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Introduction
Purpose

The purpose of this template is to facilitate the development of project management plans (PMPs) for WSDOT Major Projects – defined as those projects with a cost above $500 million.  This template should also be used on those projects that aren’t currently at that level, but that have a high likelihood of reaching it.  The template aligns with both FHWA requirements for Major Projects and WSDOT’s own project management process, and is formatted to follow the sequence of the WSDOT Project Management Process.
All WSDOT Projects follow the 5-step project management process as directed in Executive Order 1032.00 dated July, 2005.  The steps of this process include: Initiate & Align; Plan the Work; Endorse the Plan; Work the Plan; and Transition & Closure.  The WSDOT Project Management On-Line Guide provides additional detail.  
Use of the Template

The template includes (in green shading), some boilerplate language that should be included in all PMPs, which appears in green shading.  This boilerplate language can and should be modified to fit the specific requirements of the project.
It also includes guidance (in gray shading) on the kinds of information to be included in each section of the plan, with the expectation that project-specific information will be inserted and all guidance language deleted.

All template shading should be removed prior to internal review.

PMP Review and Submittal

The Project Management Plan is a living and actively used document which is revised as the project progresses in order to add, modify, or delete provisions that will result in the most effectively managed project. FHWA requires the review and sign-off of these plans at three stages in the project’s lifecycle.  The first iteration is prepared prior to initiating the project’s NEPA study (Tier 1 Environmental Impact Statement, standard Environmental Impact Statement, or Environmental Assessment).  
This first plan is fairly high-level, including known information, but not requiring a lot of detail; elements required in this plan are denoted by an asterisk in both the table of contents and in the body of the template.  In the first plan iteration, the headers of sections that are not required should still be included, with the language “To be developed” underneath.  

The second iteration is submitted for approval prior to issuing the Record of Decision (ROD) or Finding of Significant Impact (FONSI).  The project management plan is submitted for a third time to FHWA prior to the authorization of federal-aid funds for construction.

The Urban Corridors Office conducts an internal review of PMPs prior to their submission to FHWA.  At least 30 days ahead of FHWA submittal, each plan must be transmitted to Rick Smith and Mike Sullivan.  Following a coordinated internal review, any suggestions, comments, or questions will be returned to the project manager for inclusion or response.
Project Scope
Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  Much of this information is contained in the Project Definition, the Environmental Summary and the Design Decision Summary.  The Project Summary document covers historical information; please provide the project boundaries in 1-2 paragraphs.  Also list any commitments made and the year in which they were made.   
Project Description and Scope of Work
Clearly define the project roadways and structures to be constructed, reconstructed, and/or rehabilitated; all limits of work; and structures, utilities, other modal facilities, environmental commitments/required mitigations, right-of-way considerations, third-party concerns or other features that will be included in the scope of the project.  In addition, include a map of the defined project area. 
Team Mission/Assignment 

See Project Management On-Line Guide for guidance.

Major Milestones

Also see Project Management On-Line Guide for guidance.

Project Boundaries

See Project Management On-Line Guide for guidance.

Team Alignment 
Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  
Team Identification
See Project Management On-Line Guide for guidance.

Project Organizational Chart*
For the initial Project Management Plan: Early in the project, this will be an overall, big picture view of the team members and organizational chart.  As the project goes on, and certainly for the second and third iterations of this PMP, this section should be updated to include more detail. 
Roles and Responsibilities*
This section of the Project Management Plan defines the relationships between the participants on the project team as well as the WSDOT and other public and private stakeholders.  If the Major Project is in multiple states, each State’s overall roles and responsibilities should be spelled out.

Include a brief description of roles and responsibilities for each section or individual team, which could include not only technical and functional support teams such as right-of-way, utilities, design, construction, project controls (scheduling, cost, document control), QA/QC, etc., but also teams for communications and public information, civil rights, environmental monitoring and review, safety, and security.  

Integrated project teams (mix of consultant and WSDOT personnel in the project management and functional/support teams) should also be described, including assurance that no conflicts of interest exist from a Government-Contractor relationship aspect and to ensure that the proper WSDOT oversight will still exist.  

The Mega Project Supplement to the 2001 Washington Stewardship Agreement describes roles and responsibilities for major projects.  This document can be found at: http://www.wsdot.wa.gov/biz/construction/Stewardship/Agreement%202001/Stewardship%202001%20agreement.pdf.  
Measures of Success – Project Metrics

Document and describe the appropriate project metrics (cost, schedule, public opinion, etc) and how they are used to identify and proactively address challenges to eliminate surprises.  Also describe how analyses are or will be conducted to identify trends and forecast project performance. The Major Milestones (as defined in the Project Control and Reporting Manual) are used to monitor project delivery performance and can be a source for defining project metrics.
Operating Guidelines

See Project Management On-Line Guide for guidance.
Project Schedule
Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

Schedule Management

This section of the PMP describes how the Program Manager and the project control team will monitor and report progress of the project.  It describes the various elements that constitute the schedule management plan for the project.

Work Breakdown Structure/Master Deliverables List

See Project Management On-Line Guide for guidance.
Task Planning & Scheduling
For the initial Project Management Plan: Current requirements for the NEPA schedule should be included.
See Project Management On-Line Guide for guidance.
The Schedule Engineer will prepare and update an overall baseline schedule to encompass all elements of the project schedule including final design, right of way acquisition, construction and procurement.  The purpose of this schedule is to establish project milestones and to monitor overall project progress. 
Baseline Schedule

The baseline schedule encompasses the entire project, including all other schedules, and reflects all program elements.  The baseline schedule will be an evolving document and will be revised as necessary to reflect the scope and organization of the project.  The baseline schedule will be developed and maintained by the Schedule Engineer and will be adopted by the project team as the official plan for the project.

