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IT EPMO Project Plan
Version 1.2
A practical delivery playbook for how the project will be planned, governed, executed, controlled, transitioned, and closed.
Tailor this plan to the project. Complete the core sections, use methodology-specific content only when it adds value, and reference authoritative project artifacts and systems rather than duplicating detailed information.
1. Project Plan Overview
	
	Information

	Project Name
	[Enter project name]

	Project Manager
	[Enter name]

	Executive Sponsor, if applicable
	[Enter name]

	Project Sponsor
	[Enter name]

	Business / Service Owner
	[Enter name]

	Planned Start
	[mm/dd/yyyy]

	Target Completion
	[mm/dd/yyyy]

	Plan Date
	[mm/dd/yyyy]


Project Delivery Context
	Delivery Context Element
	Selection

	Engagement Model
	☐ Autonomous   ☐ Guided   ☐ Embedded   ☐ Phase Assisted   ☐ Fully Managed   ☐ Rapid Response Team

	Delivery Methodology
	☐ Agile   ☐ Waterfall   ☐ Hybrid   ☐ To Be Determined

	Operating Mode
	☐ Standard Delivery Mode   ☐ Rapid Response Mode   ☐ Assessment Mode   ☐ Recovery Mode


2. Project Foundation
	Foundation Element
	Planning Detail

	Project Objective
	[In one or two sentences, what will this project accomplish?]

	Business Outcome
	[What organizational outcome or value should exist when the project succeeds?]

	Success Criteria
	[See the criteria table below]

	Approved Project Charter
	[Location / link]

	Planning Clarifications to the Charter
	[Document only material clarifications identified during planning. Do not restate the approved Charter.]

	Success Measure
	Target / Acceptance Criteria
	How Measured
	Owner

	[Measure]
	[Target]
	[Method]
	[Owner]

	[Measure]
	[Target]
	[Method]
	[Owner]

	[Measure]
	[Target]
	[Method]
	[Owner]


3. Delivery Strategy
Tailor this section to the project's selected delivery methodology. Agile teams should use their backlog and Agile delivery tools for detailed work planning and should not duplicate that information in this plan. Document the project's delivery cadence, roles, release or increment approach, major commitments, governance, and controls at the level needed to establish shared understanding. Waterfall and Hybrid projects should similarly document only the delivery structure needed to explain how the project will be managed

	Element
	Planning Detail

	Application of Delivery Methodology
	[Describe how the selected methodology will be applied to this project.]

	Methodology-Specific Considerations
	[Agile: cadence, Product Owner, backlog/release approach. Waterfall: phases, gates, sequencing. Hybrid: where predictive and iterative approaches are combined.]


Delivery Phases / Releases
Use this table when major phases, releases, or increments are important to understanding delivery. Do not recreate the detailed schedule.
	Phase / Release
	Purpose / Major Activities
	Exit Criteria

	[Phase / release]
	[Purpose / activities]
	[Exit criteria]

	[Phase / release]
	[Purpose / activities]
	[Exit criteria]

	[Phase / release]
	[Purpose / activities]
	[Exit criteria]

	[Phase / release]
	[Purpose / activities]
	[Exit criteria]

	Planning Consideration
	Detail

	Key Planning Assumptions
	[List only assumptions that materially affect the delivery plan.]

	Key Constraints
	[Important deadlines, resource limitations, technical constraints, academic-calendar considerations, vendor limitations, or other constraints.]


4. Deliverables & Milestones
	Major Deliverable
	Owner
	Acceptance Criteria
	Target Date

	[Deliverable]
	[Owner]
	[Acceptance criteria]
	[Date]

	[Deliverable]
	[Owner]
	[Acceptance criteria]
	[Date]

	[Deliverable]
	[Owner]
	[Acceptance criteria]
	[Date]

	[Deliverable]
	[Owner]
	[Acceptance criteria]
	[Date]

	Key Milestone
	Target Date
	Owner
	Dependency

	[Milestone]
	[Date]
	[Owner]
	[Dependency]

	[Milestone]
	[Date]
	[Owner]
	[Dependency]

	[Milestone]
	[Date]
	[Owner]
	[Dependency]

	[Milestone]
	[Date]
	[Owner]
	[Dependency]

