
 

 

 

Advanced Diploma of Program Management 

 

Business Information Pack 

 
Mandatory assessment resource for students  

 

 

 

  Assessors, please ensure each student is provided with their own copy at the 
commencement of the assessment task.   

 

 

 

Students, please note:   

This pack contains information you need to complete the assessment tasks for some of the 
units on your Advanced Diploma. 

  



 

2 
 

Contents 
Introduction .................................................................................................................................................. 3 

About Albright Institute ................................................................................................................................ 3 

Important terms/references to help with this project ................................................................................. 4 

Glossary ........................................................................................................................................................ 4 

Project Management Approach .................................................................................................................... 5 

High Level Project Scope ............................................................................................................................... 6 

Timeline ........................................................................................................................................................ 9 

Major Project Deliverables ............................................................................................................................ 9 

Constraints.................................................................................................................................................... 9 

Work Breakdown Structure & Project Schedule development .................................................................. 10 

Project Scope Management Plan ............................................................................................................... 10 

Scope Change Management Plan ................................................................................................................ 11 

Schedule Management Plan ....................................................................................................................... 12 

Communications Management Plan ........................................................................................................... 13 

Staffing Management Plan ......................................................................................................................... 14 

Resource Calendar ...................................................................................................................................... 15 

Budget ........................................................................................................................................................ 16 

Cost Management Plan .............................................................................................................................. 17 

Procurement Management Plan ................................................................................................................ 17 

Quality Management Plan .......................................................................................................................... 18 

Appendix 1 – Organisation Chart ............................................................................................................... 19 

 

 

  



 

3 
 

Albright Institute - Project Overview 
 

Introduction 
Senior Management at Albright Institute have recently approved a project to implement a new College 
Management System (CMS) for use across the organisation. This new CMS will replace the existing 
CMS that is being used at Albright and is known as “NextGen”.  NextGen has been used since 2013 
and is no longer suitable for student use.   
 
This project is considered critical to the success of the business and must proceed. 

 

About Albright Institute 
Albright Institute is a Registered Training Organisation (RTO) approved by the Australian Skills Quality 
Authority (ASQA).  They specialise in education for international students and deliver Diploma, 
Associate Diploma and short courses in Business, Marketing, Interpreting and Translation, English and 
Personal Development.  
 
An organisational chart is shown below detailing how the company is structured.  The company has 
approximately 350 students from Latin America, China, India, Korea, Japan and several European 
countries including Turkey and France. 
 
Located at head office in Melbourne are the Marketing Department, IT, Operations (which includes 
the Legal department), Administration and Accounts Department. 
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Important terms/references to help with this project 
 

 Steering Committee – The steering committee on this project is made up of key, important senior 
managers who will help the project manager drive this project.  The steering committee consists of: 

o The Chief Executive Officer (CEO) – Project sponsor 
o The IT Manager (CIO) 
o Marketing Manager – Senior User 
o Administration Manager – Senior User  
o Academic Manager – Senior User 
o Accounts Manager – Observer & Financial Support 
o Operations Manager – Observer 

 
 End Users – The people who will be using the new CMS software in their day-to-day jobs along with 

the students.  In this project, the end users will be considered the management and team members 
from Administration, Marketing and the Academic team including all teachers. 

 
 Stakeholders – The people who are impacted, either directly or indirectly, by the delivery of the 

project and the end users are considered part of this group. There are many levels of stakeholders 
and these need to be identified when planning communications and managing information.  Not all 
stakeholders receive the same level of communication or information and care must be taken when 
addressing this during your communications planning process. 

 

Glossary 
 
Below is listed an explanation of several terms used in this Business Information Pack to assist with 
understanding the Albright Institute College Management System project. 
 
 Configuration of software:  Where generic software has been purchased and now needs to have 

Albright information entered to allow the company to use the software. 
 Customisation of software: Where generic software has been purchased but does not work as 

required, the software must be customised especially for Albright Institute. 
 Clean-up of data (also referred to as data-cleansing) : Information in an existing CMS database is out 

of date, incorrect or no longer relevant it needs to either be deleted or corrected before being entered 
into the new CMS. 

 Data migration: The transfer of data from one CMS to another CMS, usually done electronically but 
can be done manually. 

 Methodologies: a system of methods used in a particular activity 
 Process maps: Usually diagrams and flow charts that explains in a visual manner how a process works  
 User acceptance testing (UAT): Testing that is performed by the end user/customer to test whether 

the delivered software solution does what it is supposed to do and meets their requirements. 
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Project Management Approach 
You are the Project Manager and have the overall authority and responsibility for managing and 
executing this project according to the Project Plan. The project team will consist of personnel from 
Operations and Information Technology along with team members who perform the tasks of Change 
and Quality control, instructional design and training among others. You will also need to recruit outside 
consultants/contractors to your project as necessary. (see Staffing Management Plan)  
 
The project manager will work with all resources to perform project planning. All project and subsidiary 
management plans will be reviewed and approved by the project sponsor and the project steering 
committee as required. All funding decisions will also be made by the project sponsor in consultation 
with other steering committee members. Any delegation of approval authority to the project manager 
should be done in writing and be signed by both the project sponsor and project manager. 
 
The project team will be a matrix in that team members from each organisation (or functional team) 
continue to report to their immediate management throughout the duration of the project with the 
exception of outside contractors who will report to the project manager directly. The project manager 
is responsible for communicating with organisational managers on the progress and performance of 
each project resource. 
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High Level Project Scope 
The high level scope of Albright Institute’ CMS project includes:  

 A review of all current business processes 
 Detailed requirements gathering from all impacted work areas, Administration, Marketing 

and Academic 
 Purchase and configuration of a suitable software product 
 Customisation of selected software as necessary to meet Albright Institute’ requirements 
 Review and clean-up of existing data prior to migration to the new CMS to reduce the number 

of duplicate student entries 
 Software testing and installation 
 Purchase of user licenses 
 Data migration 
 End user training 
 Go live rollout and support. 

 
 

Project Approach 
The chart below lists the major milestones & activities for the CMS Project. This chart is comprised 
only of major project milestones such as completion of a project phase or gate review and are not 
necessarily in the order that they will be actioned.  
There will also be smaller milestones which are not included on this chart but must be included in the 
project schedule and WBS. If there are any scheduling delays which may impact a milestone or 
delivery date, the project manager must be notified immediately so proactive measures may be taken 
to mitigate slips in dates. Any approved changes to these milestones or dates will be communicated 
to the project team by the project manager.  
 
