

	Cost Benefit Analysis
	Planning
	http://www.projectware.com.au/templates/IN01.pdf
	Acrobat

	Quality Plan
	Quality planning
	http://www.method123.com/


	Word

	Quality Assurance Plan
	Quality planning
	http://cio.doe.gov/ITReform/sqse/download/sqa.doc

	Word

	Organizational Breakdown Structure
	Organizational planning
	http://www.projectware.com.au/templates/PL03.pdf

	Word

	Communications Plan
	Communications planning
	http://ist.uwaterloo.ca/projects/templates/cp.pdf

	Word

	Risk Management Plan
	Risk management planning
	http://michigan.gov/documents/PMM_Templates_May_2001_DOT_36166_7.zip

	Word

	Procurement Plan
	Procurement planning
	http://michigan.gov/documents/PMM_Templates_May_2001_DOT_36166_7.zip

	Word

	Status Report Template
	Information distribution
	http://www.dir.state.tx.us/eod/qa/monitor/status.htm

	Word

	Change Control Log
	Overall Change Control
	http://cio.doe.gov/ITReform/sqse/download/scr-log.doc
	Word

	PROBLEM AND CHANGE RECORD
	Scope change control
	http://ist.uwaterloo.ca/projects/templates/085.xls
	Excel

	Project Activity Schedule
	Schedule control
	http://ist.uwaterloo.ca/projects/templates/089.xls
	Excel

	Earned Value
	Cost control
	http://www.projectware.com.au/templates/CO02.pdf
	PDF

	Status Report
	Performance reporting
	http://www.oft.state.ny.us/pmmp/templates/ProjectInitiation/ProjectStatusReport.doc
	Word

	Risk Management Plan
	Risk monitoring and control
	http://ist.uwaterloo.ca/projects/templates/rm.pdf
	PDF

	Completion Report
	Administrative closure
	http://www.projectware.com.au/templates/FI01.pdf
	PDF


Table D-2.1 Number of Templates found By Process Group / Knowledge Area
	Knowledge

Area
	Project Process Groups
	Total

	
	Initiating
	Planning
	Executing
	Controlling
	Closing
	

	Integration
	
	15
	7
	30
	
	52

	Scope
	35
	23
	
	12
	
	70

	Time
	
	10
	
	8
	
	18

	Cost
	
	14
	
	4
	
	18

	Quality
	
	11
	14
	5
	
	30

	Human
Resources
	
	13
	4
	
	
	17

	Communications
	
	12
	11
	35
	15
	73

	Risk
	
	38
	
	12
	
	50

	Procurement
	
	4
	1
	
	0
	5

	Total
	35
	140
	37
	106
	15
	333


Table D-2.1 could be a replacement or supplement to Table D-2. It’s organization is modeled after Table 2.5 on page 46 of the second edition. Additional charts are available in the Preliminary Report and the 2nd Status Report showing different views of the distribution of templates across all these categories.
Table D-3 Top Ten Web Sites with Free Templates

	Number of Free Templates
	Resource Name and URL

	22
	Michigan Department of Information Technology:

http://www.michigan.gov/dit/0,1607,7-139-7321_18457-45013--,00.html

	28
	Minnesota Office of Technology:

http://www.state.mn.us/cgi-bin/portal/mn/jsp/content.do?subchannel=-536879888&id=-8484&agency=OT

	23
	New York State Office for Technology:     http://www.oft.state.ny.us/pmmp/templates/index.htm

	12
	Tasmanian State Government:     http://www.projectmanagement.tas.gov.au/index.htm

	28
	U.S. Department of Energy:     http://cio.doe.gov/ITReform/sqse/pm_main.htm

	52
	University of Waterloo Information Systems & Technology:

http://ist.uwaterloo.ca/projects/templates.html

	12
	Method 123:   http://www.method123.com

	19
	ProjectWare:   http://www.projectware.com.au/pw030.html

	14
	State of Texas Department of Information Resources:

http://www.dir.state.tx.us/eod/qa/template.htm

	8
	U.S. Defense Logistics Agency:   http://www.dsioj.dla.mil/spi/template/pm-tmp.htm

	Complete details are available from the Tempting Templates web site:

http://webpages.charter.net/hafox/pm/docs/TemptingTemplatesPreliminaryReport.htm



The top ten web sites that contained free templates are listed in Table D-3.  They were evaluated by overall template quality and quantity. Note that most of the resource web sites relate to government agencies which do not usually profit from selling project management services. So they may make their templates available as part of their public service.
Suggestion for Companion Web Site
The Preliminary Report contains tables of templates organized by Web site and then by process group/ knowledge area.  The tables above (D-3 Top Ten Web Sites and D-2.1 Number of Templates) can be used to index into the detailed tables contained within the Preliminary Report.  Each cell in Table D-2.1 which contains a number of templates can be a hyperlink to the table containing the detailed information for templates in that category.  Similarly, each cell in the Number of Free Templates column in Table D-3 can be a hyperlink to the table containing the detailed information for that particular web site.

List of MS Project Templates

The only MS Project file templates found were on the Microsoft web site. The following MS Project files are availabe from the following link:  http://www.microsoft.com/office/project/default.asp .  

	Title: Compare Project Versions

Description: Compare two versions of the same project file and display the resulting information in a detailed, customized report.

Link: http://office.microsoft.com/downloads/2002/prjcomcp.aspx 

	Title: XML Reporting Wizard
Description: Create customizable, Web-based reports with Microsoft Project 2002

Link: http://office.microsoft.com/downloads/2002/prjcomxm.aspx

	Title: Visio WBS chart Wizard
Description: Create a work breakdown structure (WBS) chart in Visio from Microsoft Project data.
Link: : http://office.microsoft.com/downloads/2002/prjcomvi.aspx

	Title: Euro Currency Converter
Description: Convert any cost field to euros or other units of currency, and then view the converted cost fields in your Microsoft Project tables and reports.
Link: http://office.microsoft.com/downloads/2002/prjcomeu.aspx


The following MS project plan templates can be found on the following link:

http://officeupdate.microsoft.com/templategallery/ Then look for the “*Meetings, Events, and Projects” heading and select “Project Management”.  Many of these project files require MS Project 2000 or later. 
· Commercial construction project plan

· Engineering project plan

· Infrastructure deployment project plan

· Microsoft Solutions Framework application development project plan

· New product project plan

· Deployment project plan

· Planning an office move project

· Residential construction project plan

· Software development project plan