	Detailed Schedule / Milestone Plan
	Location / Link

	Project schedule or Milestone Plan
	[Insert location or hyperlink]


5. Team, Roles & Governance
	Role
	Name / Team
	Primary Responsibility

	Executive Sponsor, if applicable
	[Name]
	[Responsibility]

	Project Sponsor
	[Name]
	[Responsibility]

	Project Manager
	[Name]
	[Responsibility]

	Business Lead / Product Owner
	[Name]
	[Responsibility]

	Technical Lead
	[Name]
	[Responsibility]

	Other Key Role
	[Name]
	[Responsibility]


Governance Structure
	Governance Level
	Responsibility
	Participants
	Cadence

	Executive / Steering
	[Strategic direction / escalations]
	[Participants]
	[Cadence]

	Project Leadership
	[Scope / schedule / resource decisions]
	[Participants]
	[Cadence]

	Project Team
	[Day-to-day delivery]
	[Participants]
	[Cadence]


Decision Authority
	Authority Level
	Decision Boundary

	Project Manager may decide
	[Define]

	Sponsor approval required for
	[Define]

	Executive / Steering approval required for
	[Define]


Escalation Path
Describe the escalation path and any expected response time for urgent decisions.
[Enter response]
6. Stakeholder & Communication Approach
Use the detailed Stakeholder Analysis and Communication Plan when needed. This section records only the project-level engagement approach and the most important communication expectations.
	Key Engagement Consideration
	Approach

	[Stakeholder / group or engagement need]
	[How the project will engage or manage it]

	[Stakeholder / group or engagement need]
	[How the project will engage or manage it]

	[Stakeholder / group or engagement need]
	[How the project will engage or manage it]

	Communication
	Audience
	Cadence
	Owner

	Project Team
	[Audience]
	[Cadence]
	[Owner]

	Sponsor / Leadership
	[Audience]
	[Cadence]
	[Owner]

	Other Significant Communication
	[Audience]
	[Cadence]
	[Owner]

	Related Artifact
	Location / Link

	Stakeholder Analysis
	[Insert location]

	Communication Plan
	[Insert location]


7. Project Controls

For Agile projects: Routine backlog refinement and reprioritization within the project's authorized scope do not require a formal Change Request. Use formal change control when a proposed change materially affects approved scope boundaries, major commitments, funding, target outcomes, or other authorized constraints.

Status Management
Official project status will be updated in TDX twice monthly in accordance with IT EPMO project reporting expectations.
Additional reporting, if needed: ☐ Sponsor update   ☐ Steering Committee update   ☐ Project Status Brief outside TDX   ☐ Other: ____________________
Risk & Issue Management
Risks, assumptions, issues, and dependencies will be maintained in the project RAID Log and reviewed regularly by the project team.
	Control
	Project Approach / Threshold
	Authoritative Artifact

	Escalation threshold
	[When should an item require sponsor or leadership attention?]
	RAID Log

	Decision management
	[How will material decisions be made and recorded?]
	Decision Log

	Change control
	[How are material changes requested, evaluated, and approved?]
	Change Request / Change Log



8. Resource, Financial & Vendor Considerations
Complete the resource plan as needed. Remove or mark N/A the Financial and Vendor/Procurement subsections when they do not add value.
Resource Plan
	Role / Resource
	Needed
	Availability / Commitment
	Concern / Gap

	[Resource]
	[Need]
	[Availability]
	[Concern / gap]

	[Resource]
	[Need]
	[Availability]
	[Concern / gap]

	[Resource]
	[Need]
	[Availability]
	[Concern / gap]

	[Resource]
	[Need]
	[Availability]
	[Concern / gap]


Financial Plan (if applicable)
	Approved Budget
	Funding Source
	Financial Owner
	Budget Tracking Location

	[Amount / N/A]
	[Source]
	[Owner]
	[Location]


Vendor / Procurement (if applicable)
	Vendor / Procurement
	Purpose
	Owner
	Required By
	Status

	[Vendor / item]
	[Purpose]
	[Owner]
	[Date]
	[Status]

	[Vendor / item]
	[Purpose]
	[Owner]
	[Date]
	[Status]

	[Vendor / item]
	[Purpose]
	[Owner]
	[Date]
	[Status]