For the purposes of this project, an initial investigation and evaluation of 4 different types of CMS has 
already been undertaken. A decision was made to develop the RTOManager College Management 
System (CMS) to fit Albright Institute’ needs prior to the appointment of a project manager.  Knowing 
that RTOManager CMS is now to be used it is part of the project manager’s responsibility to now 
ensure all requirements are gathered and the new CMS is developed to fit these requirements. 
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Project Phases and detailed scope 
 
1. Initiation   Establish the Project Charter 

 Approve Project Charter by Project Sponsor, CEO of Wilson & Jones 
 Appoint initial project team 
 Begin developing Project Management Plan (PMP) including assessing 

project constraints, assumptions and exclusions 
 Define the initial project scope and develop high level WBS 
 Set up Project Governance structure including Steering Committee 
 Phase Review and approval from Sponsor to proceed to Planning Phase 

2.  Planning  WBS and WBS Dictionary refined and project schedule developed 
  Hold requirements gathering workshops with impacted stakeholders 

 Have all requirements documented 
 Review of documented requirements by stakeholders 
 Sign off on requirements by Steering Committee 
 Engage with the Legal Officer to develop Tender documentation 
 Raise RFP (Request for Proposal) and conduct initial discussions with 

potential vendors 
 Shortlist 4 Vendors to be assessed 
 Issue final RFT (Request for Tender) document to 4 Vendors, give 30 

days for response 
 Vendors respond and present their proposed solutions 
 Evaluation of Vendor proposals and including cost assessments.  This 

includes customisation and configuration requirements 
 Decision made on final Vendor (RTOManager College Management 

System) and approval by Steering Committee  
 IT requirements determined, hardware capacity and storage 
 Develop the Project Budget including costs from RTO Manager 
 Development of Communications Plan and Change Plans 
 Approval of Project Management Plan and authority to proceed to 

Delivery phase by the Project Steering Committee.  PMP to include 
scope, costs, quality, resource requirements, WBS and schedule 
 

3. Execution   Sign contract with RTOManager 
 Configuration and customisation for RTOManager including development 

of reporting 
 Testing & review of the customisation and configuration  
 Conduct Stakeholder briefings to prepare users for the change 
 Recruit Trainer to write training material & deliver training 
 Schedule training for all Albright users  
 Training (Teachers will train the students in class after Go Live 
 Write procedures manuals 
 Write process maps and documents for end users 
 User acceptance testing (UAT) Pilot group testing 
 System corrections and finish customisation 
 Go Live activities, staggered across the company over 2 weeks 

4. Closure  Technical support handover including full review of end product against 
initial requirements 



 

8 
 

 Post implementation review 
 Final communication plan review 
 Close any outstanding Risks or Issues 
 Sign off and close project budget 
 Produce end of project report 
 Ensure all documentation required for the project is finalised 
 Ensure the stakeholders have been involved in the decision and 

assessment that the project is complete 
 Project closedown authorised by Project Sponsor 

5. Monitor and 
control 

 Weekly project team meetings following project authorisation 
 Monthly project steering committee meetings with PM, IT Lead to review 

progress 
 Additional steering committee meetings as required  
 Monthly review of project governance between PM and Project Sponsor 
 Monthly review of project budget between PM and Finance Manager 
 Develop integrated scope control, schedule control and cost control 

process 
 Perform quality control management 
 Manage project team performance  
 Risk and Issue monitoring and control 
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Timeline  

Project Stage Start Finish Duration 
1. Implementation  January March 60d 
2. Planning April June 90d 
3. Execution July October 120d 
4. Closure November December 35d 

 

Major Project Deliverables 
 

 Project implementation  

 Detailed Requirements documentation 

 Business Case 

 Completion of scope statement and WBS/WBS Dictionary  

 Baselined project schedule  

 Approval of final project budget  

 Project kick-off  

 Approval of roles and responsibilities  

 Requirements definition approval  

 Completion of data mapping/inventory  

 Fully configured CMS to meet Albright Institute’ needs 

 Detailed Business Process Documents 

 Detailed User Manuals 

 Policy & Procedures manuals 

 Acceptance of final deliverables  
 

Constraints 
 

 Delivery date 
 Scope  
 Budget 
 Resources 
 Acceptance of the change 
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Work Breakdown Structure & Project Schedule development 
The WBS for the CMS Project is comprised of work packages which do not exceed 40 hours of work but 
are at least 4 hours of work. Work packages were developed through close collaboration among project 
team members and stakeholders with input from functional managers and research from past projects. 
The WBS Dictionary defines all work packages for the CMS Project. These definitions include all tasks, 
resources, and deliverables. Every work package in the WBS is defined in the WBS Dictionary and will aid 
in resource planning, task completion, and ensuring deliverables meet the project requirements. 
 

The CMS Project schedule was derived from the WBS and Project Charter with input from all project 
team members. The schedule was completed, reviewed by the project sponsor and the project steering 
committee, and approved and base-lined. The schedule will be maintained as a MS Project Gantt Chart 
by the CMS Project Manager. Any proposed changes to the schedule will follow Albright Institute’s 
change control process. If established boundary controls may be exceeded, a change request will be 
submitted to the Project Manager. The Project Manager and team will determine the impact of the 
change on the schedule, cost, resources, scope, and risks. If it is determined that the impacts will exceed 
the boundary conditions, then the change will be forwarded to the Project Sponsor for review and 
approval. The CMS boundary conditions are: 

 CPI less than 0.8 or greater than 1.2 
 SPI less than 0.8 or greater than 1.2 

 
If the change is approved by the Project Sponsor then it will be implemented by the Project Manager 
who will update the schedule and all documentation and communicate the change to all stakeholders in 
accordance with the Change Control Process. 

Project Scope Management Plan  
Scope management for the CMS Project will be the sole responsibility of the Project Manager. The scope 
for this project is defined by the Scope Statement, Work Breakdown Structure (WBS) and WBS Dictionary. 
The Project Manager, Sponsor, and relevant stakeholders will establish and approve documentation for 
measuring project scope which includes deliverable quality checklists and work performance 
measurements.  
 
Proposed scope changes may be initiated by the Project Manager, key stakeholders or any member of 
the core project team (see Scope Change Management Plan below). All change requests will be submitted 
to the Project Manager who will then evaluate the requested scope change. Upon acceptance of the 
scope change request the Project Manager will submit the scope change request to the Change Control 
Board and Project Sponsor for acceptance. Upon approval of scope changes by the Change Control Board 
and Project Sponsor the Project Manager will update all project documents and communicate the scope 
change to all stakeholders. Based on feedback and input from the Project Manager and Stakeholders, the 
Project Sponsor is responsible for the acceptance of the final project deliverables and project scope. 
  
