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[bookmark: _Toc395785192][bookmark: _Toc497871702][bookmark: _Toc497872046][bookmark: _Toc497872814][bookmark: _Toc497872969][bookmark: _Toc497873017]Introduction
Instructions: Summarize the purpose of the document, the scope of activities that resulted in its development, the intended audience for the document, and expected evolution of the document.  Also describe any security or privacy considerations associated with use of this document.
The Schedule Management Plan describes how the Project Schedule will be established and managed.
[bookmark: _Toc288057811][bookmark: _Toc288057812][bookmark: _Toc288057813][bookmark: _Toc288057814][bookmark: _Toc288057839][bookmark: _Toc288057840][bookmark: _Toc395785193][bookmark: _Toc490026795]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: _Toc395785194]Assumptions/Constraints/Risks
[bookmark: _Toc395785195]Assumptions
Instructions: Describe any assumptions or dependencies that have a significant impact on the Project Schedule. These may concern such issues as scheduling dependencies, technology and human resource availability, third party responsibilities, and work hours per week/year.
[bookmark: _Toc395785196]Constraints
[bookmark: _Toc294191293]Instructions: Describe any limitations or constraints for the project that may impact milestones, critical path, task duration, dependencies, resources, external system and personnel dependencies, CMS dependencies, risks, and other areas possibly affected during the course of the project.
[bookmark: _Toc395785197]Risks
Instructions: Describe any risks associated with management of the Project Schedule and proposed mitigation strategies.
[bookmark: _Toc395785198]Schedule Approach
Instructions: Describe the approach for establishing and baselining the Project Schedule in accordance with proven project management practices. The approach should include the methodology for defining tasks and dependencies, estimating the level of effort, determining critical path and milestones, and allocating resources.  If multiple schedules will exist, describe the process for integrating them into one master schedule (e.g., If multiple contractors and/or subcontractors are involved in the project, describe the approach for integrating all associated schedules into one master schedule).
[bookmark: _Toc395785199]Task Definition
Instructions: Describe the approach for defining tasks, including creating and/or refining the Work Breakdown Structure (WBS), utilizing historical task lists, identifying durations and dependencies, and determining critical path and milestones.
[bookmark: _Toc395785200]Estimate Level of Effort
Instructions: Describe the approach for estimating level of effort. This section should include any automated tools used, historical data, factors, attributes, etc.
[bookmark: _Toc395785201]Resource Allocation
Instructions: Describe the approach for allocating resources to tasks.  If appropriate, refer to the Project Management Plan (PMP), or a separate Staffing Management Plan, if one exists.
[bookmark: _Toc395785202]Methods & Tools
Instructions: Describe the methods and tools that will be used to establish and store the master Project Schedule and any related subordinate schedules (e.g., Microsoft Project, Clarity, etc.).  Also identify and describe any standard reports that will be used to measure and report the status of the Project Schedule (e.g., Gantt chart, network diagram, resource usage, task usage, etc available from Microsoft Project).
[bookmark: _Toc395785203] Schedule Management
Instructions: Describe the approach for managing the master Project Schedule and any related subordinate schedules in accordance with proven project management practices.  Describe how the Project Schedule will be managed after it is baselined, and how schedule performance will be measured and reported. 
[bookmark: _Toc395785204]Determining Schedule Changes
Instructions: Describe how changes to the Project Schedule will be identified. 
[bookmark: _Toc395785205]Obtaining Agreement on Schedule Changes
Instructions: Describe how agreement from the appropriate stakeholders will be obtained for proposed changes to the Project Schedule.
[bookmark: _Toc395785206]Managing Schedule Changes
 Instructions: Describe how changes to the Project Schedule will be managed.  Include information regarding any tracking system that will be used, the frequency of reviews of the schedule, approval levels necessary for authorizing changes, variance analysis, and corrective action methodology.
[bookmark: _Toc395785207]Measuring & Reporting Schedule Performance
Instructions: Describe how schedule performance will be measured and progress will be tracked.  Include how often the Project Schedule will be reviewed/updated and how percent complete will be determined.
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Instructions: Provide information on how the development and distribution of the Schedule 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.
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	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: _Toc395785209]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: _Toc395785217]Table 2: Acronyms
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	Literal Translation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


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: _Toc395785210]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: _Toc395785218]Table 3: Glossary
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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: _Toc395785211]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: _Toc395785219]Table 4: 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: _Toc395785212]Approvals
The undersigned acknowledge that they have reviewed the Schedule Management Plan and agree with the information presented within this document. Changes to this Schedule 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.
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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: _Toc395785213][bookmark: NotestoAuthor]Notes to the Author / Template Instructions
This document is a template for creating a Schedule Management Plan for a given investment or project. The final document should be delivered in an electronically searchable format. The Schedule 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: _Toc395785214][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: _Toc395785220]Table 5: XLC Template Revision History
	Version
Number
	Date
	Author/Owner
	Description of Change

	1.0
	10/27/2008
	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: _Toc395785215]Additional Appendices
Instructions: Utilize additional appendices to facilitate ease of use and maintenance of the document. 
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