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[bookmark: _Toc395793284][bookmark: _Toc497871702][bookmark: _Toc497872046][bookmark: _Toc497872814][bookmark: _Toc497872969][bookmark: _Toc497873017]Introduction
[bookmark: _Toc395793285]Purpose
This document describes the processes and procedures used to staff the  Project. This plan supplements the overall Project Management Plan (PMP) and covers the staffing requirements for the project. The Staffing Management Plan (SMP) is intended to be a living document, reviewed at least annually and updated as needed.
[bookmark: _Toc395793286]Audience
The intended audience for the SMP is all project stakeholders, including the project sponsor, senior leadership and the project team.
[bookmark: _Toc395793287]Overview
Instructions: Provide a high-level overview of the project.  Focus on the process and deliverable aspects of the project, including contract type, major milestones, and stakeholders.
[bookmark: _Toc395793288]Assumptions/Constraints/Risks
[bookmark: _Toc395793289]Assumptions
Instructions: Describe any assumptions or dependencies regarding the staff management approach for the project. These may concern such issues as: staffing profile of external and internal resources, SOW requirements, etc.
[bookmark: _Toc395793290]Constraints
Instructions: Describe any limitations or constraints that may have a significant impact on the staff management approach or project delivery from a staffing perspective.
[bookmark: _Toc395793291]Risks
Instructions: Describe any risks associated with staff management of the project and proposed mitigation strategies.
[bookmark: _Toc395793292]Staff Management Approach
[bookmark: _Toc395793293]Methods & Tools
Instructions:  Describe the overall approach for management of project staff. Include the approach for identifying human resource needs and the approach to determining timing needs for adding and removing project personnel.  Describe the approach to allocating staff between each CMS lifecycle phase, and when and how staff will be transitioned on and off the project team.  Describe the methods, processes, tools and techniques that will be used for staff management, and how they will integrate with other project processes (e.g., schedule management, contract management, subcontractor management, project monitoring and control, risk management, etc.).  As appropriate, refer to the Project Management Plan (PMP) and/or any applicable subordinate plans that may exist (e.g., Schedule Management Plan, Subcontractor Management Plan, Risk Management Plan, etc.).  Ensure appropriate entry/exit procedures exist (e.g., return of equipment, removal of user access privileges, transfer of files and working papers, etc).
[bookmark: _Toc395793308]Table 1: Staff Management Processes
	Process
	Tools & Techniques

	
	

	
	

	
	

	
	


[bookmark: _Toc395793294]Staff Required
The following is a detailed breakdown of the staff requirements by role needed to achieve the project objectives and execute the project.
[bookmark: _Toc395793309]Table 2: Staff Requirements
	Role/Responsibility
	Skills Required
	Number of Staff Required
	Timeframe Needed
	Duration Required

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Instructions: Complete the table above as follows:
· Role/Responsibility – Enter the name of the role and briefly describe the associated responsibility.
· Skills Required – For each role, describe the skills required to perform role. 
· Number of Staff Required – For each role, enter the number of people required to fulfill the role.  This is the actual number of people required, not based on full time equivalent, and includes both Federal and Contract staff. 
· Timeframe Needed – Enter the estimated start date for the role.   
· Duration Required – Indicate the length of time this role will be required for the project.
· Add rows to the table as necessary.
[bookmark: _Toc395793295]Staff Acquisition and Organization
Instructions: Describe how the project team is structured (e.g., reporting structure or chain of command, functional teams, etc.).  Include an organization chart, if appropriate.  Also identify any external project participants that may support or participate in the project’s functional team(s).
The following describes how the project will be staffed.
[bookmark: _Toc395793310]Table 3: Project Staff and Organization
	Role
	Number of 
Staff Required
	Number of 
Federal Staff Required
	Number of 
Contractor Support
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Instructions: Complete the table above for each role identified in the section named “Staff Required”
· Role – Enter the name of the role identified in the section named “Staff Required.”
· Number of Staff Required –Enter the number of people required. This should be the number identified in section named “Staff Required.”
· Number of Federal Staff Received – Enter the number of Federal staff committed to support the project.  This captures the actual number of people resource management has agreed to provide to support the project
· Number of Contractor Support – Enter the number of staff to be acquired through a contracting vehicle.
· Comments – Provide any relevant comments or explanations for clarification. This would include noting the need to hire new Federal Staff or potential source for contractor support.
· Add rows to the table as necessary
[bookmark: _Toc288057811][bookmark: _Toc288057812][bookmark: _Toc288057813][bookmark: _Toc288057814][bookmark: _Toc288057839][bookmark: _Toc288057840][bookmark: _Toc395793296][bookmark: _Toc490026795]Staff Development
[bookmark: _Toc395793297]Staff Orientation
Instructions: Describe any information, forms, processes, or procedures that new staff must receive and/or complete prior to beginning work on the project (e.g., project travel policy, Data Use Agreement, Application for Access to CMS Computer Systems, etc.).
[bookmark: _Toc395793298]Training Required
The following captures the training needed to ensure that necessary skill levels are available to successfully conduct the project.
[bookmark: _Toc395793311]Table 4: Training Requirements
	Role/Staff Resource
	Training Needed
	Timeframe Needed
	Anticipated Cost
	Training Method
	Suggested Vendor / Source