The Project Sponsor is responsible for formally accepting the project’s final deliverable. This acceptance 
will be based on a review of all project documentation, testing results, beta trial results, and completion 
of all tasks/work packages and product functionality.  
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Scope Change Management Plan 
The following steps comprise Albright Institute’s organisation change control process for all projects 
and will be utilised on the CMS project: 
 

 Step #1: Identify the need for a change (Relevant project team member) 
 

o Requestor will submit a completed change request form to the project manager 
 

 Step #2: Log change in the change request register (Project Manager) 
 

o The project manager will maintain a log of all change requests for the duration of the 
o Project (assisted by the Project Analyst) 

 

 Step #3: Conduct an evaluation of the change (Project Manager, Relevant project 
team members, Requestor) 

 

 The project manager will conduct an evaluation of the impact of the change to cost, risk, 
schedule, and scope 

 

 Step #4: Submit change request to Change Control Board (CCB) if necessary (Project Manager) 
 

o The project manager will submit the change request and analysis to the CCB for review 
 

 Step #5: Change Control Board decision (CCB) 
 

The CCB will discuss the proposed change and decide whether or not it will be approved 
based on all submitted information 

 

 Step #6: Implement change (Project Manager) 
 

If a change is approved by the CCB, the project manager will update and re-baseline project 
documentation as necessary as well as ensure any changes are communicated to the team and 
stakeholders. Any team member may submit a change request for the CMS Project. The IT Manager for 
Albright Institute will chair the CCB and any changes to project scope, cost, or schedule must meet his 
(or her) approval. All change requests will be logged in the change control register by the Project 
Manager and tracked through to completion whether approved or not. 
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Schedule Management Plan  
Project schedules for the CMS Project will be created using MS Project software starting with the 
deliverables identified in the project’s Work Breakdown Structure (WBS). Activity definition will identify 
the specific work packages which must be performed to complete each deliverable. Activity sequencing 
will be used to determine the order of work packages and assign relationships between project activities. 
Activity duration estimating will be used to calculate the number of work periods required to complete 
work packages. Resource estimating will be used to assign resources to work packages in order to 
complete schedule development.  
 
Once a preliminary schedule has been developed, it will be reviewed by the project team and any 
resources tentatively assigned to project tasks. The project team and resources must agree to the 
proposed work package assignments, durations, and schedule. Once this is achieved the project sponsor 
will review and approve the schedule and it will then be baselined. 
  
In accordance with Albright Institute’ organisational standard, the following will be designated as 
milestones for all project schedules:  
 Completion of scope statement and WBS/WBS Dictionary  
 Baselined project schedule  
 Approval of final project budget  
 Project kick-off  
 Approval of roles and responsibilities  
 Requirements definition approval  
 Completion of data mapping/inventory  
 Project implementation  
 Acceptance of final deliverables  

 
Roles and responsibilities for schedule development are as follows:  
 

 The project manager will be responsible for facilitating work package definition, sequencing, and 
estimating duration and resources with the project team. The project manager will also create the 
project schedule using MS Project software and validate the schedule with the project team, 
stakeholders, and the project sponsor. The project manager will obtain schedule approval from the 
project sponsor and baseline the schedule.  

 The project team is responsible for participating in work package definition, sequencing, duration, 
and resource estimating. The project team will also review and validate the proposed schedule and 
perform assigned activities once the schedule is approved.  

 The project sponsor will participate in reviews of the proposed schedule and approve the final 
schedule before it is base lined.  

 Key project stakeholders, including the steering committee, will participate in reviews of the 
proposed schedule and assist in its validation.  
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Communications Management Plan 
The Communications Management Plan sets the communications framework for this project. It will 
serve as a guide for communications throughout the life of the project and will be updated as 
communication requirements change. This plan identifies and defines the roles of CMS project team 
members as they pertain to communications. It also includes a communications matrix which maps 
the communication requirements of this project, and communication conduct for meetings and 
other forms of communication. A project team directory is also included to provide contact 
information for all stakeholders directly involved in the project. 
The Project Manager will take the lead role in ensuring effective communications on this project. 
The communications requirements are documented in the Communications Matrix below. The 
Communications Matrix will be used as the guide for what information to communicate, who is to 
do the communicating, when to communicate it, and to whom to communicate. 

 
Example ONLY: 

 

Communication 
Type 

Description Frequency Format Participants/ 
Distribution 

Deliverable Owner 

Weekly status Email Weekly Email Project Status Project 
report summary of   Sponsor, Report Manager 

 project   Team and   
 status   Stakeholders   

Weekly project Meeting to Weekly In Project Team Updated Project 
team meeting review  Person  Action Manager 

 action    Register  
 register and      
 status      

       
Other detail. 
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Staffing Management Plan 
The CMS Project will consist of a matrix structure with support from various internal organisations. 
Staffing requirements for the CMS Project include (but are not necessarily restricted to) the following 
roles: 

 

 Project Manager (1 position) – responsible for all management for the CMS Project. The Project 
Manager is responsible for planning, creating, and/or managing all work activities, variances, 
tracking, reporting, communication, performance evaluations, staffing, and internal 
coordination with functional managers. 

 

 Legal Officer (1 position) – responsible for overseeing the preparation of the RFT (Request for 
Tender) which will be issued to 4 external suppliers for the provision of a CMS to Albright 
Institute.  Reporting directly to the Operations Manager, the Legal Officer will also have an 
indirect reporting line to the Project Manager. S/he will be responsible for issuing the RFT, 
managing the responses and issuing the final contracts to be signed by the successful supplier 
(in this instance, RTOManager). 

 
 

 IT Lead (1 position) – responsible for overseeing the sourcing, configuring and implementing of 
software for the CMS Project. Responsible for working with the Project Manager to create work 
packages, manage risk, manage schedule, identify requirements, and create reports. The IT 
Manager will be managed by the Project Manager who will provide performance feedback to 
the functional manager. 

 

 Deployment Manager (1 position) – responsible for assisting the IT Manager and Project 
Manager in configuration and implementation of software, including data cleansing and 
migration. The Deployment Manager will be managed by the Project Manager who will also 
provide feedback to the IT Manager for performance evaluations. 

 

 Software Developer (1 position) – responsible for developing and writing the software for the 
new RTOManager College Management System.  This will include the software to be used by 
the students when submitting their assessments online along with all software used within the 
Academic and Administration teams.  The Software Developer will report to the IT Lead. 

 

 Quality Analyst (1 position) – responsible for assisting the Project Manager and in creating and 
tracking quality control and assurance standards. The Quality Analyst will have primary 
responsibility for compiling quality reporting and metrics for the Project Manager to 
communicate. The Quality Analyst will be managed by the Project Manager who will provide 
feedback to the functional manager for performance evaluations. 

 

 Project Assistant/Analyst (1 position) – responsible for compiling all project documentation 
and reporting into organisational formats. Responsible for assisting the Project Manager in 
revision control for all project documentation. Responsible for scribing duties during all 
project meetings and maintaining all project communication distribution lists. The Project 
Analyst will be managed by the Project Manager and has been recruited in from an external 
hiring agency. 

