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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449431979]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][In this section, describe the purpose of the Process Improvement Plan, its scope and objectives.]
[bookmark: _Toc449431980]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][The following table identifies primary Process Improvement participant roles and responsibilities related to key tasks within the plan. In some cases, a project might have unique requirements that call for additional roles or responsibilities depending upon the project’s size, type, and complexity.]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	


[bookmark: _Toc449431981]Process Improvement Triggers
[bookmark: _Toc448929959][bookmark: _Toc448933971][Describe the basic set of conditions that could trigger process improvement actions within the project. Triggers can be general in nature (such as a Stakeholder complaint) or specific (such as task durations consistently underestimated
· Trigger – The event or condition that signals a potential process improvement need or opportunity
· Description – A description of the triggering event or condition
· Process involved – The process that may be involved in process improvement activities based on the trigger]

	Trigger
	Description
	Process Involved

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449431982]Documenting the Process Improvement

[bookmark: _Toc449431983] Problem/Opportunity Statement
[Defines the problem or opportunity for improvement based on efforts to monitor triggering events. Quantifiable measures, if known and applicable, should be included to aid in measuring the success of improvement efforts after they are implemented.]
[bookmark: _Toc449431984]Root Cause
[Determine the root cause to ensure that improvement efforts are targeted correctly. It is especially important when deficiencies are involved. Consider organizational, process, governance and technological sources of the problem or opportunity.]
[bookmark: _Toc449431985]Owner 
[In this section, the owner of the process improvement effort is identified.]
[bookmark: _Toc449431986]Improvement Plan
[bookmark: _Toc448929960][bookmark: _Toc448933972][Identify the tasks, resource assignments and timeline for implementing the improvement plan.]
	Task
	Assigned To
	Timeline

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449431987]Success Criteria
[Identify quantitative or qualitative criteria to determine the effectiveness of improvement efforts and how they will be measured.]
