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[bookmark: _Toc429723095]Introduction
[bookmark: _Toc429723096]Document Purpose and Scope

This document defines the scope, timescales and costs of a project which will take preservation measures to ensure that the @@@ collection stays accessible in the long term and in the face of continually changing technology. The purpose of the document is threefold: first to ensure that, in the course of constructing the document, all necessary activities are identified and planned to produce a successful result; second, to provide the information upon which a decision to proceed or to shelve the preservation project can be taken; and third, to enable the project to get off to a quick start should it be approved.

[bookmark: _Toc429723097]Document Ownership and Maintenance

This document is owned and maintained by @@@.

[bookmark: _Toc429723098]Project Background and Objectives	
[bookmark: _Toc429723099]Background

@@@ <Describe the events leading up to the production of this document.>
[bookmark: _Toc429723100]Objectives

The objectives of this project are to:
· make the @@@ collection accessible and usable in the long term;
· @@@<Add any other objectives of the proposed project.>

[bookmark: _Toc429723101]Project Scope (CLOPDAT)

<Use this section to identify all components that will fall within the scope of this project, in the categories Collection, Location, Organisation, Process, Data, Application, and Technology (CLOPDAT).>

[bookmark: _Toc429723102]Collection Scope

<Specify the  collections which are the subject of this preservation project and any other collections which may be impacted by the project>


	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc429723103]Location Scope

<Specify those physical locations which will be affected by the project and any locations that the project may need to setup or decommission.>

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc429723104]Organisation Scope

<Specify what parts of the organisation will be affected by the project, and any parts of the organisation that may need to be modified or extended. If there is no Organisation to affect, insert ‘None’ in the first ‘Component Name’ cell>

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc429723105]Process Scope

<Specify what processes will be affected by the project or may require modification or removal; and any new processes that may need to be introduced.>

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc429723106]Data Scope

<Specify what data will be considered by the project, and any data that may require modification or removal; and any new data types that may need to be introduced.>

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc429723107]Application Scope

<Specify those computer applications, websites, cloud services or other software that will be affected by the project or that will require modification or removal; and any new applications that may need to be introduced. >
	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	


[bookmark: _Toc429723108]Technology Scope

<Specify what computers, tablets, mobile phones, peripherals, networks or other hardware will be affected by the project or will require modification or removal; and any new technology that may need to be introduced.>

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	




[bookmark: _Toc429723109]Principles, Assumptions, Constraints and Risks

[bookmark: _Toc429723110]Principles

The Principles below have been followed in the construction of this Project Plan, and will be applied throughout the performance of the project:
<Specify the principles which the project will adhere to. If there aren’t any state ‘None’ in the first bullet.>
· @@@
· @@@
· @@@
[bookmark: _Toc429723111]Assumptions

The Assumptions below have been followed in the course of constructing this Project Plan: <Specify the assumptions that have been made in defining this Project Plan. If there aren’t any, state ‘None’ in the first bullet.>
· @@@
· @@@
· @@@
[bookmark: _Toc429723112]Constraints

This project may be limited by the following constraints:
<Specify the constraints you are aware of which will limit the way the project is performed or what the project will deliver. If there aren’t any, state ‘None’ in the first bullet.>
· @@@
· @@@
· @@@
[bookmark: _Toc429723113]Risks

There is a risk that:
<Specify those undesirable events which you can envisage might occur in the course of the project and for which you feel some contingency action should be investigated. Note that these are risks to the project – they are not the risks to the collection which were identified in the Scoping Document. If no risks have been identified state “No Project risks have been identified”.>
· @@@
[bookmark: _Toc429723114]Project Governance

[bookmark: _Toc429723115]Project Management structure

<Include an organisation chart showing the relationship between the Sponsor, the Collection Owner, the Approver, the Project Manager, Project Staff, and any Suppliers. Alternatively just include a list of names with their roles and relationships. Should there be no Organisation involved State something like “Not applicable – the collection Owner, @@@, is also the Sponsor, Project Manager and Project Staff.”>
@@@
[bookmark: _Toc429723116]Project Reporting