 

 Testing Specialists (2 positions) – responsible for helping establish testing specifications for 
the CMS Project with the assistance of the Project Manager, the Deployment Manager and 
the IT Lead. Responsible for ensuring all testing is complete and documented in accordance 
with quality standards. Responsible for ensuring all testing resources are coordinated. The 
Testing Specialists will be managed by the Project Manager who will also provide feedback 
to the functional manager for performance evaluations. 
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 CMS Trainer (1 position, externally recruited) – responsible for developing the training 

material for users throughout Albright Institute and for training the Administration team and 
the Academic team on the use of the new CMS. The CMS Trainer will be managed by the 
Project Manager who will also provide feedback to the external agency from where the 
Trainer was hired for performance evaluations. 

 

 Change Manager (1 position, externally recruited) – responsible for management of the 
communications and works closely with the project manager.  Will support the design, 
development, delivery and management of communications. Will also conduct impact 
analyses, assess change readiness and identify key stakeholders in conjunction with the 
project manager. The Change Manager will be managed by the Project Manager who will also 
provide feedback to the external agency from where the Change Manager was hired for 
performance evaluations. 

 

The Project Manager will negotiate with all necessary Albright Institute functional managers in order 
to identify and assign resources for the CMS Project. All resources must be approved by the appropriate 
functional manager before the resource may begin any project work. The project team will not be co-
located for this project and all resources will remain in their current workspace. 

 

Resource Calendar 
The CMS Project may not require all project team members for the entire duration of the project and 
levels of effort will vary as the project progresses. The Project is scheduled to last approximately 9 
months with all team members working a standard 37.5-hour work week. If a project team member is 
not required for a full 37.5hr work week at any point during the project, their efforts outside of the 
CMS Project will be at the discretion of their Functional Manager. 
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Budget 
The cost baseline for the CMS project includes all budgeted costs for the successful completion of the 
project. 

 
Project Activity Budgeted Total Comments 
1. Internal Analysis $10,000 Includes work hours for all necessary project team 

members to gather requirements and plan the 
project 

2. System 
Configuration 

$12,000 Includes work hours for all relevant project team 
members for configuring the purchased system. 

3. Development $25,000 Includes all work relating to the establishment of 
the system 

4. Testing $7,000 Includes work hours for all project team members 
for testing the system 

5. Training and 
Support 

$12,500 Includes work hours for all project team members 
for work on CMS training and providing support 

6. Go Live Activities $1,000 Includes all work hours for transitioning the CMS 
project to relevant functional managers 

RTOManager Budgeted Total Comments 
1. RTOManager CMS $50,000 Includes basic, “off the shelf” general software 

platform used by all companies worldwide
2. Licenses 
3. Configuration 

$7,000 Licenses for each person using RTOManager. 
$5,000 Includes work provided by RTOManager personnel 

to develop their “off the shelf” product specifically 
for Albright Institute 

4. Customisation $5,000 To customise RTOManager specifically for our 
needs 
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Cost Management Plan  
The Project Manager will be responsible for managing and reporting on the project’s cost throughout the 
duration of the project. The Project Manager will present and review the project’s cost performance during 
the monthly project status meeting. Using earned value calculations, the Project Manager is responsible 
for accounting for cost deviations and presenting the Project Sponsor with options for getting the project 
back on budget. All budget authority and decisions, to include budget changes, reside with the CMS Project 
Sponsor.  
 
Cost and Schedule Performance Index (CPI and SPI respectively) will be reported on a monthly basis by the 
Project Manager to the Project Sponsor. Variances of 10% or +/- 0.1 in the cost and schedule performance 
indexes will change the status of the cost to yellow or cautionary. These will be reported and if it’s 
determined that there is no or minimal impact on the project’s cost or schedule baseline then there may 
be no action required. Cost variances of 20%, or +/- 0.2 in the cost and schedule performance indexes will 
change the status of the cost to red or critical. These will be reported and require corrective action from 
the Project Manager in order to bring the cost and/or schedule performance indexes back in line with the 
allowable variance. Any corrective actions will require a project change request and be must approved by 
the CCB before it can be implemented. 
 
Earned value calculations will be compiled by the Project Manager and reported at the monthly project 
status meeting. If there are indications that these values will approach or reach the critical stage before a 
subsequent meeting, the Project Manager will communicate this to the Project Sponsor immediately.  
 
 

Procurement Management Plan  
The Project Manager will provide oversight and management for all procurement activities under this 
project. The Project Manager is authorised to approve all procurement actions up to $5,000. Any 
procurement actions exceeding this amount must be approved by the Project Sponsor.  
 
Outside of the procurement of the RTOManager CMS, this project requires minimal or no procurement.  
In the event procurement is required, the Project Manager will work with the project team to identify all 
items or services to be procured for the successful completion of the project. The Project Manager will 
then ensure these procurements are reviewed by the Operations Manager and presented to the steering 
committee as necessary. The steering committee will then review the procurement actions, determine 
whether it is advantageous to make or buy the items or resource required services internally, and begin 
the vendor selection, purchasing and the contracting process. 
  
In the event a procurement becomes necessary, the Project Manager will be responsible for management 
any selected vendor or external resource. The Project Manager will also measure performance as it relates 
to the vendor providing necessary goods and/or services and communicate this to the steering committee. 
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Quality Management Plan  
All members of the CMS project team will play a role in quality management. It is imperative that the 
team ensures that work is completed at an adequate level of quality from individual work packages to 
the final project deliverable. The following are the quality roles and responsibilities for the CMS  
 
 The Project Sponsor is responsible for approving all quality standards for the CMS Project. The Project 

Sponsor will review all project tasks and deliverables to ensure compliance with established and 
approved quality standards. Additionally, the Project Sponsor will sign off on the final acceptance of 
the project deliverable.  

 
 The Project Manager is responsible for quality management throughout the duration of the project. 

The Project Manager is responsible for implementing the Quality Management Plan and ensuring all 
tasks, processes, and documentation are compliant with the plan. The Project Manager will work with 
the project’s quality specialists to establish acceptable quality standards. The Project Manager is also 
responsible for communicating and tracking all quality standards to the project team and stakeholders.  

 
 The Quality Specialists are responsible for working with the Project Manager to develop and 

implement the Quality Management Plan. Quality Specialists will recommend tools and 
methodologies for tracking quality and standards to establish acceptable quality levels. The Quality 
Specialists will create and maintain Quality Control and Assurance Logs throughout the project.  

 
 The remaining member of the project team, as well as the stakeholders will be responsible for assisting 

the Project Manager and Quality Specialists in the establishment of acceptable quality standards. They 
will also work to ensure that all quality standards are met and communicate any concerns regarding 
quality to the Project Manager.  