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Instructions: Complete the table above as follows.
· Role/Staff Resource – Describe the role as defined in the PMP and identify the expected staff resource(s) by name for each role.
· Training Needed – For each staff resource, describe the training needed to close any skill gap and bring the resource to the appropriate competency level. 
· Timeframe – Describe the timeframe the required training is needed.  The PM needs to consider the length of time required for the actual training and when the training needs to be completed. 
· Anticipated Cost – Develop a cost estimate for training.   
· Training method – Describe the training method to be employed, for example, lectures, consultations, mentoring, computer assisted training, etc.
· Suggested Vendor/Source – Identify potential sources for performing training.
· Add rows to the table as necessary
[bookmark: _Toc395793299]Training Schedule
Instructions:  Provide a schedule of training activities, which may or may not include actual course information.  Show the required tasks in chronological order, with beginning and ending dates of each task, the key person(s) responsible for the task, dependencies, and milestones.  If appropriate, tables and/or graphics may be used to present the schedule.  Ensure that this information is appropriately integrated into the overall project schedule.
CMS XLC	Staff Development
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Appendix A: [bookmark: _Toc395081362][bookmark: _Toc395092000][bookmark: _Toc395093009][bookmark: _Toc395095146][bookmark: _Toc395107345][bookmark: _Toc395163185][bookmark: _Toc395165903][bookmark: _Toc395166938][bookmark: _Toc395168739][bookmark: _Toc395170179][bookmark: _Toc395769966][bookmark: _Toc395773787][bookmark: _Toc395775526][bookmark: _Toc395779302][bookmark: _Toc395780408][bookmark: _Toc395792887][bookmark: _Toc395793300][bookmark: RecordOfChanges]Record of Changes
Instructions: Provide information on how the development and distribution of the Staffing Management Plan will be controlled and tracked. Use the table below to provide the version number, the date of the version, the author/owner of the version, and a brief description of the reason for creating the revised version.
[bookmark: _Toc391640582][bookmark: _Toc395092485][bookmark: _Toc395104116][bookmark: _Toc395104372][bookmark: _Toc395107353][bookmark: _Toc395163195][bookmark: _Toc395165913][bookmark: _Toc395166952][bookmark: _Toc395168754][bookmark: _Toc395170191][bookmark: _Toc395769976][bookmark: _Toc395773330][bookmark: _Toc395775537][bookmark: _Toc395779312][bookmark: _Toc395780416][bookmark: _Toc395792907][bookmark: _Toc395793312]Table 5: Record of Changes
	Version
Number
	Date
	Author/Owner
	Description of Change

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Appendix B: [bookmark: _Toc395081363][bookmark: _Toc395092001][bookmark: _Toc395093010][bookmark: _Toc395095147][bookmark: _Toc395107346][bookmark: _Toc395163186][bookmark: _Toc395165904][bookmark: _Toc395166939][bookmark: _Toc395168740][bookmark: _Toc395170180][bookmark: _Toc395769967][bookmark: _Toc395773788][bookmark: _Toc395775527][bookmark: _Toc395779303][bookmark: _Toc395780409][bookmark: _Toc395792888][bookmark: _Toc395793301]Acronyms
Instructions: Provide a list of acronyms and associated literal translations used within the document. List the acronyms in alphabetical order using a tabular format as depicted below.
[bookmark: _Toc391640583][bookmark: _Toc395092486][bookmark: _Toc395104117][bookmark: _Toc395104373][bookmark: _Toc395107354][bookmark: _Toc395163196][bookmark: _Toc395165914][bookmark: _Toc395166953][bookmark: _Toc395168755][bookmark: _Toc395170192][bookmark: _Toc395769977][bookmark: _Toc395773331][bookmark: _Toc395775538][bookmark: _Toc395779313][bookmark: _Toc395780417][bookmark: _Toc395792908][bookmark: _Toc395793313]Table 6: Acronyms
	Acronym
	Literal Translation

