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	Time Management Process

	[Review the significance of the scheduler with the customer.  Describe the process to develop the Work Plan, define activities, identify and assign resources, and capture project updates and status.  Document if the project will use Critical Path Analysis.  Describe the frequency at which the project schedule will be updated with progress.  Describe how the work will be scheduled for the project.  This section should also address time/schedule-related metrics that will be tracked and maintained.  For example, any variances in the planned schedule versus the actual schedule.
When managing a schedule consider the following:
· Establish appropriate buffers in the schedule
· Determine which critical path activities can be crashed
· Determine possible activities for Fast Tracking]






	Roles and Responsibilities

	[List the roles and responsibilities as they relate to the Time Management process.]

	Roles
	Responsibility

	Sponsor – Name
	[Make key decisions about project]

	Project Manager – Name
	[Oversee the project]

	Business Lead - Name
	[Provide business expertise]

	Technical Lead - Name
	[Provide technical expertise]

	Legal Lead - Name
	[Provide legal expertise]







	Tools

	[List any tools that will be used to track time for the project such as time tracking software. List the tools that will be used to manage the Work Breakdown Structure (WBS) and Schedule (Microsoft Project, Project Workbench, Clarity, or other?)]






	Work Plan

	[Provide the Scope elements which consists of the Work Breakdown Structure (WBS) and related activities.  Enter the WBS and activities into a scheduling tool.  Create a project network in the scheduling tool by placing relationships between activities.  Allow the scheduling system to create a project work plan schedule.  Print off a copy of the project work plan schedule and keep it with this Time Management Plan.  ]






	Work Plan Schedule Progress

	[How often will the project manager enter project progress into the project work plan schedule (i.e., weekly, monthly, etc.)?]
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