 
 Quality control for the CMS Project will utilise tools and methodologies for ensuring that all project 

deliverables comply with approved quality standards. To meet deliverable requirements and 
expectations, we must implement a formal process in which quality standards are measured and 
accepted. The Project Manager will ensure all quality standards and quality control activities are met 
throughout the project. The Quality Specialists will assist the Project Manager in verifying that all 
quality standards are met for each deliverable. If any changes are proposed and approved by the 
Project Sponsor and CCB, the Project Manager is responsible for communicating the changes to the 
project team and updating all project plans and documentation.  

 
 Quality assurance for the CMS Project will ensure that all processes used in the completion of the 

project meet acceptable quality standards. These process standards are in place to maximise project 
efficiency and minimise waste. For each process used throughout the project, the Project Manager 
will track and measure quality against the approved standards with the assistance of the Quality 
Specialists and ensure all quality standards are met. If any changes are proposed and approved by the 
Project Sponsor and CCB, the Project Manager is responsible for communicating the changes to the 
project team and updating all project plans and documentation.  
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Albright Institute - Project Overview 
 

Introduction 
Senior Management at Albright Institute have recently approved a project to implement a new College 
Management System (CMS) for use across the organisation. This new CMS will replace the existing 
CMS that is being used at Albright and is known as “NextGen”.  NextGen has been used since 2013 
and is no longer suitable for student use.   
 
This project is considered critical to the success of the business and must proceed. 

 

About Albright Institute 
Albright Institute is a Registered Training Organisation (RTO) approved by the Australian Skills Quality 
Authority (ASQA).  They specialise in education for international students and deliver Diploma, 
Associate Diploma and short courses in Business, Marketing, Interpreting and Translation, English and 
Personal Development.  
 
An organisational chart is shown below detailing how the company is structured.  The company has 
approximately 350 students from Latin America, China, India, Korea, Japan and several European 
countries including Turkey and France. 
 
Located at head office in Melbourne are the Marketing Department, IT, Operations (which includes 
the Legal department), Administration and Accounts Department. 
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Important terms/references to help with this project 
 

 Steering Committee – The steering committee on this project is made up of key, important senior 
managers who will help the project manager drive this project.  The steering committee consists of: 

o The Chief Executive Officer (CEO) – Project sponsor 
o The IT Manager (CIO) 
o Marketing Manager – Senior User 
o Administration Manager – Senior User  
o Academic Manager – Senior User 
o Accounts Manager – Observer & Financial Support 
o Operations Manager – Observer 

 
 End Users – The people who will be using the new CMS software in their day-to-day jobs along with 

the students.  In this project, the end users will be considered the management and team members 
from Administration, Marketing and the Academic team including all teachers. 

 
 Stakeholders – The people who are impacted, either directly or indirectly, by the delivery of the 

project and the end users are considered part of this group. There are many levels of stakeholders 
and these need to be identified when planning communications and managing information.  Not all 
stakeholders receive the same level of communication or information and care must be taken when 
addressing this during your communications planning process. 

 

Glossary 
 
Below is listed an explanation of several terms used in this Business Information Pack to assist with 
understanding the Albright Institute College Management System project. 
 
 Configuration of software:  Where generic software has been purchased and now needs to have 

Albright information entered to allow the company to use the software. 
 Customisation of software: Where generic software has been purchased but does not work as 

required, the software must be customised especially for Albright Institute. 
 Clean-up of data (also referred to as data-cleansing) : Information in an existing CMS database is out 

of date, incorrect or no longer relevant it needs to either be deleted or corrected before being entered 
into the new CMS. 

 Data migration: The transfer of data from one CMS to another CMS, usually done electronically but 
can be done manually. 

 Methodologies: a system of methods used in a particular activity 
 Process maps: Usually diagrams and flow charts that explains in a visual manner how a process works  
 User acceptance testing (UAT): Testing that is performed by the end user/customer to test whether 

the delivered software solution does what it is supposed to do and meets their requirements. 
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Project Management Approach 
You are the Project Manager and have the overall authority and responsibility for managing and 
executing this project according to the Project Plan. The project team will consist of personnel from 
Operations and Information Technology along with team members who perform the tasks of Change 
and Quality control, instructional design and training among others. You will also need to recruit outside 
consultants/contractors to your project as necessary. (see Staffing Management Plan)  
 
The project manager will work with all resources to perform project planning. All project and subsidiary 
management plans will be reviewed and approved by the project sponsor and the project steering 
committee as required. All funding decisions will also be made by the project sponsor in consultation 
with other steering committee members. Any delegation of approval authority to the project manager 
should be done in writing and be signed by both the project sponsor and project manager. 
 
The project team will be a matrix in that team members from each organisation (or functional team) 
continue to report to their immediate management throughout the duration of the project with the 
exception of outside contractors who will report to the project manager directly. The project manager 
is responsible for communicating with organisational managers on the progress and performance of 
each project resource. 
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High Level Project Scope 
The high level scope of Albright Institute’ CMS project includes:  

 A review of all current business processes 
 Detailed requirements gathering from all impacted work areas, Administration, Marketing 

and Academic 
 Purchase and configuration of a suitable software product 
 Customisation of selected software as necessary to meet Albright Institute’ requirements 
 Review and clean-up of existing data prior to migration to the new CMS to reduce the number 

of duplicate student entries 
 Software testing and installation 
 Purchase of user licenses 
 Data migration 
 End user training 
 Go live rollout and support. 

 
 

Project Approach 
The chart below lists the major milestones & activities for the CMS Project. This chart is comprised 
only of major project milestones such as completion of a project phase or gate review and are not 
necessarily in the order that they will be actioned.  
There will also be smaller milestones which are not included on this chart but must be included in the 
project schedule and WBS. If there are any scheduling delays which may impact a milestone or 
delivery date, the project manager must be notified immediately so proactive measures may be taken 
to mitigate slips in dates. Any approved changes to these milestones or dates will be communicated 
to the project team by the project manager.  
 
For the purposes of this project, an initial investigation and evaluation of 4 different types of CMS has 
already been undertaken. A decision was made to develop the RTOManager College Management 
System (CMS) to fit Albright Institute’ needs prior to the appointment of a project manager.  Knowing 
that RTOManager CMS is now to be used it is part of the project manager’s responsibility to now 
ensure all requirements are gathered and the new CMS is developed to fit these requirements. 
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Project Phases and detailed scope 
 
1. Initiation   Establish the Project Charter 

 Approve Project Charter by Project Sponsor, CEO of Wilson & Jones 
 Appoint initial project team 
 Begin developing Project Management Plan (PMP) including assessing 

project constraints, assumptions and exclusions 
 Define the initial project scope and develop high level WBS 
 Set up Project Governance structure including Steering Committee 
 Phase Review and approval from Sponsor to proceed to Planning Phase 

2.  Planning  WBS and WBS Dictionary refined and project schedule developed 
  Hold requirements gathering workshops with impacted stakeholders 