	CMS
	Centers for Medicare & Medicaid Services

	PMP
	Project Management Plan

	PPA
	Project Process Agreement

	RAM
	Responsibility Assignment Matrix

	SDMP
	System Development Management Plan

	
	

	
	

	
	


Appendix C: [bookmark: _Toc363205557][bookmark: _Toc395081364][bookmark: _Toc395092002][bookmark: _Toc395093011][bookmark: _Toc395095148][bookmark: _Toc395107347][bookmark: _Toc395163187][bookmark: _Toc395165905][bookmark: _Toc395166940][bookmark: _Toc395168741][bookmark: _Toc395170181][bookmark: _Toc395769968][bookmark: _Toc395773789][bookmark: _Toc395775528][bookmark: _Toc395779304][bookmark: _Toc395780410][bookmark: _Toc395792889][bookmark: _Toc395793302]Glossary
Instructions: Provide clear and concise definitions for terms used in this document that may be unfamiliar to readers of the document. Terms are to be listed in alphabetical order.
[bookmark: _Toc391640584][bookmark: _Toc395092487][bookmark: _Toc395104118][bookmark: _Toc395104374][bookmark: _Toc395107355][bookmark: _Toc395163197][bookmark: _Toc395165915][bookmark: _Toc395166954][bookmark: _Toc395168756][bookmark: _Toc395170193][bookmark: _Toc395769978][bookmark: _Toc395773332][bookmark: _Toc395775539][bookmark: _Toc395779314][bookmark: _Toc395780418][bookmark: _Toc395792909][bookmark: _Toc395793314]Table 7: Glossary
	Term
	Definition

	
	

	
	

	
	

	
	




Appendix D: [bookmark: _Toc363205558][bookmark: _Toc395081365][bookmark: _Toc395092003][bookmark: _Toc395093012][bookmark: _Toc395095149][bookmark: _Toc395107348][bookmark: _Toc395163188][bookmark: _Toc395165906][bookmark: _Toc395166941][bookmark: _Toc395168742][bookmark: _Toc395170182][bookmark: _Toc395769969][bookmark: _Toc395773790][bookmark: _Toc395775529][bookmark: _Toc395779305][bookmark: _Toc395780411][bookmark: _Toc395792890][bookmark: _Toc395793303]Referenced Documents
Instructions: Summarize the relationship of this document to other relevant documents. Provide identifying information for all documents used to arrive at and/or referenced within this document (e.g., related and/or companion documents, prerequisite documents, relevant technical documentation, etc.).
[bookmark: _Toc391640585][bookmark: _Toc395092488][bookmark: _Toc395104119][bookmark: _Toc395104375][bookmark: _Toc395107356][bookmark: _Toc395163198][bookmark: _Toc395165916][bookmark: _Toc395166955][bookmark: _Toc395168757][bookmark: _Toc395170194][bookmark: _Toc395769979][bookmark: _Toc395773333][bookmark: _Toc395775540][bookmark: _Toc395779315][bookmark: _Toc395780419][bookmark: _Toc395792910][bookmark: _Toc395793315]Table 8: Referenced Documents
	Document Name
	Document Location and/or URL
	Issuance Date

	
	
	

	
	
	

	
	
	




Appendix E: [bookmark: _Toc363205561][bookmark: _Toc395081366][bookmark: _Toc395092004][bookmark: _Toc395093013][bookmark: _Toc395095150][bookmark: _Toc395107349][bookmark: _Toc395163189][bookmark: _Toc395165907][bookmark: _Toc395166942][bookmark: _Toc395168743][bookmark: _Toc395170183][bookmark: _Toc395769970][bookmark: _Toc395773791][bookmark: _Toc395775530][bookmark: _Toc395779306][bookmark: _Toc395780412][bookmark: _Toc395792891][bookmark: _Toc395793304]Approvals
The undersigned acknowledge that they have reviewed the Staffing Management Plan and agree with the information presented within this document. Changes to this Staffing Management Plan will be coordinated with, and approved by, the undersigned, or their designated representatives.
Instructions: List the individuals whose signatures are desired. Examples of such individuals are Business Owner, Project Manager (if identified), and any appropriate stakeholders. Add additional lines for signature as necessary.