<Include the text below suitably modified to meet your requirements. Alternatively, specify that project reporting will not be performed and the reason why.>
The Project Manager will send a progress report to @@@ on @@@ afternoon each week in the body of an email message. The progress report will have 6 headings:
· Overall Status: either Red (serious problems), Amber (key decisions needed), Green (OK), Blue (Complete)
· Achievements this week: deliverables produced, milestones achieved, tasks completed.
· Plans not achieved: deliverables/milestones/tasks that were planned to be completed but have not been, and the actions necessary to regain the lost ground.
· Activities next week: deliverables/milestones/tasks that will be worked on next week.
· Key Issues: status of key issues.
· Key Risks: status of key risks.

[bookmark: _Toc429723117]Change Control

The baseline for this project will consist of:
· This Preservation Project Plan DESCRIPTION document
· The Preservation Project Plan CHART document
· @@@< Name any other document involved, or remove this bullet.>
· @@@<Name any other document involved, or remove this bullet.>

<Include the text below suitably modified to meet your requirements.>
Any change to the Baseline will be documented on a Project Change Request and approved by the Project Manager or the Collection Owner.  The Project Manager will record the decision in a Change Log and ensure that the appropriate baseline documents are updated to reflect the agreed change. Changes to this Preservation Project Plan DESCRIPTION document will be recorded in the Amendment Record at the front of this document.






[bookmark: _Toc429723118]Project Milestones and Deliverables

[bookmark: _Toc429723119]Project Milestones and approach to achieving them

The key project milestones are listed in the table below:
<List the primary milestones that the project must achieve and outline the way in which they will be achieved. There may be more or less than 6 milestone, but it is advised not to have fewer than 4 or more than 10.>

	#
	Milestone
	Approach to achieving the Milestone

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	



[bookmark: _Toc429723120]Deliverables

The deliverables listed below will be produced. The approver will be the collection Owner.
<List the names of the main project deliverables. Modify the sentence about who will approve the documents to meet your requirements.>
A. @@@
B. @@@
C. @@@

[bookmark: _Toc429723121]Project Plan

[bookmark: _Toc429723122]Task Breakdown

<Define a high level plan for the project using the Milestones identified in section 6.1 as the high level tasks. Add additional high level tasks if necessary - including one to "Manage project" if required. Break each high level task down to the next level, numbered, for example, 1.1, 1.2, 1.3 etc., and estimate resources and end dates for tasks at that level. In the Deliverables column, insert a reference to one or more of the Deliverables listed in section 6.2 where appropriate, for example, ‘A’.>

	Task No
	Task Name
	Resource (initials - days)
	Deliverable Produced
	Start Date
	End Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc429723123]Resource Requirements
<Add up the days for each resource and specify the period during which their input will be required. If no Cost will be incurred, specify ‘n/a’.>

	Initials
	Type/Name of resource
	Total days
	Cost
	From
	To

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc429723124]Project Budgets and Costs

[bookmark: _Toc429723125]Budget

<Document the budget allocated to the project and who is providing the money. Alternatively specify that this section is not needed and the reason why.>
@@@
[bookmark: _Toc429723126]Estimated Costs

<Document how much you estimate the project will cost including all internal staff costs, supplier charges, hardware etc. Itemise the expenditure. Specify also any ongoing costs once the project has been completed. Alternatively specify that this section is not needed and the reason why.>

	Cost Element
	Internal Costs
	External Costs
	Total

	Internal staff costs
	
	
	

	Contract staff costs
	
	
	

	External contracts
	
	
	

	Hardware purchases
	
	
	

	Software purchases
	
	
	

	Other purchases
	
	
	

	Training costs
	
	
	

	<Other costs>
	
	
	

	Total Project Expenditure
	
	
	

	
	
	
	

	Ongoing expenditure @@@
	
	
	

	Ongoing expenditure @@@
	
	
	

	Total Ongoing Expenditure
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