 Have all requirements documented 
 Review of documented requirements by stakeholders 
 Sign off on requirements by Steering Committee 
 Engage with the Legal Officer to develop Tender documentation 
 Raise RFP (Request for Proposal) and conduct initial discussions with 

potential vendors 
 Shortlist 4 Vendors to be assessed 
 Issue final RFT (Request for Tender) document to 4 Vendors, give 30 

days for response 
 Vendors respond and present their proposed solutions 
 Evaluation of Vendor proposals and including cost assessments.  This 

includes customisation and configuration requirements 
 Decision made on final Vendor (RTOManager College Management 

System) and approval by Steering Committee  
 IT requirements determined, hardware capacity and storage 
 Develop the Project Budget including costs from RTO Manager 
 Development of Communications Plan and Change Plans 
 Approval of Project Management Plan and authority to proceed to 

Delivery phase by the Project Steering Committee.  PMP to include 
scope, costs, quality, resource requirements, WBS and schedule 
 

3. Execution   Sign contract with RTOManager 
 Configuration and customisation for RTOManager including development 

of reporting 
 Testing & review of the customisation and configuration  
 Conduct Stakeholder briefings to prepare users for the change 
 Recruit Trainer to write training material & deliver training 
 Schedule training for all Albright users  
 Training (Teachers will train the students in class after Go Live 
 Write procedures manuals 
 Write process maps and documents for end users 
 User acceptance testing (UAT) Pilot group testing 
 System corrections and finish customisation 
 Go Live activities, staggered across the company over 2 weeks 

4. Closure  Technical support handover including full review of end product against 
initial requirements 
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 Post implementation review 
 Final communication plan review 
 Close any outstanding Risks or Issues 
 Sign off and close project budget 
 Produce end of project report 
 Ensure all documentation required for the project is finalised 
 Ensure the stakeholders have been involved in the decision and 

assessment that the project is complete 
 Project closedown authorised by Project Sponsor 

5. Monitor and 
control 

 Weekly project team meetings following project authorisation 
 Monthly project steering committee meetings with PM, IT Lead to review 

progress 
 Additional steering committee meetings as required  
 Monthly review of project governance between PM and Project Sponsor 
 Monthly review of project budget between PM and Finance Manager 
 Develop integrated scope control, schedule control and cost control 

process 
 Perform quality control management 
 Manage project team performance  
 Risk and Issue monitoring and control 
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Timeline  

Project Stage Start Finish Duration 
1. Implementation  January March 60d 
2. Planning April June 90d 
3. Execution July October 120d 
4. Closure November December 35d 

 

Major Project Deliverables 
 

 Project implementation  

 Detailed Requirements documentation 

 Business Case 

 Completion of scope statement and WBS/WBS Dictionary  

 Baselined project schedule  

 Approval of final project budget  

 Project kick-off  

 Approval of roles and responsibilities  

 Requirements definition approval  

 Completion of data mapping/inventory  

 Fully configured CMS to meet Albright Institute’ needs 

 Detailed Business Process Documents 

 Detailed User Manuals 

 Policy & Procedures manuals 

 Acceptance of final deliverables  
 

Constraints 
 

 Delivery date 
 Scope  
 Budget 
 Resources 
 Acceptance of the change 
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Work Breakdown Structure & Project Schedule development 
The WBS for the CMS Project is comprised of work packages which do not exceed 40 hours of work but 
are at least 4 hours of work. Work packages were developed through close collaboration among project 
team members and stakeholders with input from functional managers and research from past projects. 
The WBS Dictionary defines all work packages for the CMS Project. These definitions include all tasks, 
resources, and deliverables. Every work package in the WBS is defined in the WBS Dictionary and will aid 
in resource planning, task completion, and ensuring deliverables meet the project requirements. 
 

The CMS Project schedule was derived from the WBS and Project Charter with input from all project 
team members. The schedule was completed, reviewed by the project sponsor and the project steering 
committee, and approved and base-lined. The schedule will be maintained as a MS Project Gantt Chart 
by the CMS Project Manager. Any proposed changes to the schedule will follow Albright Institute’s 
change control process. If established boundary controls may be exceeded, a change request will be 
submitted to the Project Manager. The Project Manager and team will determine the impact of the 
change on the schedule, cost, resources, scope, and risks. If it is determined that the impacts will exceed 
the boundary conditions, then the change will be forwarded to the Project Sponsor for review and 
approval. The CMS boundary conditions are: 

 CPI less than 0.8 or greater than 1.2 
 SPI less than 0.8 or greater than 1.2 

 
If the change is approved by the Project Sponsor then it will be implemented by the Project Manager 
who will update the schedule and all documentation and communicate the change to all stakeholders in 
accordance with the Change Control Process. 

Project Scope Management Plan  
Scope management for the CMS Project will be the sole responsibility of the Project Manager. The scope 
for this project is defined by the Scope Statement, Work Breakdown Structure (WBS) and WBS Dictionary. 
The Project Manager, Sponsor, and relevant stakeholders will establish and approve documentation for 
measuring project scope which includes deliverable quality checklists and work performance 
measurements.  
 
Proposed scope changes may be initiated by the Project Manager, key stakeholders or any member of 
the core project team (see Scope Change Management Plan below). All change requests will be submitted 
to the Project Manager who will then evaluate the requested scope change. Upon acceptance of the 
scope change request the Project Manager will submit the scope change request to the Change Control 
Board and Project Sponsor for acceptance. Upon approval of scope changes by the Change Control Board 
and Project Sponsor the Project Manager will update all project documents and communicate the scope 
change to all stakeholders. Based on feedback and input from the Project Manager and Stakeholders, the 
Project Sponsor is responsible for the acceptance of the final project deliverables and project scope. 
  
The Project Sponsor is responsible for formally accepting the project’s final deliverable. This acceptance 
will be based on a review of all project documentation, testing results, beta trial results, and completion 
of all tasks/work packages and product functionality.  
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Scope Change Management Plan 
The following steps comprise Albright Institute’s organisation change control process for all projects 
and will be utilised on the CMS project: 
 

 Step #1: Identify the need for a change (Relevant project team member) 
 

o Requestor will submit a completed change request form to the project manager 
 

 Step #2: Log change in the change request register (Project Manager) 
 

o The project manager will maintain a log of all change requests for the duration of the 
o Project (assisted by the Project Analyst) 

 

 Step #3: Conduct an evaluation of the change (Project Manager, Relevant project 
team members, Requestor) 

 

 The project manager will conduct an evaluation of the impact of the change to cost, risk, 
schedule, and scope 

 

 Step #4: Submit change request to Change Control Board (CCB) if necessary (Project Manager) 
 

o The project manager will submit the change request and analysis to the CCB for review 
 

 Step #5: Change Control Board decision (CCB) 
 

The CCB will discuss the proposed change and decide whether or not it will be approved 
based on all submitted information 

 

 Step #6: Implement change (Project Manager) 
 

If a change is approved by the CCB, the project manager will update and re-baseline project 
documentation as necessary as well as ensure any changes are communicated to the team and 
stakeholders. Any team member may submit a change request for the CMS Project. The IT Manager for 
Albright Institute will chair the CCB and any changes to project scope, cost, or schedule must meet his 
(or her) approval. All change requests will be logged in the change control register by the Project 
Manager and tracked through to completion whether approved or not. 
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Schedule Management Plan  
Project schedules for the CMS Project will be created using MS Project software starting with the 
deliverables identified in the project’s Work Breakdown Structure (WBS). Activity definition will identify 
the specific work packages which must be performed to complete each deliverable. Activity sequencing 
will be used to determine the order of work packages and assign relationships between project activities. 
Activity duration estimating will be used to calculate the number of work periods required to complete 
work packages. Resource estimating will be used to assign resources to work packages in order to 
complete schedule development.  
 