	Signature:
	
	Date:
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	Title:
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	Signature:
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	Title:
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	Signature:
	
	Date:
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	Title:
	
	
	

	Role:
	
	
	





Appendix F: [bookmark: _Toc363205562][bookmark: _Toc395081367][bookmark: _Toc395092005][bookmark: _Toc395093014][bookmark: _Toc395095151][bookmark: _Toc395107350][bookmark: _Toc395163190][bookmark: _Toc395165908][bookmark: _Toc395166943][bookmark: _Toc395168744][bookmark: _Toc395170184][bookmark: _Toc395769971][bookmark: _Toc395773792][bookmark: _Toc395775531][bookmark: _Toc395779307][bookmark: _Toc395780413][bookmark: _Toc395792892][bookmark: _Toc395793305][bookmark: NotestoAuthor]Notes to the Author / Template Instructions
This document is a template for creating a Staffing Management Plan for a given investment or project. The final document should be delivered in an electronically searchable format. The Staffing Management Plan should stand on its own with all elements explained and acronyms spelled out for reader/reviewers, including reviewers outside CMS who may not be familiar with CMS projects and investments.
This template includes instructions, boilerplate text, and fields. The developer should note that:
Each section provides instructions or describes the intent, assumptions, and context for content included in that section. Instructional text appears in blue italicized font throughout this template.
Instructional text in each section should be replaced with information specific to the particular investment.
Some text and tables are provided as boilerplate examples of wording and formats that may be used or modified as appropriate.
When using this template, follow these steps:
1. Table captions and descriptions are to be placed centered, above the table.
2. Modify any boilerplate text, as appropriate, to your specific investment.
3. Do not delete any headings. If the heading is not applicable to the investment, enter “Not Applicable” under the heading.
4. All documents must be compliant with Section 508 requirements.
5. Figure captions and descriptions are to be placed centered, below the figure. All figures must have an associated tag providing appropriate alternative text for Section 508 compliance.
6. Delete this “Notes to the Author / Template Instructions” page and all instructions to the author before finalizing the initial draft of the document.




Appendix G: [bookmark: _Toc395081368][bookmark: _Toc395092006][bookmark: _Toc395093015][bookmark: _Toc395095152][bookmark: _Toc395107351][bookmark: _Toc395163191][bookmark: _Toc395165909][bookmark: _Toc395166944][bookmark: _Toc395168745][bookmark: _Toc395170185][bookmark: _Toc395769972][bookmark: _Toc395773793][bookmark: _Toc395775532][bookmark: _Toc395779308][bookmark: _Toc395780414][bookmark: _Toc395792893][bookmark: _Toc395793306][bookmark: _Toc363205563]XLC Template Revision History
The following table records information regarding changes made to the XLC template over time. This table is for use by the XLC Steering Committee only. To provide information about the controlling and tracking of this artifact, please refer to the Record of Changes section of this document. 
[bookmark: _Toc391640586][bookmark: _Toc395092489][bookmark: _Toc395104120][bookmark: _Toc395104376][bookmark: _Toc395107357][bookmark: _Toc395163199][bookmark: _Toc395165917][bookmark: _Toc395166956][bookmark: _Toc395168758][bookmark: _Toc395170195][bookmark: _Toc395769980][bookmark: _Toc395773334][bookmark: _Toc395775541][bookmark: _Toc395779316][bookmark: _Toc395780420][bookmark: _Toc395792911][bookmark: _Toc395793316]Table 9: XLC Template Revision History
	Version
Number
	Date
	Author/Owner
	Description of Change

	1.0
	12/09/2008
	ESD Deliverables Workgroup
	Baseline version.

	2.0
	08/14/2014
	Celia Shaunessy, XLC Steering Committee
	Changes made per CR 14-012.

	2.1
	02/02/2015
	Surya Potu,
CMS/OEI/DPPIG
	Updated CMS logo





Appendix H: [bookmark: _Toc395081369][bookmark: _Toc395092007][bookmark: _Toc395093016][bookmark: _Toc395095153][bookmark: _Toc395107352][bookmark: _Toc395163192][bookmark: _Toc395165910][bookmark: _Toc395166945][bookmark: _Toc395168746][bookmark: _Toc395170186][bookmark: _Toc395769973][bookmark: _Toc395773794][bookmark: _Toc395775533][bookmark: _Toc395779309][bookmark: _Toc395780415][bookmark: _Toc395792894][bookmark: _Toc395793307]Additional Appendices
Instructions: Utilize additional appendices to facilitate ease of use and maintenance of the document. An example of a suggested appendix is a responsibility assignment matrix (RAM).
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