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NASA Earth Science Applications Program                      


General Guidelines for Project Plan Ingredients 

The following are general ingredients for Project Plans supporting each Program Element in the National Applications Program.  The expected length of a project plan is approx. 6-10 pages, depending on the complexity of the project
.  The plans should strive to be clear, concise, thorough, and brief.  Refer to NASA NPG 7120.5B for additional information about project plans.

Generally, the intention of the project plans is to:


- Help the project manager and project team articulate and conduct a project’s activities

- Communicate a project’s bounds, expectations, and commitments 

- Share information with the Earth science network and foster contributions as appropriate  

- Demonstrate to internal and external organizations that NASA and the Earth Science Applications Program have an organized, committed approach to extend Earth science results to enhance decision support capabilities.

Proposed ingredients
  (sub-bullets are illustrative of items to cover; they are not exhaustive):
Purpose

1.  Purpose & Scope

- Brief introduction to the project 

- Description of how the project fits into the Element/Program  & connection to partner(s) 

- Why project being done – i.e. direction for doing the project (e.g. reference(s) to an MOU, Program Plan, partners strategic plan, partners DSS, etc.)

- Brief reference to the appropriate IBPD objective(s)

- Brief description of the scope of the project – what the project covers

- Statement(s) of known technical requirements

- Expected impact (qualitative or quantitative - cost savings, time savings, increased performance, 

improved decisions, larger service area, etc.)

2.  Project Goal & Objectives

- Objectives (objectives must be time-referenced, discrete activities)

Project Team 

3.   Team


- Project Manager  (Deputy Project Manager, if appropriate) 


- Centers involved (center POCs)


- Partner organizations & network of organizations/people involved


- For larger & highly-funded projects, the project should plan to have an organization to review 

the technical approach and results  

4.  Roles and Responsibilities 


- Roles & Responsibilities within Team (including partner)

- Work break-down structure (include performing organization)

- Activities and contributions of the partners (e.g. direct funding of certain activities, in-kind 

support, access to scientists/modelers, delivery of partner’s DSS metrics, etc.)

Implementation

5.  Approach


- Description of implementation approach (e.g. evaluation, v&v, benchmark, etc.)


- If appropriate, a summary of the acquisition/procurements approach & contract vehicles 

6. Deliverables


- Description of deliverables (what specifically will be “produced” – e.g., requirements 

documents, prototypes, reports, conference articles, presentations, etc.)

- Include whom the deliverable is for (HQ, partner, both, etc.)

7.  Schedule & Milestones 


- Schedule of activities and timing of deliverables (Gantt chart)


- Milestones are a subset of schedule.  Not everything in a project schedule is a milestone

(e.g. a planned telecon/meeting with a partner may be part of a schedule and not a milestone)

8.  Budget 

- Project Budget  (For FY04:  Full-cost and Traditional)

- Length of project drives the timeframe of the budget 

- Project spending plan (current year at least; future years desireable)

- Include partner contributions as appropriate

9.  Exit Strategy/Project Termination


- Stated end of project (e.g. time, result, report, etc.)


- Description of the exit strategy to transition activity to partner


- Criteria for when to terminate the project if it is not producing as planned

Performance Measures

10.  Measures (to support Project Control)


- project management measures (how to measure if project is on track to produce stated results)

- performance and results measures (how to measure if the project results are beneficial)


- reporting plans & schedule (what and when will be reported)

10+.  Other sections as needed

Sign-off page:  Signed by Project Manager, Deputy Element Manager and/or Element Manager

Appendix.  
1.  Statement by partner(s) (if they so choose)



2.  Integrated System Solution chart (if one exists related to the project)

� Please note that the detail of a project plan should be proportional to the amount of funding, length of project, complexity of project, etc.  Some type or level of project plan must be done - the Project Manager and Program Manager should use judgment on the complexity and content of the plan to suit the need & circumstances.


� Program Elements and project managers may choose to combine sections to fit their management style.  


� The team should maintain a contact list of the team members; this list does not have to be in a project plan.






