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Copyright & Legal

This report, prepared specifically for [CLIENT NAME], is the intellectual property of [YOUR ORG].  It is protected by copyright and it is presented in circumstances of complete confidentiality.  It must not be given, reproduced, or disseminated, to any person, public authority, institution or organisation without the express consent of [YOUR ORG] in writing.

In no event shall [YOUR ORG] be liable to anyone for special, incidental, collateral, or consequential damages arising out of the use of this information.

Many designations used by manufacturers and sellers to distinguish their products are claimed as trademarks or other proprietary rights.  Where designations appear, and when the editorial staff were aware of a claim, the designations have been shown.  Other trademarks, registered trademarks, and service marks are the property of their respective owners.

Copyright © 2008 [YOUR ORG].  All rights reserved.
Originated in [OFFICE LOCATION]. 

Background

Brief outline of any background to the Project / (business / political) context. Include brief outline of rationale, who commissioned by, drivers etc. Where does the project fit within wider picture?

	Context
	Stakeholder
	Internal Environment

	· International

· Political

· Legal/Regulatory

· Economic

· Technological

· Socio-cultural
	· Competitors

· Customers

· Suppliers

· Strategic Allies

· Regulators


	· Owners

· Employees

· Board of Directors

· Culture




About the Client
Enter communications boilerplate
About your Organisation

Enter communications boilerplate

About the Programme

Enter communications boilerplate

About the Project
Enter communications boilerplate

The Purpose of this Document

A stage plan is a project management control mechanism that is derived from the project plan but focused on controlling delivery for one of its stages.  Hence a stage plan will be usually more detailed than a project plan. It is a dynamic document and the charts will be updated with actuals against plan as the stage progresses.

Reference Documents

This project brief is in response to the following documents:
· Project Plan v2-03
· Document #2

Stage # - Stage Title

Plan Description
What the plan covers
The planned approach
Quality plan
Reference the relevant sections of your project quality plan, your project brief and your PID.  Additional (or new) quality requirements for this stage can also be added here.
Plan prerequisites
What needs to be in place before this plan can start?
External dependencies
Which stakeholders or organisations will your project rely on?  What specifically is required from these organisations?  Also factor in delivery and/or approval timelines.  Ask yourself do they also have the capacity and/or capability to service your project?
Tolerances
Reference the relevant tolerances for this stage, don’t forget they should not exceed the approved tolerances for your project.
Planning assumptions
Every plan is based on a set of assumptions which, if they hold true, means your chances of maintaining control and reaching a successful outcome are greater.  If an assumption turns out to be false then your plan may come into question.  This is a great opportunity to communicate to the reader why you think your plan will work and allow them to check your assumptions and correct them if needed.
How plan will be monitored and controlled
PRINCE2 has prescribed tools for monitoring and control however your organisation may have additional requirements.
Reporting
Again PRINCE2 has prescribed tools for reporting.  These would have also been detailed in your project communication plan (which you can reference here) however if there are updates or additional requirements add them here as well.
Annexes

Annex A: Gantt Chart
Pictures speak a thousand words,  many executives do not have the time to pour over pages of documentation and planning so do not pass up the opportunity to communicate your plan using a Gantt chart or another appropriate diagram.
Annex B: 

Annex C: 
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Your Organization Name
Department / Programme Name
Head Office

Address 1
Address 2

Town / City, Postcode
Country
To learn more visit 
www.domain.com
For more information on this document please contact the following people:
Full Name
Project Manager
+xxx xxx xxx
email@domain.com
Full Name
Project Office Manager
+xxx xxx xxx
email@domain.com
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