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Introduction

Purpose

Note: Briefly describe the purpose of the document.  For example, the purpose of the document may be to define the approach to quality management that will be applied to the project.

The purpose of this document is to define the procedures for Resource Management that are used on the <Project Name> project for <Company Long Name>.

Scope and Application

Note: Briefly describe the scope of the document.  For example, is the document for Quality Review? Is the document applicable to a particular project phase or phases?  Is the document mandatory for all areas and participants in the project?

This document defines the following topics for Project Management of the <Project Name> <Project Phase>:

· Roles and Responsibilities

· Staff Induction

· Administration

· Staff Review Schedule

· Client Relationships

· Environment Maintenance

· Equipment Control

The procedures are to be applied to both <Consultant> and <Company Short Name> responsibilities across the project.

Related Documents

Note: List any documents that users of this document may need to refer to while reading this document.  At a minimum, refer readers to contractual documents.  Define all referenced documents by name, document reference, version (if appropriate), and date (if appropriate).  If the list of referenced documents is long, then you may include the list in an appendix at the end of the document and refer readers to the appendix in this section.

1. <Consultant> Proposal for <Project Name> 

2. Project Management Plan for <Project Name> 

Roles and Responsibilities

Note: Define here the roles and responsibilities of individual team members.  This can be derived from standard OM roles with tailoring to suit the needs of the actual project.  Ideally include client staff and make this a communication tool for project team members.

Project Steering Group

This consists of:

Client Project Manager

<Consultant> Project Manager

Team Leader

Staff Induction

All staff joining the project are provided with a Project Orientation Package containing the Project Management Plan document and other selected documentation to help them perform efficiently.

Define the contents of the induction materials here.

Administration

Include specific project detail about topics such as arranging travel, taking holidays, allocating security passes, and reporting absence.

Travel

Holidays

Absence

Security Passes

Machine Accounts

Staff Review Schedule

This section defines the review schedule for project staff, and it usually excludes client staff.

	Staff Name
	Reviewer Name
	Last Review Date
	Next Review Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Client Relationships

Review Meetings

The following meetings are held with <Company Long Name> during the project:

Other Client (Informal) Meeting Arrangements

These are:

Environment Maintenance

Describe who will maintain the project working environment in detail.  Include DBA, System Administration, and CM responsibilities

Maintenance Authority

Responsibilities

Account Setup

Consumables and Other Purchases

Equipment Control

Describe here the arrangements for safeguarding the environment, such as Access control, backup arrangements, and how to issue a service request.

Equipment Control

Use the Incoming Item Record to track all hardware and software for the life of the project.

Access Control

The following arrangements for Access Control have been set up:

Backup Arrangements

Backups are performed on the following basis:

Service Requests

Service requests are handled by:

Equipment Faults

Use the Equipment Fault Record to log equipment faults with ....
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