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PROJECT PLAN

<INSERT TITLE OF PROJECT>





Version Control
	Draft
	Date
	Changes
	Name

	0.1
	
	
	

	0.2
	
	
	

	0.3
	
	
	

	0.4
	
	
	

	1.0
	
	Approved version
	



	Baseline Date
	Comments

	SRNSW File Reference
	






Project Description
Purpose
Describe the purpose of the project, for example: The purpose of this project is to safely migrate records of System X to State Records’ Digital Archives for permanent preservation as State archives.
Project Background
Information about the origins of the project.
About the Records
	
	Details
	Date Range
	Disposal Authorisation
	Access 
	Size or Quantity

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Project Outline
Project Stakeholders
	Name

	Agency
	Role
	Contact

	
	
	
	


Project Objectives
Insert details, for example:
· to prepare the records of System X that for migration to the Digital Archives for permanent preservation as State archives
· to execute the migration, and 
· to decommission System X
· establish an access system for staff of Agency Y to the records of System X
Project Scope
In scope
· 
Out of scope
· 
Change Management
Change management implications such as temporary loss of access to the records of System X, updating of agency personnel regarding requests for access to the records. 
	Details

	Who will be affected
	Action
	Responsible

	
	
	
	


Project Schedule
Project Timetable
Project timeframes based on project stages and stage activities.
	
	Project stage

	Stage activities
	Activity description
	Responsible
	Timeframes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Project Startup
Resources
Resources, both human and technical, that will be required during this project.
	Required resources

	Details
	Action
	Responsible

	
	
	
	


Costs
Any costs, excluding staff time, that are expected to be incurred in the project  
	Details

	Costs
	Action
	Responsible

	
	
	
	


Risks
The below table outlines risks associated with this project.
	Number

	Description
	Probability
	Impact
	Mitigation Action

	
	
	[low, medium, high]
	[low, medium, high]
	

	
	
	
	
	

	
	
	
	
	


Project Approval
Usage Certification
1. the State records that are proposed for transfer are no longer in use for official purposes 
2. the State records are not the subject of a still in use determination.
Approval
The project must be approved by the senior officer who has been nominated by the public office as responsible for meeting the requirements of the State Records Act 1998, and an authorised representative of State Records. 
	Approved By
	Role

	Contact Details
	Date
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