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Assignment operational plan
When you edit, replace italic supporting text, work iteratively with the content.
	[bookmark: _Hlk130394032]Assignment name
	
	Assignment manager
	
	Assignment sponsor
	

	Version
	
	Date
	
	Other
	


Appendices
1 Visualization/structures, 2 Product backlog, 3 Kanban-board, 4 Decision log, 5 Assignment budget, Status report.
Stakeholders
	Stakeholder name/role
	Realization/Result
	Primary/ Secondary/
Tertiary
	Positive/ Neutral/ Negative
	Expectations/Needs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Assignment charter
	Background
	Short background and current status

	Playfield
	Plan
	Outcome

	Business objectives
	
	Describe the gained benefits/effects

	Summary assignment objective
	A summary heading that describes what the assignment is expected to deliver at large
	Describe what has been delivered at large

	Assignment objectives
	Specify desired results, functions and properties
	Describe accomplished results

	
	
	

	
	
	

	
	
	

	Exclusions
	Describe result that will not be reached or delivered
	Kept/changed?

	
	
	

	
	
	

	Limits
	Decided
	Tolerance
	Outcome

	    Time
	Planned start and delivery date
	
	Actual start- and delivery date

	    Cost
	Budget
	
	Outcome

	    Manhours
	Total manhours
	
	Outcome

	[bookmark: _Hlk127784608]Conditions
	Specific conditions that the assignment shall pay attention to or dependencies between the assignment and other initiatives.


	Development philosophy
	Waterfall, Integration driven, Agile or Exploratory (and motivation why)

	Escalation
	The assignment manager is empowered to make decisions within the playfield. For issues and decisions outside the playfield, escalate to the assignment sponsor.

	Flexibility matrix
(mark with X, one per row)
	Least flexible
	Medium flexible
	Most flexible

	Assignment objectives
	X
	
	

	Time
	
	X
	

	Resources/Cost
	
	
	X





Organization
	Senior management
	Governing body/Unit

	Role
	Position
	Name

	Assignment sponsor
	
	

	Customer/users(s)
	
	

	Receiver(s)
	
	

	Resource owners
	
	

	
	
	

	
	Competence/role
	Name
	Manhours

	Assignment manager
	
	
	

	Assignment team members
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Reference network
	
	
	

	
	
	
	


Learnings
	Previous learnings
	Learnings from previous similar initiatives and how to use them.

	
	

	Continuous learnings
	Keep doing
	Start doing
	Stop doing

	
	
	
	

	
	
	
	

	
	
	
	

	Lessons learned
	Lessons learned from this assignment and how to share with others who may benefit from them.


Communication plan
	Strategic communication

	[bookmark: _Hlk127787334]Stakeholder
	Purpose
	Method
	When/how often?
	Responsible

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Operational communication

	Role/group
	Purpose
	Method
	When/how often?
	Responsible

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Plan
In the appendices you find support to create a product backlog and kanban-board, for other plans use specific it-tools.
	Milestone plan

	No
	Name
	Acceptance criteria
	Date
	Responsible
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Risk analysis
	Risk
	Risk description/clarification
	Probability (1-5)
	Consequence (1-5)
	Risk value (P*C)
	Risk owner

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Hlk127787022]Risk management
	Risk
	Proposed action to handle the risk
	Cost for the action. Time, cost, resources
	Do?
(yes/no)
	Date for the action
	Responsible
	Status 
(planned/ongoing/done)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Delivery and handover
	[bookmark: _Hlk127801041]Customer/user(s) 
	Delivery description (iteratively if possible)

	
	

	Receiver(s)
	Handover description (iteratively if possible)

	
	




Appendix 1 – Visualization/structures
Visualize the assignment by creating a function-, delivery- or a work breakdown structure. Alternatively cut and paste sketches, pictures, diagrams, or other visualizations needed. (The example below is a SmartArt object, click the structure to edit using the indented list.)




Appendix 2 – Product backlog
Create a product backlog to get an overview and prioritization of functions and deliverables to be developed.

	Id
	Category (Function or Deliverable) 
	Description (i.e. User story or what to deliver)
	Priority (MoSCoW)
	Estimate (story-points/
t-shirt-size etc.)
	Acceptance criteria

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Appendix 3 – Kanban-board
Used to plan the iteration/sprint. If you have better tools available, use them instead (like Trello, Jira or Tasks in MS Teams).

	Deliverable/function
	To do
	In progress (w.i.p. limit)
	Done

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	





Appendix 4 – Decision log
Operative matters and decisions within the agreed playfield.

	Matter
	Decision
	Motivation for decision
	Date for decision
	Decided by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Appendix 5 – Assignment budget
To update sum in Total, mark the sum and press F9 or right-click/update.

	
	Year 1
	Year 2
	Year 3 -x

	Type of cost
	Budget
	Outcome
	Budget
	Outcome
	Budget
	Outcome

	Manhours
	0
	0
	0
	0
	0
	0

	Consultants
	0
	0
	0
	0
	0
	0

	Material
	0
	0
	0
	0
	0
	0

	Equipment
	0
	0
	0
	0
	0
	0

	Travels
	0
	0
	0
	0
	0
	0

	Other
	0
	0
	0
	0
	0
	0

	Reserve
	0
	0
	0
	0
	0
	0

	
	0
	0
	0
	0
	0
	0

	Total
	0
	0
	0
	0
	0
	0





Appendix 6 – Status report
This status report also exists as a stand-alone template. 
To change colour, go to the cell and press table styles and click on the arrow next to fill.
	Assignment name
	
	Assignment manager
	
	Assignment sponsor
	

	Version
	
	Date
	
	Other
	



	[bookmark: _Hlk129874274]News and results at large since the last report (in short)
	



	Parameter 
(värderas i förhållande till spelplan)
	Status
	Prognosis
	Comment

	Business objectives
	
	
	

	Assignment objectives
	
	
	

	Time (calendar time)
	
	
	

	Resources (manhours)
	
	
	

	Quality
	
	
	

	Uncertainty and risk
	
	
	

	Overall assessment status and prognosis
	
	
	



	Need of decisions and support

	

	Changes in the assignment environment and how this affects the assignment
	

	Lessons learned and how these are utilized

	

	Important milestones and activities for the coming period (in short)
	

	Other
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