9. Quality, Readiness & Implementation
Select only reviews and considerations applicable to the project.
Required / applicable reviews: ☐ Cybersecurity   ☐ Accessibility   ☐ Privacy   ☐ Data Governance   ☐ Enterprise Architecture   ☐ Infrastructure / Operations   ☐ Procurement / Contracting   ☐ Legal   ☐ Other: __________
	Review / Requirement
	Owner
	Needed By
	Status

	[Review]
	[Owner]
	[Date]
	[Status]

	[Review]
	[Owner]
	[Date]
	[Status]

	[Review]
	[Owner]
	[Date]
	[Status]


Testing & Validation
Summarize the testing approach, user acceptance responsibility, acceptance criteria, and defect-resolution expectations.
[Enter response]
Implementation / Release Approach
Describe how the solution or change will be introduced, including pilot/phased rollout, release windows, calendar constraints, or rollback needs.
[Enter response]
Organizational Readiness
Select only what applies: ☐ Training   ☐ Communications   ☐ Business process changes   ☐ Support preparation              ☐ Knowledge articles / documentation   ☐ Organizational change management
[Briefly describe the readiness approach for selected items.]
10. Transition, Outcomes & Closure
	Transition Ownership
	Value

	Operational / Service Owner
	[Name / team]

	Support Owner
	[Name / team]


Transition Requirements
	Transition Requirement
	Owner
	Completion Criteria

	Operational documentation
	[Owner]
	[Criteria]

	Support documentation
	[Owner]
	[Criteria]

	Knowledge transfer
	[Owner]
	[Criteria]

	Training
	[Owner]
	[Criteria]

	Access / permissions
	[Owner]
	[Criteria]

	Monitoring / support readiness
	[Owner]
	[Criteria]


Outcome / Benefits Follow-Up
	Expected Outcome
	Measure
	Measurement Date
	Owner

	[Outcome]
	[Measure]
	[Date]
	[Owner]

	[Outcome]
	[Measure]
	[Date]
	[Owner]

	[Outcome]
	[Measure]
	[Date]
	[Owner]


Closure Requirements
☐ Deliverables accepted   ☐ Operational transition complete   ☐ Open items transferred   ☐ Lessons Learned completed   ☐ Project Summary completed   ☐ Closure Checklist completed   ☐ TDX project record finalized
11. Project Artifact Register
Use this register as the navigation hub for the project. Mark each artifact Required, As Needed, or Not Applicable. Do not include the Project Plan itself. Reference the authoritative location rather than duplicating content.
	Project Artifact
	Required?
	Owner
	Location / Link

	Project Proposal
	As Needed
	[Owner]
	[Location / link]

	Project Charter
	Required
	[Owner]
	[Location / link]

	Project Team Roles & Responsibilities
	As Needed
	[Owner]
	[Location / link]

	Stakeholder Analysis
	As Needed
	[Owner]
	[Location / link]

	Communication Plan
	As Needed
	[Owner]
	[Location / link]

	Milestone Plan / Schedule
	Required
	[Owner]
	[Location / link]

	RAID Log
	Required
	[Owner]
	[Location / link]

	Risk Register
	As Needed
	[Owner]
	[Location / link]

	Decision Log
	As Needed
	[Owner]
	[Location / link]

	Change Requests
	As Needed
	[Owner]
	[Location / link]

	Project Status Brief
	As Needed
	[Owner]
	[Location / link]

	Project Health Assessment
	As Needed
	[Owner]
	[Location / link]

	Project Recovery Plan
	As Needed
	[Owner]
	[Location / link]

	Project Closure Checklist
	Required
	[Owner]
	[Location / link]

	Lessons Learned
	Required
	[Owner]
	[Location / link]

	Project Summary
	Required
	[Owner]
	[Location / link]


12. Project Plan Review & Acknowledgment
The project team and sponsor acknowledge the delivery approach, governance, controls, and responsibilities documented in this plan. This acknowledgment does not replace any required project or institutional approvals.
	Role
	Name
	Acknowledgment / Date

	Project Manager
	[Name]
	[Date / acknowledgment]

	Project Sponsor
	[Name]
	[Date / acknowledgment]

	Executive Sponsor, if applicable
	[Name]
	[Date / acknowledgment]
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