Schedules for particular elements of work will be developed by the organizations responsible for that work element, assisted by the project control team.  Each of these schedules will be an independent network and will conform to the scheduling requirements of the particular contract that governs the originating organization. Also, progress from these schedules will be monitored and integrated into the baseline schedule by the project control team.

The baseline schedule will permit the summarization or expansion of the various network elements by phase, work elements, location, contract and contractor.  The baseline schedule will be the primary tool for assessing overall project status and will be a critical aid in identifying and managing the interfaces between different responsibilities, organizations and contractors.

Consultant Schedules

Consultants will be required to develop and submit schedules of their work as part of their contracts.  The specific requirements for these schedules will be included in each consultant contract.

Construction Schedules

During the design phases, the baseline schedule will reflect general, summary level estimates of the construction schedule.  Once specific construction contracts are awarded, the contractors will prepare detailed construction schedules and submit them for acceptance by the project management team.

The construction schedule specifications are to be consistently applied throughout the project depending on the size and complexity of the contract packages.  Packages with large budgets, long durations and/or complicated construction require more schedule control than projects with small budgets, short durations and/or simple construction.  Because of this distinction, two schedule specifications will be utilized for this project.  The specification for larger projects is based on CPM scheduling.  The specification for smaller projects does not require CPM scheduling, but requires the contractor to regularly submit horizontal bar chart type schedules.  The Construction Manager, with advice and concurrence with the Program Manager, will make the final decision about which specification to include in the contract package with a recommendation from the Schedule Engineer.  

Schedule Analyses

Schedule analyses will be prepared on an as-needed basis to review proposed schedule changes, to model “what-if” scenarios and to evaluate potential delays.

Schedule Updates and Revisions

The goal of the schedule updating process is to present the most accurate picture possible of the progress achieved by all levels and organizations involved in the project and to demonstrate the impact of this progress on the overall baseline schedule.  The project control team has the primary responsibility for coordinating the project status information.  All portions of the project organization will supply information to the project control team in accordance with the schedule update procedures developed by the project control team.  Schedule status information will be collected formally through the established procedures, and informally through other sources such as correspondence, meetings and informal discussions.

As changes or potential delays become apparent to the project team, the team will initiate schedule analyses to study the situations and determine the impacts of the changes.  The project team may enlist the aid of the responsible project participants to research and analyze changes and to recommend how these changes to the originally anticipated schedule logic and sequence should be reflected.  In the case of a potential delay, the project team will analyze the probability of recovering lost time and determine possible recovery strategies.  A recovery plan will take into account all granted time extensions and will become the basis for a revision of the project baseline schedule.

Monitoring and Reporting

Schedule monitoring provides a clear indication of schedule performance.  Part of the schedule monitoring process is to detect adverse trends in administrative, design or construction activities early enough to initiate corrective action.  

Administrative activities, such as contract preparation and procurement of owner-furnished materials, will be monitored through a series of milestones which will be reported and confirmed on a regular basis.  Schedule monitoring of design and construction activities will provide a clear indication that an adequate work force, materials, tools and equipment are available for the timely performance of the work.  Any activity falling outside the expected performance time will be examined for schedule impacts.  If a delay to the critical path of the project is identified, the project control team will provide the Program Manager with the information necessary for deciding upon corrective action.

Schedule Reports

Project status, schedule conflicts, changes and delays will be monitored and reported on a regular basis.  Schedule reports will be prepared and distributed to the project team and other involved parties regularly.  The reports will provide a consistent basis for evaluating progress and will allow managers to focus on exceptional events or negative trends.

As the need arises, the project control team will produce special studies and analyses of particular situations.  The format and distribution of such reports will be tailored to the specific needs of the situation.

Scheduling Software

Specify the scheduling software used for the project and describe whether all schedules to be generated by the project controls functional team, the design consultants, and the contractors use the same software.  Also describe the detailed process of reviewing and validating schedules and its frequency.

The project will be scheduled and monitored using the latest version of Primavera 5.0 scheduling software.  This software package meets the needs of the project and provides the capabilities necessary to control and monitor the work.  All critical path method (CPM) schedules generated by the project control team, contractors and other project groups will utilize Primavera 5.0 scheduling software to assure uniformity and compatibility.  The project control team will work closely with contractors and consultants to ensure that schedule submittals meet the contractual requirements.

Project Costs/Budget

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  
Cost Estimating

For the initial Project Management Plan: Current cost data and any requirements for the NEPA schedule should be included.
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents. WSDOT’s CEVP and CRA processes and resulting reports can be included as an attachment or appendix to the PMP.  A Risk Management Template is included as a tool in the WSDOT Project Management On-Line Guide.  As well, schedules and activity reports can be attached.
Specifically reference the Finance Plan and Annual Updates and include the process and frequency of cost estimate and schedule validation. 

Include cost and schedule information broken down into major cost elements and significant schedule milestones.  Discuss the initial financing arrangements, including any proposed loans and or bonds.  Discuss how the financing is consistent with any fiscally constrained plans, State Transportation Improvement Plans (STIPs), Transportation Improvement Plans (TIPs), etc. 

