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	Stage Plan


	Project Title
	Project Title

	Workstream
	Workstream 

	Programme
	XXXX

	Project Owner
	XXXX

	Document Author
	

	Business Lead
	

	Project Manager
	

	Project Priority
	

	Project Budget
	


	Document Purpose

	The purpose of the Stage Plan is to provide a statement of how and when objectives are to be achieved, by showing the major products, activities and resources required for the stage. There are three levels of plan: project, stage and team. Team Plans are optional and may not need to follow the same composition as a Project Plan or Stage Plan.


Guidance: Use the Microsoft Word document properties to enter the project data such as Project Name, Customer Name, Security Classification and Author.  The paragraphs starting with “Guidance:” should all be deleted when completing this document.
Document History and Approval 
	Version No
	Version Date
	Changes
	Distribution

	V0.1
	
	
	

	V0.2
	
	
	

	
	
	
	


This document has been developed and issued to:

Approvals

	Name
	Organisation
	Role
	Date

	Produced by
	
	
	
	

	Reviewed by
	
	
	
	

	Approved by
	
	
	
	


This document has been approved by:
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Document Control

1.1 Document Approval Checklist

	Ref
	Item
	Initials

	1
	The plan is achievable
	

	2
	Estimates are based on consultation with the resources, who will undertake the work, and/or historical data
	

	3
	Team Managers agree that their part of the plan is achievable
	

	4
	It is planned to an appropriate level of detail (not too much, not too little)
	

	5
	The plan conforms to required corporate or programme standards
	

	6
	The plan incorporates lessons from previous projects
	

	7
	The plan incorporates any legal requirements
	

	8
	The plan covers management and control activities (such as quality) as well as the activities to create the products in scope
	

	9
	The plan supports the Quality Management Strategy, Configuration Management Strategy, Risk Management Strategy, Communication Management Strategy and project approach
	

	10
	The plan supports the management controls defined in the Project Initiation Documentation.
	


1.2 Document History

	Version
	Status
	Produced by
	Reviewed by
	Reason for Change
	Issue Date

	
	
	
	
	
	


1.3 Document Distribution

	Name
	Organisation

	
	

	
	

	
	

	
	

	
	


1.4 Document References

	Ref
	Doc No
	Document Title

	
	
	

	
	
	


2. Scope of the Stage Plan

A Plan’s scope describes what the plan is to deliver in terms of its Product Description(s), the pre-requisites for executing the plan, the dependencies that must be in place to ensure that the plan meets its objectives, the assumptions made, and the lessons incorporated.
2.1 Plan Description

Guidance: A brief description of what the plan encompasses (in this case, the stage), and the planning approach used.

2.2 Products 

The following products will be produced by this Stage Plan. Product descriptions and their Configuration Item Records will be maintained separately.

	Ref
	Product title

	
	

	
	


2.3 Plan pre-requisites

Guidance: List any fundamental aspects that must be in place, and remain in place, for the plan to succeed.
2.4 External dependencies

Guidance: List any external dependencies critical to the plan being able to meet its objectives (e.g. the completion of another project).

2.5 Planning assumptions

Guidance: What assumptions underpin the project plan in terms of being able to meet the stage objectives (e.g. hours per week, productivity rates, product prices etc).

2.6 Lessons incorporated

Guidance: Details of any relevant lessons from previous similar projects which have been reviewed and accommodated within this plan.
	Ref
	Lesson detail
	Logged by
	Logged date
	Priority

	
	Guidance: Lesson detail may include; an event; the effect (positive, negative, financial); causes, triggers, early warning indicators, recommendations
	
	
	

	
	
	
	
	


3. Monitoring and control of the Stage

Progress control defines the mechanisms for measuring actual progress against the performance targets of time, cost, quality, scope, benefits and risk, and then using this information to make decisions and to take actions as required.

3.1 Delegating authority

Guidance: What authority does corporate or programme management, the Project Board, the Project Manager and the Team manager(s) have, and what delegations are they making. 

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

3.2 Project Board Controls

Guidance: Define what controls the Project Board has. The list below is the generic PRINCE2 view, which may need tailoring for the project.

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

3.3 Project Manager Controls

Guidance: Define what controls the Project Manager has. The list below is the generic PRINCE2 view, which may need tailoring for the project.

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

3.4 Team Manager Controls

Guidance: Define what controls the Team Manager has. The list below is the generic PRINCE2 view, which may need tailoring for the project.

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

3.5 Exceptions

Guidance: Define the exception mechanism. The list below is the generic PRINCE2 view, which may need tailoring for the project.

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

3.6 Reviewing progress

Guidance: Define the management controls to be used to review progress and get a view as to the overall health of the project. The list below is the generic PRINCE2 view, which may need tailoring for the project.

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

3.7 Reporting Progress

Guidance: Define the management controls to be used to report progress. The list below is the generic PRINCE2 view, which may need tailoring for the project.

Guidance: It may only be necessary to refer to the project level controls unless they are changing for this stage.

4. Budgets and tolerances for the Stage

The budget defines the baseline against which project performance can be measured, and the tolerances given to the Project Board by corporate or programme management

Guidance: Should include provision for configuration management, risk management, communication management and quality management activities, and a provision for risk and changes.

Guidance: There may be other stage specific tolerances that should therefore be added

	Objective
	Budget
	Tolerances (if applicable)

	Time
	
	Guidance: +/- amounts of time on target completion dates

	Cost
	
	Guidance: +/- amounts of planned budget

	Scope
	
	Guidance: Permitted variation of the scope of a project solution


5. Schedule for the Stage

A schedule is a graphical representation of a plan, typically describing a sequence of tasks, together with resource allocations, which collectively deliver the plan.

5.1 Resource Schedule

Guidance: Add the cross-reference to the Work Packages if they are being used.  Delete the column if Work Packages are not being used.
	Name
	Role
	Days
	Work Package

	
	
	
	Not Required

	
	
	
	Work Package 1

	
	
	
	Work Package 2

	
	
	
	etc.


5.2 Milestone Schedule

Guidance: The table below needs to be amended with your specific time profile (e.g. weeks, months, quarters, or years).  Delete or add columns as necessary. Alternatively, paste the summary level Gantt chart from your project-planning tool if you are using one.

	
Milestone

	Schedule
	Date



	
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 6
	Wk 7
	Wk 8
	Wk 9
	

	Milestone 1
	
	
	
	
	
	
	
	
	
	

	Milestone 2
	
	
	
	
	
	
	
	
	
	

	Milestone 3
	
	
	
	
	
	
	
	
	
	


Appendix A. Supporting Information

Guidance: Add here any supporting information, such as drawings, tables or diagrams that will assist.
Appendix B. Acknowledgements

This template is derived from the PRINCE2® 2009 method.  PRINCE2® is a Registered Trade Mark of the Office of Government Commerce in the United Kingdom and other countries.

Guidance: The following additional acknowledgements are provided should the text in the document created from this template require them. 
MSP® is a Trade Mark of the Office of Government Commerce.

M_o_R® is a Registered Trade Mark of the Office of Government Commerce in the United Kingdom and other countries.

ITIL® is a Registered Trade Mark of the Office of Government Commerce in the United Kingdom and other countries.

P3M3™ is a Trade Mark of the Office of Government Commerce.

P3O® is a Registered Trade Mark of the Office of Government Commerce.
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