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1. Purpose of Document
<This section provides the purpose of the document.>
<Recommended text:>
The purpose of this document is to outline the policies and procedures that guide the management and administration <insert name of project>.

2. Standards
<This section outlines project standards for such thing as methodologies and software the team will use and high level quality standards applicable to the project team and its work.>
3. Administrative Processes
<This section outlines administrative policies and procedures and should include guidelines and instructions for expenses, vacation, travel, expected business hours for staff and contractors, filing documents, and submitting time sheets or invoices.>
4. Orientation and Training
<This section describes the training and orientation supports available to project staff.>
5. Project Management Processes
<This section describes how project management processes will be executed for a specific process. Authors have two choices: to describe project management processes in this section of this document or to describe them in separate documents.>