Once a preliminary schedule has been developed, it will be reviewed by the project team and any 
resources tentatively assigned to project tasks. The project team and resources must agree to the 
proposed work package assignments, durations, and schedule. Once this is achieved the project sponsor 
will review and approve the schedule and it will then be baselined. 
  
In accordance with Albright Institute’ organisational standard, the following will be designated as 
milestones for all project schedules:  
 Completion of scope statement and WBS/WBS Dictionary  
 Baselined project schedule  
 Approval of final project budget  
 Project kick-off  
 Approval of roles and responsibilities  
 Requirements definition approval  
 Completion of data mapping/inventory  
 Project implementation  
 Acceptance of final deliverables  

 
Roles and responsibilities for schedule development are as follows:  
 

 The project manager will be responsible for facilitating work package definition, sequencing, and 
estimating duration and resources with the project team. The project manager will also create the 
project schedule using MS Project software and validate the schedule with the project team, 
stakeholders, and the project sponsor. The project manager will obtain schedule approval from the 
project sponsor and baseline the schedule.  

 The project team is responsible for participating in work package definition, sequencing, duration, 
and resource estimating. The project team will also review and validate the proposed schedule and 
perform assigned activities once the schedule is approved.  

 The project sponsor will participate in reviews of the proposed schedule and approve the final 
schedule before it is base lined.  

 Key project stakeholders, including the steering committee, will participate in reviews of the 
proposed schedule and assist in its validation.  
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Communications Management Plan 
The Communications Management Plan sets the communications framework for this project. It will 
serve as a guide for communications throughout the life of the project and will be updated as 
communication requirements change. This plan identifies and defines the roles of CMS project team 
members as they pertain to communications. It also includes a communications matrix which maps 
the communication requirements of this project, and communication conduct for meetings and 
other forms of communication. A project team directory is also included to provide contact 
information for all stakeholders directly involved in the project. 
The Project Manager will take the lead role in ensuring effective communications on this project. 
The communications requirements are documented in the Communications Matrix below. The 
Communications Matrix will be used as the guide for what information to communicate, who is to 
do the communicating, when to communicate it, and to whom to communicate. 

 
Example ONLY: 

 

Communication 
Type 

Description Frequency Format Participants/ 
Distribution 

Deliverable Owner 

Weekly status Email Weekly Email Project Status Project 
report summary of   Sponsor, Report Manager 

 project   Team and   
 status   Stakeholders   

Weekly project Meeting to Weekly In Project Team Updated Project 
team meeting review  Person  Action Manager 

 action    Register  
 register and      
 status      

       
Other detail. 
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Staffing Management Plan 
The CMS Project will consist of a matrix structure with support from various internal organisations. 
Staffing requirements for the CMS Project include (but are not necessarily restricted to) the following 
roles: 

 

 Project Manager (1 position) – responsible for all management for the CMS Project. The Project 
Manager is responsible for planning, creating, and/or managing all work activities, variances, 
tracking, reporting, communication, performance evaluations, staffing, and internal 
coordination with functional managers. 

 

 Legal Officer (1 position) – responsible for overseeing the preparation of the RFT (Request for 
Tender) which will be issued to 4 external suppliers for the provision of a CMS to Albright 
Institute.  Reporting directly to the Operations Manager, the Legal Officer will also have an 
indirect reporting line to the Project Manager. S/he will be responsible for issuing the RFT, 
managing the responses and issuing the final contracts to be signed by the successful supplier 
(in this instance, RTOManager). 

 
 

 IT Lead (1 position) – responsible for overseeing the sourcing, configuring and implementing of 
software for the CMS Project. Responsible for working with the Project Manager to create work 
packages, manage risk, manage schedule, identify requirements, and create reports. The IT 
Manager will be managed by the Project Manager who will provide performance feedback to 
the functional manager. 

 

 Deployment Manager (1 position) – responsible for assisting the IT Manager and Project 
Manager in configuration and implementation of software, including data cleansing and 
migration. The Deployment Manager will be managed by the Project Manager who will also 
provide feedback to the IT Manager for performance evaluations. 

 

 Software Developer (1 position) – responsible for developing and writing the software for the 
new RTOManager College Management System.  This will include the software to be used by 
the students when submitting their assessments online along with all software used within the 
Academic and Administration teams.  The Software Developer will report to the IT Lead. 

 

 Quality Analyst (1 position) – responsible for assisting the Project Manager and in creating and 
tracking quality control and assurance standards. The Quality Analyst will have primary 
responsibility for compiling quality reporting and metrics for the Project Manager to 
communicate. The Quality Analyst will be managed by the Project Manager who will provide 
feedback to the functional manager for performance evaluations. 

 

 Project Assistant/Analyst (1 position) – responsible for compiling all project documentation 
and reporting into organisational formats. Responsible for assisting the Project Manager in 
revision control for all project documentation. Responsible for scribing duties during all 
project meetings and maintaining all project communication distribution lists. The Project 
Analyst will be managed by the Project Manager and has been recruited in from an external 
hiring agency. 

 

 Testing Specialists (2 positions) – responsible for helping establish testing specifications for 
the CMS Project with the assistance of the Project Manager, the Deployment Manager and 
the IT Lead. Responsible for ensuring all testing is complete and documented in accordance 
with quality standards. Responsible for ensuring all testing resources are coordinated. The 
Testing Specialists will be managed by the Project Manager who will also provide feedback 
to the functional manager for performance evaluations. 
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 CMS Trainer (1 position, externally recruited) – responsible for developing the training 

material for users throughout Albright Institute and for training the Administration team and 
the Academic team on the use of the new CMS. The CMS Trainer will be managed by the 
Project Manager who will also provide feedback to the external agency from where the 
Trainer was hired for performance evaluations. 

 

 Change Manager (1 position, externally recruited) – responsible for management of the 
communications and works closely with the project manager.  Will support the design, 
development, delivery and management of communications. Will also conduct impact 
analyses, assess change readiness and identify key stakeholders in conjunction with the 
project manager. The Change Manager will be managed by the Project Manager who will also 
provide feedback to the external agency from where the Change Manager was hired for 
performance evaluations. 