Also include a mechanism to report an annual update of the cost estimate.
As with all major WSDOT projects, this project utilizes the state of the art cost estimating process called Cost Estimate Validation Process (CEVP®).  CEVP® is a systematic project review and risk assessment method that identifies and describes cost and schedule risks, and evaluates their impact on the available project estimate.  CEVP® performs a project cost and schedule validation, and develops updated cost and schedule ranges using probabilistic risk assessment.  The process examines, from the very beginning, how risks can be lowered and cost vulnerabilities can be managed or reduced, and how opportunities can be enhanced.  The result of the CEVP® process is a range of costs associated with the project.  This reflects the limits of estimating precision at the planning stage when crucial decisions are yet to be made and the specific risks cannot be priced exactly.

The CEVP® is done annually until the major construction contracts are issued for bid.

Validation of Project Budget

See Project Management On-Line Guide for guidance.
Budgeting & Cost Tracking Software

For the initial Project Management Plan: Current cost data and any requirements for the NEPA schedule should be included.
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents. WSDOT’s CEVP and CRA processes and resulting reports can be included as an attachment or appendix to the PMP.  
Specify the software to be used to track and report costs. Also describe the detailed process of reviewing and validating cost estimates and its frequency.  This could include the Cost Estimate Validation Process (CEVP).  Attach a CEVP report for the project if you have one.

An effective cost control system is required to manage a project as complex as the _________________ program.  It is imperative that the many agencies, consultants and contractors involved in the project are provided with the proper control tools.  Central among these tools is a cost control system that provides accurate and timely information about actual cost, projected cost and revised budgeting.

This section defines the means that will be used by the Team to monitor project costs, compare those costs with the project budget, forecast costs and report this information in a timely and effective manner.

Cost Tracking Software and System

The project control team will be responsible for the monitoring of project estimates, commitments/obligations, actuals and forecasts.  The team will utilize a computerized cost control system to facilitate the gathering and analysis of cost information.  The cost tracking system will be based upon the WBS which is broken down into a chart of accounts.  Information will be gathered and entered into the computer system at the detailed account level and summarized or recombined as needed.  The cost control system will track the following basic elements:

Estimates

The system will reflect the original baseline estimate and will permit the analysis of revisions to that estimate.  The system will also reflect the most current budget amounts and will allow analysis of cost and expenditures against these estimates.

Commitments/obligations

Includes awarded contracts and agreements, change orders, work orders, amendments, purchase orders, and blanket purchase orders.

Actuals

Cost of services for which payment has been made.

Funding Sources

Track state funds, federal funds and local contributions.

Estimates at Completion
The total obligations, estimate to complete, and foreseen changes pending.

Variances

The difference between the forecast final cost of each contract or work element and the baseline budget.  Significant variances will call for remedial action or justification.

Approved Budget

The dollars that have been approved for spending.

Monitoring and Reporting

The project control team will develop standard cost reports as required by the various funding agencies and by the Program Manager.  These cost reports may include detailed line item reports as well as various levels of summary reports.  The project control team will also undertake special analysis and produce oversight and monthly reports as required.

It is currently anticipated that the standard cost reports will include, as a minimum, the following:

Monthly Cost Report 
This will be the most comprehensive cost report of the project.  It will include cost data for each element of the WBS.  It will compare actual costs versus budgeted, depict contract cost status and show variances and estimates at completion.  The report will incorporate an earned value analysis. 

Monthly Progress Report 

This report will provide monthly narrative and financial information on the project.

Risk Management Plan
Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

Describe the systematic process used to identify, analyze, and respond to project risk throughout all phases of the project. Reference your Risk Management Plan and include it in this section of your project PMP.  

A Risk Management Plan template can be found in the WSDOT Project Management On-Line Guide.
The UCO region is committed to risk management to optimize the cost and schedule of the program.  The goals of UCO risk management are:
· To identify, analyze, prioritize, and mitigate risks associated with the UCO Region Program

· To monitor and report risk management performance within the Region

· To continually improve the Region’s Risk Management Process

Communications Plan

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  QPRs and Confidence Reports are communications tools to reference or include as attachments.  UCO has a template, and the Project Management On-Line Guide also contains a template and sample.
For the initial Project Management Plan: A Project Communications plan should be developed and updated as necessary as the project details are determined.
Attach your Communications Plan, which describes:  

· The public information team or office responsible for all media and public information efforts for the project, in which all external information will flow through. 
· How current project status information is conveyed to the media and public, including scheduled milestone completion dates; significant contacts advertised, awarded, or completed; and total cost projections.

· How updated commuter and traffic information is conveyed, including traffic pattern changes, periods of lane closures, traffic delays, work zone accidents, alternate routes available, and alternate forms of transportation available (including benefits and possible subsidies).

· How construction impacts to the local residents and businesses are mitigated (to the extent possible) and conveyed.
· The timeframe for response to media and public questions and requests for information.

· How the team builds awareness in the community and with stakeholders about the project, helping them understand the benefits and develop ownership and pride in the Major Project.
· All potential media and public stakeholders
· Other components of the communication strategy, including the project web site and its contents; establishment of any staffed public information centers; brochures; displays; computer-simulated videos; project newsletters; press releases; media briefings; groundbreaking and ribbon cutting ceremonies; project tours; and public information and citizens’ advisory meetings.
· Any internal communications strategy, including the major interfaces that exist between the project and functional teams, and responsibilities, authorities, and communication procedures (meetings, memorandums, authorizations, reviews, etc.) at each of those identified interfaces.

