Project Management Plan


	Report Topic:
	

	Entity:
	

	Target Release Date:
	





Investigation

		Task
	Target Date
	Completion Date
	Assigned to

	Determine objectives
	
	
	

	Assign roles
	
	
	

	Create investigation file 
	
	
	

	Create Report Logic Matrix
	
	
	

	Review entity’s website
	
	
	

	Review CGJA and other websites
	
	
	

	Review previous grand jury reports
	
	
	

	
	
	
	

	
	
	
	



	Interviewee Name and Title
	Target Date
	Completion Date

	Interview complainant, if any
	
	

	Interview subject of investigation (required)
	
	

	Others:
	
	

	
	
	

	
	
	



	Site Visits / Public Meetings
	Target Date
	Completion Date

	
	
	

	
	
	



	Documents Requested
	Source
	Due Date
	Received Date

	
	
	
	

	
	
	
	

	Documents Reviewed
	Assigned to
	Due Date
	Date Completed

	
	
	
	

	
	
	
	





Report Writing
 
	Task
	Target Date
	Completion Date
	Assigned to

	Committee outlines report
	
	
	

	Committee reviews outline
	
	
	

	Jury reviews outline
	
	
	

	Jury approves / terminates topic
	
	
	

	Outline sent to legal advisor for input
	
	
	

	Writers prepare first draft
	
	
	

	Committee approves first draft
	
	
	

	Committee completes additional investigation, as needed
	
	
	

	Committee writes additional drafts
	
	
	

	Committee reviews, edits, and approves additional drafts
	
	
	

	Editorial Committee (EC) edits drafts
	
	
	

	Jury reviews drafts and provides input
	
	
	

	Committee revises drafts and sends to EC
	
	
	

	EC reviews drafts
	
	
	

	Jury sends to legal advisor for review/input
	
	
	

	Committee reviews legal advisor’s input and makes revisions if needed
	
	
	

	Committee sends to EC for review
	
	
	

	Jury reviews final draft and approves
	
	
	

	Jury sends final draft to legal advisor for review
	
	
	

	Committee conducts exit interviews and investigates further if needed
	
	
	

	Committee revises report and gets legal input if needed
	
	
	

	Jury sends report to website administrator for ADA compliance review
	
	
	

	Supermajority approves report
	
	
	

	Jury submits report to judge
	
	
	

	Deliver to entity (two days prior to release)
	
	
	

	Post on website / provide to media 
	
	
	