 

The Project Manager will negotiate with all necessary Albright Institute functional managers in order 
to identify and assign resources for the CMS Project. All resources must be approved by the appropriate 
functional manager before the resource may begin any project work. The project team will not be co-
located for this project and all resources will remain in their current workspace. 

 

Resource Calendar 
The CMS Project may not require all project team members for the entire duration of the project and 
levels of effort will vary as the project progresses. The Project is scheduled to last approximately 9 
months with all team members working a standard 37.5-hour work week. If a project team member is 
not required for a full 37.5hr work week at any point during the project, their efforts outside of the 
CMS Project will be at the discretion of their Functional Manager. 

 
 
  



 

16 
 

Budget 
The cost baseline for the CMS project includes all budgeted costs for the successful completion of the 
project. 

 
Project Activity Budgeted Total Comments 
1. Internal Analysis $10,000 Includes work hours for all necessary project team 

members to gather requirements and plan the 
project 

2. System 
Configuration 

$12,000 Includes work hours for all relevant project team 
members for configuring the purchased system. 

3. Development $25,000 Includes all work relating to the establishment of 
the system 

4. Testing $7,000 Includes work hours for all project team members 
for testing the system 

5. Training and 
Support 

$12,500 Includes work hours for all project team members 
for work on CMS training and providing support 

6. Go Live Activities $1,000 Includes all work hours for transitioning the CMS 
project to relevant functional managers 

RTOManager Budgeted Total Comments 
1. RTOManager CMS $50,000 Includes basic, “off the shelf” general software 

platform used by all companies worldwide
2. Licenses 
3. Configuration 

$7,000 Licenses for each person using RTOManager. 
$5,000 Includes work provided by RTOManager personnel 

to develop their “off the shelf” product specifically 
for Albright Institute 

4. Customisation $5,000 To customise RTOManager specifically for our 
needs 
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Cost Management Plan  
The Project Manager will be responsible for managing and reporting on the project’s cost throughout the 
duration of the project. The Project Manager will present and review the project’s cost performance during 
the monthly project status meeting. Using earned value calculations, the Project Manager is responsible 
for accounting for cost deviations and presenting the Project Sponsor with options for getting the project 
back on budget. All budget authority and decisions, to include budget changes, reside with the CMS Project 
Sponsor.  
 
Cost and Schedule Performance Index (CPI and SPI respectively) will be reported on a monthly basis by the 
Project Manager to the Project Sponsor. Variances of 10% or +/- 0.1 in the cost and schedule performance 
indexes will change the status of the cost to yellow or cautionary. These will be reported and if it’s 
determined that there is no or minimal impact on the project’s cost or schedule baseline then there may 
be no action required. Cost variances of 20%, or +/- 0.2 in the cost and schedule performance indexes will 
change the status of the cost to red or critical. These will be reported and require corrective action from 
the Project Manager in order to bring the cost and/or schedule performance indexes back in line with the 
allowable variance. Any corrective actions will require a project change request and be must approved by 
the CCB before it can be implemented. 
 
Earned value calculations will be compiled by the Project Manager and reported at the monthly project 
status meeting. If there are indications that these values will approach or reach the critical stage before a 
subsequent meeting, the Project Manager will communicate this to the Project Sponsor immediately.  
 
 

Procurement Management Plan  
The Project Manager will provide oversight and management for all procurement activities under this 
project. The Project Manager is authorised to approve all procurement actions up to $5,000. Any 
procurement actions exceeding this amount must be approved by the Project Sponsor.  
 
Outside of the procurement of the RTOManager CMS, this project requires minimal or no procurement.  
In the event procurement is required, the Project Manager will work with the project team to identify all 
items or services to be procured for the successful completion of the project. The Project Manager will 
then ensure these procurements are reviewed by the Operations Manager and presented to the steering 
committee as necessary. The steering committee will then review the procurement actions, determine 
whether it is advantageous to make or buy the items or resource required services internally, and begin 
the vendor selection, purchasing and the contracting process. 
  
In the event a procurement becomes necessary, the Project Manager will be responsible for management 
any selected vendor or external resource. The Project Manager will also measure performance as it relates 
to the vendor providing necessary goods and/or services and communicate this to the steering committee. 
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Quality Management Plan  
All members of the CMS project team will play a role in quality management. It is imperative that the 
team ensures that work is completed at an adequate level of quality from individual work packages to 
the final project deliverable. The following are the quality roles and responsibilities for the CMS  
 
 The Project Sponsor is responsible for approving all quality standards for the CMS Project. The Project 

Sponsor will review all project tasks and deliverables to ensure compliance with established and 
approved quality standards. Additionally, the Project Sponsor will sign off on the final acceptance of 
the project deliverable.  

 
 The Project Manager is responsible for quality management throughout the duration of the project. 

The Project Manager is responsible for implementing the Quality Management Plan and ensuring all 
tasks, processes, and documentation are compliant with the plan. The Project Manager will work with 
the project’s quality specialists to establish acceptable quality standards. The Project Manager is also 
responsible for communicating and tracking all quality standards to the project team and stakeholders.  

 
 The Quality Specialists are responsible for working with the Project Manager to develop and 

implement the Quality Management Plan. Quality Specialists will recommend tools and 
methodologies for tracking quality and standards to establish acceptable quality levels. The Quality 
Specialists will create and maintain Quality Control and Assurance Logs throughout the project.  

 
 The remaining member of the project team, as well as the stakeholders will be responsible for assisting 

the Project Manager and Quality Specialists in the establishment of acceptable quality standards. They 
will also work to ensure that all quality standards are met and communicate any concerns regarding 
quality to the Project Manager.  

 
 Quality control for the CMS Project will utilise tools and methodologies for ensuring that all project 

deliverables comply with approved quality standards. To meet deliverable requirements and 
expectations, we must implement a formal process in which quality standards are measured and 
accepted. The Project Manager will ensure all quality standards and quality control activities are met 
throughout the project. The Quality Specialists will assist the Project Manager in verifying that all 
quality standards are met for each deliverable. If any changes are proposed and approved by the 
Project Sponsor and CCB, the Project Manager is responsible for communicating the changes to the 
project team and updating all project plans and documentation.  

 
 Quality assurance for the CMS Project will ensure that all processes used in the completion of the 

project meet acceptable quality standards. These process standards are in place to maximise project 
efficiency and minimise waste. For each process used throughout the project, the Project Manager 
will track and measure quality against the approved standards with the assistance of the Quality 
Specialists and ensure all quality standards are met. If any changes are proposed and approved by the 
Project Sponsor and CCB, the Project Manager is responsible for communicating the changes to the 
project team and updating all project plans and documentation.  
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