Change Management/Control Plan

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

See the Project Management On-Line Guide for guidance.  For further exploration of this process, refer to the  “Project Control and Reporting Manual (M 3026.00),” most current issue. http://wwwi.wsdot.wa.gov/ProjectReporting/.
Project Control in conjunction with the Project Director are responsible for implementing a Change Control process on each project, encompassing the contract Change Orders and other changes during design and construction.  But, it is the responsibility of all project managers and personnel to execute the Change Control process.  UCO Project Control works with HQ Project Control & Reporting to review, decide on, and report project scope, schedule, and budget changes of higher levels.

The objective of Change Control is to identify the various scope, cost and schedule impacts to the project, to assist UCO and the projects’ managers in accomplishing the goal of delivering projects on time and on budget as expected.   
The scope, schedule and cost  as identified in the Legislatively-approved budget establish the baseline from which all work is measured, managed and reported.  Monitoring those baseline parameters and documenting any changes to those baseline parameters is Change Control.  Change Control is a process used to identify the various cost impacts of changes to the project.  Changes are measured both for the immediate change and for the cumulative change since the Legislative budget.

These changes can be caused by a variety of reasons, some obvious, some not.  The most common is the partner-induced change, where an item is added to the scope after the estimate has been completed and agreement signed.  Other types of changes that are also scope and cost changes may be more difficult to identify, such as follows: 1) the project team is asked for additional traffic or environmental discipline studies to be made, or 2) the project team during the design phase directs a change after a drawing is 90% complete and the drawing has to be taken back to the 30% design level. These two examples show why it is important for all members of the project team to be aware of the scope of the project.

The specific document that is used to identify the impacts is called a Change Request form.  To effectively manage change control, a change in scope needs to be identified up front before the work is started or commitments are made.  This form shows a written description of the change and identifies the approximate cost and schedule impacts.  

The Project Engineer uses this form to determine if the identified item is truly a change in the scope of work.  If the Project Engineer determines the item is a change, the Project Engineer gives the Change Request to the Project Scheduler and Cost Engineer for their analysis.  Once Project Controls is complete the Project Engineer determines which Review and Approval process must be followed.  

HQ’s Project Control process has been aligned to coincide with the development of the quarterly Gray Notebook/Beige Page and Quarterly Project Report (QPR) updates (see HQ’s website on Change Management at http://wwwi.wsdot.wa.gov/ppsc/pgmmgt/dpsb/).  

Changes are distinguished on their timing as either during the preconstruction phase, before or at Contract (incl. D-B) Award, or during the construction phase (post-Award).  HQ’s Project Control Form (PCF) will be prepared for UCO working with HQ for documenting and approving the larger variances in scope, schedule, and budget.  

During preconstruction phases, the key document will be the Project Control Form (before or at Award).  

For changes during construction, the Project Control Form (for after Award) will be used, simultaneously with any related Contract Change Order process.

Change Order & Extra Work Order Procedures

Define the procedures for addressing change orders and extra work orders during the project execution, and how they (1) ensure that each order is adequately reviewed by all parties affected by the change, (2) provide for efficient processing, and (3) ensure that the order is consistent with the Project Objectives.  Include a graphical flowchart (and possibly a narrative) showing the change order procedure, parties involved, approval authorities, and maximum time frames allowed per activity. Include the process for accommodating work outside of the defined scope. 
All Change Order and Extra Work Order Procedures will follow the WSDOT Construction Manual or the language included in the Request for Proposal (RFP) for the project.
Monitoring construction progress and reviewing contract changes will assist in avoiding claims.

The project change orders are documented on a monthly Change Order progress report.  The report shows the status of each change order with the amount pending. This report will show the cumulative amount of all change orders and the balance of the Contingency Fund.
The Project Engineer and the Construction Manager will hold regularly scheduled meetings in addition to progress meetings to resolve various project issues in a timely manner. The Project Engineer shall prepare a list of all issues with their monetary value and a brief narrative, for use by the Management team  
Claims Management Procedure

Define the claims review and management process to be followed in cases of contractor claims. The roles and responsibilities of those reviewing and approving the claims, including legal reviews must be documented. Include a graphical flowchart (and possibly a narrative) showing the claims review and management procedure, parties involved, and approval authorities.  
The Construction Manual, the Standard Specifications and the Project Procedures Manual describe the processing of claims.  All Claims Management will follow WSDOT policies and procedures outlined in these documents.  

The Construction Project Engineer has the ultimate responsibility for preparing the necessary claim file and field documentation package and conducting it through legal counsel to resolution. 
Quality Plan

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  A Quality Management Plan template is available in the Project Management On-Line Guide.  Include the project Quality Management Plan in this section of your PMP.  Quality standards can also be found in the Design Decisions Package (DDP). 
For the initial Project Management Plan: Since a decision has not been made regarding project selection, this section is not required.
FHWA Guidance:  State and discuss the quality expectation of the project requirements.  This will help ensure that all involved and concerned parties understand them, and are in agreement with the basic management philosophies that will be incorporated in order to meet these requirements.  Also include clear and specific quality measurements as well as appropriate targets and tolerances.  

At a minimum, quality measurements should cover schedule, budget (including cost containment), quality, safety, scope control, public trust and confidence, and federal requirements.

Design QA/QC Planning*

Type your project-specific information here, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.

For the initial Project Management Plan: A formal process for quality assurance/quality assurance of design activities that are directly related to NEPA would meet the requirements of this section.
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents. The Design Manual; DDP Memo; DDP; and CN Manual can be incorporated by reference.
Document the general requirements for Quality Assurance/Quality Control (QA/QC) to be used during the design phase. A reference to standard design QA/QC documents may appropriate, plus any enhanced QA/QC procedures to be incorporated due to the complexity and visibility of the Major Project. 

