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Course Name
Plan of Action and Milestones (POAM) 
Executive Summary

DD Month Year
1. Summary of EPQs:

(if not an EPQ/RPQ driven course, then discuss task list, etc)
2. Project Plan and Timelines:

As per the following POAM, below is an explanation of the major milestones of the project with an estimated project completion date of Month Year.
· Analysis – Estimated completion date: Month Year 
· Course Design – Estimated completion date: Month Year
· Development – Estimated completion date: Month Year
· Implementation – Estimated completion date: Month Year

3. Anticipated capability and resource constraints:

(Communicate early about parameters/constraints to project, including resourcing and funding needs)
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Project Scope:
	Deliverable
	Success Criteria

	
	· 

	
	· 

	
	· 

	
	· 


	What is included
	What is not included

	· 
	· 


Project Schedule 
	Task 
	Start Date
(Actual)
	End Date
(Actual)
	Status
	POC
(Point of Contact)
	Comments

	ANALYSIS – MILESTONE 

	
	
	
	
	
	

	DESIGN – MILESTONE 

	
	
	
	
	
	

	
	
	
	
	
	

	DEVELOPMENT - MILESTONE 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	IMPLEMENTATION - MILESTONE 

	
	
	
	
	
	


Roles and Responsibilities:

Project Manager: *Name, GS
Project Lead: * Name, GS
Project Team Members (Developers): * Name (s)

	Key Stakeholders

	(Name
	Position

	*CDR Name (TO)
	Executive Sponsor

	*LCDR Name
	Branch Chief

	*ITCM Name
	School Chief

	*ITCS Name
	Asst School Chief

	* Name 
	Quality Assurance

	*ITC Name 
	Primary CG POC

	LT Name
	Supervisor, IST

	Name
	Contractor Supervisor


Resource Requirements:

People – 
	Project Deliverable
	Skills Required to Produce Deliverable
	Individual(s) with Ideal Skill Set
	Estimated Duration
	Estimated Date

	
	· 
	
	
	

	
	· 
	
	
	

	
	· 
	
	
	


Budget – 
Additional Comments:

Project Assumptions:

The following assumptions were presented and approved at the DD MON YEAR kick-off meeting:

Project Constraints:
	Area
	Priority

	
	Most Constrained
	Somewhat Constrained
	Least Constrained

	Schedule
	
	
	

	Scope
	
	
	

	Resources
	
	
	


· xxxxx is most constrained because …
· xxxxxx is somewhat constrained because …
· xxxxxx are least constrained …
Risk Assessment / Contingency Plan:
	Identified Risk
	Potential Impact
	Likelihood of Occurrence
	Difficulty of Timely Detection
	Overall Risk*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Identified Risk
	Preventive Action
	Contingency Action
	Trigger
	Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Quality Assurance:
	Quality Assurance Strategy
	Responsible

	
	

	
	

	
	

	
	

	
	


Responsibility Matrix (RACI):
RACI Matrix – Who is responsible, accountable, consulted and informed?
	Responsible:
	Accountable:
	Consulted:
	Informed:

	
	
	
	


Change Management:
Change Order Process

Version Control Process

Project Documentation Process

POAM SIGNATURE (APPROVAL) AND DATE

	Title
	Signature
	Date

	Training Officer
	
	

	Project Manager
	
	

	Project Leader
	
	

	School Chief
	
	

	School Sponsor
	
	

	Project Sponsor
	
	





Project: Course Name





Project Objective Statement: 