It is suggested that, at a minimum, design QA/QC procedures include the following:

· An overall Design QA/QC Plan.

· Design standards to be adhered to.

· Design criteria specific to the individual project.

· Procedures for preparing and checking individual plans, specifications, estimates, calculations, and other submittal items.

· Procedures for preparing and checking any unique or highly specialized designs.

· Procedures for coordinating work performed by different persons for related tasks, to ensure that conflicts, omissions, or errors do not occur between drawings or between drawings and other design documents.

· Procedures for coordinating and obtaining permits from permitting agencies, utility companies, and railroad companies. This should include procedures for ensuring that all permitting, utility, and railroad requirements are incorporated into the design of the project; and procedures for coordinating submittals and agency reviews such that the overall project schedule is not delayed.

· Level, frequency, and methods of review of the adequacy of the total project design. 

· Methods by which all final design documents will be independently reviewed; verified for constructability, completeness, clarity, and accuracy; and back-checked.

· Level and frequency of audit and oversight design reviews (concerning QA/QC and validity of consultant payments) to be performed by the WSDOT, FHWA, independent consultants, and/or other agencies.

· Procedures for reviewing and checking design drawings and documents required during construction.

· Qualifications for all key design personnel.

· Documentation and submission procedures to ensure that the established design QA/QC procedures have been followed.

Design Product

The Design Team will prepare engineering submittal documents and review them for compliance with contractual requirements in accordance with the WSDOT Design Manual, Plans Preparation Manual, and Bridge Design Manual.  Design output documents shall be sealed by a registered Engineer or Architect as required by the laws of the State of Washington.

All document transmission and review will be done electronically in accordance with the WSDOT Electronic Engineering Data Standards. A plan transfer/review site will be established by the Design Team.

Design Standards and Criteria

Each Major Project shall have a project-specific written Design Criteria document.  The Design Team will review existing design, construction, maintenance and operations standards; and, as necessary, will recommend additions or changes to WSDOT for incorporation into the Design Criteria. Any exceptions or deviations to the standard design criteria shall be documented and approved in writing.  

The project-specific Design Criteria shall reference all applicable WSDOT Manuals and FHWA criteria. 
Context Sensitive Design

Context Sensitive Design shall be incorporated in all federally funded Major projects in accordance with the requirements of Flexibility in Highway Design, FHWA-PD-97-062.

All Context Sensitive Design shall be in accordance with the WSDOT Context Sensitive Solutions Secretary’s Executive Order number E1028.01.
Federal Design Standards

Title 23 USC 109 provides that design standards for projects on the National Highway System (NHS) must be approved by the Secretary of the U.S. Department of Transportation in cooperation with the state highway departments. The Secretary has delegated this authority to the Federal Highway Administrator. Accordingly, the FHWA project representative will review and approve design standards or forward to the appropriate FHWA Division or FHWA Headquarters for approval.  The design standards for this Project will be as contained in the Design Manual WSDOT M22-01 as approved by the FHWA Division Office.

Design Review Process
Throughout the Project, the Design Team will oversee and monitor all design activities, including the coordination required with various governmental and environmental agencies.  Periodic design reviews will be conducted by WSDOT to evaluate and compare design progress against Project scope, design intent, quality objectives, and schedule.  The design review process requires formal reviews that result in written review comments, written comment responses, comment resolution meetings, and written final disposition of comments.  This process is required to ensure that review comments will be recorded and the appropriate management evaluation and actions are initiated in a timely and coordinated manner.  

WSDOT will track all design review comments to satisfactory resolution.  Comments from participating third-parties, municipalities and other agencies will also be received by WSDOT and forwarded to the Design Team for response.  Each review, after completion, will be maintained as a part of the record of the Project.

Construction QA/QC Planning

For the initial Project Management Plan: Since a decision has not been made regarding project selection, this section is not required. 
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  The Construction Manual and Standard Specifications can be incorporated by reference.
Document the general requirements for Quality Assurance/Quality Control (QA/QC) to be used during the construction phase. A reference to standard construction QA/QC documents may be appropriate, plus any enhanced QA/QC procedures to be incorporated due to the complexity and visibility of the Major Project. It is suggested that, at a minimum, construction QA/QC procedures include the following:

· An overall Construction QA/QC Plan.

· Construction standards to be adhered to for performing construction inspection.

· Documents to be used that will define materials to be certified, materials to be tested, sampling procedures, testing procedures, record keeping and reporting procedures, and nonconformance plan.

· Agency or party responsible for QA and QC, i.e., responsibilities of the contractor versus the STA for sampling, testing, monitoring, and reporting test results.

· Frequency and agency involvement for construction coordination (progress) and/or partnering meetings.

· Procedures for coordinating with permitting agencies, utility companies, and railroad companies during construction to ensure that all requirements are incorporated into the project such that the overall project schedule is not delayed.

· Level and frequency of inspections to identify and correct any deficiencies in the project construction that do not meet the requirements of the plans, specifications, and other binding documents.

· Level and frequency of audit and oversight construction reviews (concerning QA/QC and validity of contractor payments) to be performed by the STA, FHWA, independent consultants, and/or other agencies.

· Qualifications for all key construction personnel.

· Documentation and submission procedures to ensure that the established construction QA/QC procedures have been followed.

For Design-Bid-Build projects:

This project’s QA/QC process will adhere to the WSDOT Standard Specifications and the Construction Manual.

For Design-Build projects:

This project will adhere to the RFP, which was developed in accordance with the WSDOT Standard Specifications and Construction Manuals.

Transition Plan
Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  The AGC and WSDOT collaborated to create a specific Design-Bid-Build closeout procedure.

For the initial Project Management Plan: Since a decision has not been made regarding project selection, this section is not required. 
See Project Management On-Line Guide for further guidance.
Project Phases

Include procedures or plans consisting of the requirements to provide coordinated transitions from planning to pre-construction to construction to operations along with the roles and responsibilities of various agencies and offices.
Project Documentation*

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

For the initial Project Management Plan: Separate Project Documentation procedures should be developed for the NEPA process. Once a project is selected, separate Project Documentation procedures should be prepared for delivery of the project.
Describe how the final report will be prepared at the end of the project, to document final project data and lessons learned.

Document Management & Control

The document management and control system is the focal point of the project, and establishes and manages the processing for all incoming and outgoing data. UCO is implementing document control using the Primavera Expedition system.
UCO’s Document Control Manual details the minimum standards and procedures for implementing and using the system. The manual and each project’s written procedures detail the process for receiving, logging, distributing, and tracking all project-related documents. The system and processes are capable of assigning and tracking the responsibility for handling each incoming document that must be addressed. The guidelines define the responsibilities of all individuals in each step of the document cycle.
Describe how project records will be kept including defining the document control and tracking systems.  
Project Endorsement

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

For the initial Project Management Plan: Executive Leadership Buy-in should occur at the initial and all subsequent updates of the Project Management Plan.
It is suggested that the executive leadership of the WSDOT, the FHWA, and other agencies sponsoring the project endorse the Project Management Plan via a briefing and a signature page. Executive leadership endorsement will further the commitment of achieving the project objectives and will officially initiate the procedures and requirements as set forth in the Project Management Plan.  It should be noted on the signature page that the effectiveness of the Project Management Plan will be continuously evaluated, and that revisions will be issued as the project progresses in order to generate the most effectively managed project meeting the project objectives.
See Project Management On-Line Guide for further guidance.

Project Team Commitment

See Project Management On-Line Guide for guidance.

Management/Executive Leadership Endorsement

See Project Management On-Line Guide for guidance.

Project Reporting & Tracking

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

For the initial Project Management Plan: The formal process for project reporting and tracking for the NEPA process should be included.
In this section, include the actual project reporting and tracking procedures to be incorporated into the Major Project. Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  Information relevant to this section can be found in project schedules, the DDP, CEVP reports, the Quarterly Project Reports, Confidence Reports, and the Project Control and Reporting Manual.  Include a description of any Earned Value Management practices used to monitor the progress of your project.
Describe the project reporting and tracking system that collects, assesses and maintains project status information and produces data that is timely, independent, and accurate. This system should provide current information on project prosecution, progress, changes, and issues. This information should be used to identify trends and forecast project performance and to identify and proactively address challenges to eliminate Major Project surprises.  Also describe the project reporting and tracking process in place, and any structures or teams overseeing or managing this process.
The need to continuously and accurately report cost increases; schedule changes; deficient quality items; and the causes, impacts, and proposed measures to mitigate these issues is paramount to effectively managing, administering, and protecting the public investment in the Major Project. Any apparent reporting deficiencies or questionable data should be completely resolved. Ultimately, the WSDOT and FHWA must be fully aware of the complete status of the Major Project, and therefore be in a position to take appropriate action if necessary.

It is recommended that a monthly status meeting be held with the project management team, WSDOT, FHWA, and other applicable agencies in attendance.   Please see the FHWA Major Project Guidance document for additional guidance on monthly status meetings, and a list of recommended elements for the monthly status reports.  
See Project Management On-Line Guide for further guidance.

Project Reviews and Reporting

Project status, schedule conflicts, changes and delays will be monitored and reported on a regular basis.  Schedule reports will be prepared and distributed to the project team and other involved parties regularly.  The reports will provide a consistent basis for evaluating progress and will allow managers to focus on exceptional events or negative trends. 
The project control team will develop standard cost reports as required by the various funding agencies and by the Program Manager.  These cost reports may include detailed line item reports as well as various levels of summary reports.  The project control team will also undertake special analysis and produce oversight and monthly reports as required.

As the need arises, the project control team will produce special studies and analyses of particular situations.  The format and distribution of such reports will be tailored to the specific needs of the situation.

Responsibilities

The project’s program management is responsible for working with the

project manager to publish a monthly progress report that meets the needs

of the project director, Region, and WSDOT Headquarters. The project

director is responsible for reviewing all projects on a monthly basis and

summarizing his/her respective program in a monthly report for the Region Management Team.
The project manager, in conjunction with the project director, makes

arrangements on a monthly basis to conduct project performance reviews.

The project manager is required to discuss the technical performance,

budget and customer relations as related to the scope of work and overall

work plan.
Guidelines

The following guidelines are used as a framework for project performance

reviews.

Project performance reviews are performed on a set schedule:

· Monthly by project and program

· Weekly or biweekly for projects with special concerns or

existing significant problems

Project performance reviews determine where action is needed and assist with accurately recording costs and performance.  If encountering significant budgetary, scope, resource, or management problems, the project manager should be prepared to discuss alternatives and strategies for optimizing performance and reducing liability and risk.
During the project performance reviews, the project director is informed of budget overruns, pending out-of-scope work, and funding issues.  At monthly and quarterly progress meetings, appropriate information about progress and current issues is communicated to higher levels to avoid surprises and provide early warning.
Project Management Controls

For the initial Project Management Plan: Project management controls that are directly related to NEPA activities would meet the requirements of this section.
A project controls functional team will normally help manage the total cost and overall master schedule for the project, in order for the entire project delivery team to meet the stated objectives of the project being completed on time and within budget. The project controls functional team will also produce project reports, including quantifying schedule delays and cost increases, and initiatives being analyzed to recover. This section includes project management controls that should be used on most major projects. 
Other Federal Requirements

Type your project-specific information in each subsection, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.  
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  

Value Engineering, Value Analyses, and Constructability Risk Management Plan

Describe any planned value engineering, value analyses, and or constructability reviews to be performed in the project.  Also describe the funding requirements for these studies and its place in the project budget.  Also, if contractor-initiated Value Engineering Change Proposals (VECP) are used, describe these, as well as how any savings will be shared.  Describe the procedures for the review of the Value Engineering, Value Analyses, and Constructability reviews at the completion of the studies; such as documenting the acceptance or rejection of the individual proposals, documenting potential cost savings, and approvals for the actions taken.

Subsurface Investigations 
Document the categories and extent of subsurface investigations should be documented in the Project Management Plan. All appropriate areas of subsurface explorations should be discussed, including geological conditions (rock, weathered rock, earthen), utility conflicts, hazardous or contaminated materials, and other potential unknown structures and obstructions.
Traffic Management

For the initial Project Management Plan: Since a decision has not been made regarding project selection, this section is not required. 
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  The Design Manual; DDP; Construction Manual; Standard Specifications; Traffic Manual; and WZTC information can be incorporated by reference.
Define the requirements for providing monitoring and oversight of the contractors’ day-to-day Maintenance of Traffic (MOT) operations, in order to complete the project in the most safe and efficient manner for the traveling public.   It is suggested that traffic management procedures include the following:
· Maintenance of Traffic (MOT) standards to be adhered to.

· Roles and responsibilities of the traffic management staff.

· Reviewing MOT plans and proposals at various design reviews, for conformance with approved standards and familiarity with traffic phasing, traffic shifts, and lane closures proposed during construction.

· Coordinating with local agencies during design and construction regarding placements of temporary signing and traffic control devices within their jurisdictions.

· Coordinating with local agencies during design and construction regarding restrictions and management of special events.

· Coordinating with all local emergency agencies during design and construction, to ensure adequate passage of emergency vehicles through the construction zones.

· Coordinating traffic maintenance among multiple contractors, in order to integrate temporary signing and traffic control devices among various contracts.

· Coordinating with contractors concerning the specific wordings to be placed on variable message signs during construction.

· Conducting periodic MOT reviews during construction (including nighttime inspections), for conformance with plans, specifications, and approved standards; and to ensure that all traffic control devices are functioning properly.

· Having an incident management plan for accidents occurring within the project limits, including accident prevention strategies, emergency procedures, reporting requirements, and mitigation strategies.

· Coordinating and assisting the Media and Public Information team and local news media concerning traffic pattern changes, periods of lane closures, traffic delays, alternate routes available, work zone accidents, etc.

· Level and frequency of audit and oversight traffic management reviews to be performed by the STA, FHWA, independent consultants, and/or other agencies.

· Traffic management periodic reporting (normally monthly).
Safety & Security

For the initial Project Management Plan: Since a decision has not been made regarding project selection, this section is not required. 
 This section should define the requirements to be incorporated

into the project in order to complete the project is a safe and secure environment for all individuals working on the project. The prevention of accidents during execution of a Major Project should be a primary concern of all participants, and should be the responsibility of all levels of management. Safety should never be sacrificed for production, but should be considered an integral part of an efficient and quality project.

It is suggested that safety and security procedures include the following:

· Safety and health standards to be adhered to.

· Roles and responsibilities of the safety/security staff.

· Contractors (meaning prime contractors and subcontractors combined) having a Safety Director and an approved safety manual (or plan) available to all employees.

· Contractors holding periodic on-site safety meetings.

· Contractors conducting periodic on-site safety inspections.

· Contractors providing safety training for all new employees, and refresher training for all employees.

· Contractors conducting drug screening for all new hires.

· Contractors establishing daily housekeeping and clean-up procedures.

· Possible employee sharing of accident prevention savings.

· Having first-aid and medical kits readily available.

· Having a site security plan, possibly including such items as restricted parking near vulnerable structures, physical barriers (fences, barricades, etc.), coordinated efforts with local law enforcement officials during heightened threat levels, video surveillance, alarm systems, emergency telephones, etc.

· Having an emergency preparedness and incident management plan, including roles and responsibilities, emergency evacuations, communications, first responder awareness training, and field drills.

· Establishment of an employee identification (ID) system.

· Level and frequency of audit and oversight safety/security reviews to be performed by the STA, FHWA, independent consultants, and/or other agencies.

· Safety and security periodic reporting (normally monthly).

In addition, appropriate threat and vulnerability assessments should be made and taken into consideration thought the project’s life cycle. The transportation elements of a Major Project could have a significant impact on regional safety and security plans.
Environmental Monitoring

For the initial Project Management Plan: Since a decision has not been made regarding project selection, this section is not required. The Project Management Plan should be revised and approved prior to issuing the Record of Decision (ROD) or Finding of Significant Impact (FONSI).
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  The Environmental Procedures Manual can be incorporated by reference, as can the Construction Manual.  Reports from the Commitment Tracking System can be attached as Appendices.
The Final environmental document defines the environmental impacts and required mitigation for the Major Project.  In addition, other environmental permits will be obtained during the design of the project, which will specify additional requirements to be adhered to during construction. 

Describe the general requirements to ensure that all environmental commitments are included in the design and construction of the project.  Describe the proactive approach that will be used for overseeing and inspecting environmental work during construction to help guard against cost overruns and schedule delays.  

In addition, many Records of Decision require environmental compliance after a facility is open to traffic on an ongoing basis (e.g. storm water management or wetlands performance). It is suggested that, for Major Projects with a substantial amount of sensitive environmental issues, environmental monitoring procedures include some or all of the following:

· An overall Environmental Monitoring Plan.

· Roles and responsibilities of the environmental monitoring staff.

· Any strategic stationing or positioning of staff members to maintain constant contact with resource agencies and a working knowledge of the project’s environmental issues to ensure that all FEIS and permit commitments are followed through.

· Any planned proactive coordination with the resource agencies during the project design and construction, in order to ensure early and constant communications of issues and requirements.

· Any fluctuating work schedules among the environmental monitoring staff members to ensure constant coverage of key contractor schedules and activities that may affect the environment.

· Coordination of environmental monitoring staff members’ daily activities with the project management and construction management teams, in order to monitor and observe critical contractor activities.

· Record keeping and reporting procedures.

· Noncompliance and violations procedures.

· Permit modification procedures related to construction activities, including strategies for guarding against cost overruns and schedule delays while still acting as a good steward to the environment.

· Post-construction environmental performance for wetlands, storm water, vegetation, wildlife crossings, endangered species, etc.
Right of Way
Include policies to be adhered to; and processes for appraisals, acquisitions, relocations, demolitions, construction/utility easements, scheduling, and reporting.
Procurement and Contract Management

Civil Rights Program
For the initial Project Management Plan: A Civil Rights program should be developed and updated as necessary as the project details are determined.
Outline the specific goals and requirements related to Disadvantaged Business Enterprises (DBE), Small Business Enterprises (SBE), Equal Employment Opportunity (EEO), and other civil rights programs; for contractors, consultants, and the project delivery team itself. 
Describe any separate civil rights team or office that will be set up specifically for the project, to be responsible for the administration and oversight of the entire civil rights program.

Describe periodic (normally monthly) civil rights reporting requirements, as well as review and audit procedures. Prompt handling procedures of negative findings and complaints regarding the program should also be defined; including the use of appropriate sanctions should they become necessary.

Describe how the civil rights team/office will interface with the public information team/office to ensure that disadvantaged communities are included in the public outreach programs. 
Use existing information where possible, or use what you write for this plan to benefit the creation of these other documents.  The Consultant Services Manual and Construction Manual can be incorporated by reference.
The Office of Equal Opportunity (OEO) manages and monitors the Washington State Department of Transportation's Equal Opportunity, Affirmative Action, and Contract Compliance programs.  OEO has two basic units: The External Civil Rights Branch (ECRB) and the Internal Civil Rights Branch (ICRB).  The goal of OEO's programs and services are to support and enhance WSDOT's commitment to a diverse workforce.

WSDOT submitted an interim DBE goal methodology to the FHWA for review and approval pursuant to 49 CFR 26.45 to establish the overall DBE goal for federally assisted highway contracts.

For Federal fiscal Year (FFY) 20XX, WSDOT has established a proposed interim goal of XX.XX%.

WSDOT encourages the voluntary use of DBE firms in the design and construction of its projects, as these will be counted toward WSDOT’s overall race-neutral goals.  The Office of Equal Opportunity (OEO) is closely monitoring these race-neutral activities and their results.  

The Washington State Office of Minority and Women’s Business Enterprises (OMWBE) will continue to certify DBE firms and maintain the directory of MBE, WBE and DBE firms.  In addition, under contract with WSDOT, OMWBE will continue to provide support services for DBE’s performing highway related work.  

Contracting Strategies

Describe any innovative acquisition strategies to be incorporated into the project, such as Design-Build or Public-Private-Partnerships.  Also describe any use of cost-plus-time bidding, lane rental, and bid options, or other simultaneous procurements of similar scopes with options to award.
All Contracting will be carried out in accordance with the WSDOT policies and procedures defined in the Construction Manual.
Contractor Outreach Meetings

Describe any efforts to consult with contractors during the early design process.  The level of involvement by contractors should be discussed along with any procurement restrictions on contractors involved in the outreach meetings.

Partnering 

Document the process used to enhance working relationships in contract administration activities with contractors.  The Project Management Plan should document the level of organizational involvement and the professional facilitation for the key partnering processes, including any partnership development and team-building workshops.
Owner Controlled Insurance Programs

The use of wrap-up, or Owner Controlled Insurance Programs (OCIPs) should be documented in the Project Management Plan. OCIPs are programs in which the owner provides the project insurance for itself and the contractors (Construction Manager, general contractors, and subcontractors) working on the project. With OCIPs, the owner takes nearly all of the responsibility for insurance needs including the direct payment of premiums and the management and administration of the entire program.
Use of OCIPS is not cost-effective in Washington State due to state regulations.

Other Sections of Benefit to the Project
Type your project-specific information here, deleting this text and the text that follows, and removing the shading from the final document.  Modify any suggested boilerplate language (highlighted in green) to suit the specifics of your project.

Include any other project functions that the project manager and/or sponsors feel would be beneficial to include in the Project Management Plan to ultimately help in meeting project objectives.
Appendices

Type your project-specific information here, deleting this text and the text that follows, and removing the shading from the final document.  
Appendices to the Project Management Plan could include any formal plans named earlier in the document, prior interagency agreements or other applicable documents that will aid the users of the Project Management Plan in understanding the project and its management strategies.
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