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CHANGE LOG

The change log serves as a dynamic record of all modifications made to this document. Given the evolving nature of AI technology and its application in project management, this governance plan is expected to undergo periodic reviews and updates. The change log ensures that stakeholders can easily trace changes, understand their implications, and ensure that the most current version of the document is in use.

	Version
	Date
	Change Description
	Author

	1.0
	<MM/DD/YYYY>
	Initial document created.
	<Author’s Name>

	1.1
	<MM/DD/YYYY>
	<Description of the change.>
	<Author’s Name>

	1.2
	<MM/DD/YYYY>
	<Description of the change.>
	<Author’s Name>

	1.3
	<MM/DD/YYYY>
	<Description of the change.>
	<Author’s Name>

	1.4
	<MM/DD/YYYY>
	<Description of the change.>
	<Author’s Name>

	1.5
	<MM/DD/YYYY>
	<Description of the change.>
	<Author’s Name>



Note: Always ensure you're working with the most recent version of this document. Updates can encompass changes in policy, added sections, or refined procedures based on new insights or feedback.































CONTACT AND FEEDBACK

For any questions, clarifications, or feedback regarding this plan, please reach out to the responsible department and designated contact persons mentioned below:

Maintaining Department: <Department Name>

Primary Contact:

Name: <First Name> <Last Name>
Position: <Position/Title>
Email: <Email Address>
Phone Number: <Phone Number>

Alternate Contact (in case the primary contact is unavailable):

Name: <First Name> <Last Name>
Position: <Position/Title>
Email: <Email Address>
Phone Number: <Phone Number>

You may also provide feedback using this online form - <Insert Link>.

We value your input and want to make this document as effective and comprehensive as possible. Your feedback plays a pivotal role in ensuring that this governance plan remains relevant and up to date.
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[bookmark: _Toc149074254]1. INTRODUCTION

PURPOSE

This section defines the reason and rationale for establishing an AI governance plan for project management.

Begin by contextualizing the significance of AI in the domain of project management. Delve into the prevailing challenges or inefficiencies that have motivated the need for this governance plan. Discuss the overarching vision of AI integration and its potential transformative impact on project management. Ensure you also highlight the potential pitfalls or challenges that structured governance aims to address. This section should emphasize both the opportunities and responsibilities that come with AI integration in project management.

SCOPE

This section outlines the areas of project management where the AI governance plan will be applied.

Provide a comprehensive overview of the specific domains or processes within project management that this governance plan will cover. This can range from data collection and documentation to task automation or predictive modeling. It's crucial to also delineate any areas or functions that will not fall under this plan. 

	#
	Domain/Area
	Included
	Specific Functions
	Notes/Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



1. #: A serial number for easy reference.
2. Domain/Area: List the specific domains or processes within project management.
3. Included in AI Governance: A simple 'Yes' or 'No' to indicate if this domain or area falls under this AI governance plan.
4. Specific Functions: If the domain is included in AI governance, specify functions pertinent to that domain.
5. Notes/Comments: This column can contain any special annotations, caveats, or elaborations about the inclusion or exclusion of that domain and the specifics of its governance.

AUDIENCE

This section identifies the stakeholders and personnel who will be implementing, adhering to, and benefiting from the governance plan.

Clearly identify and describe all stakeholder groups who will be directly or indirectly affected by this plan. This should encompass those responsible for implementing AI solutions, those who will be using AI-augmented tools, and those who will be affected by AI-driven decisions. The more precisely you define your audience, the better you can tailor the rest of the document to their needs and context.


	#
	Group
	Role
	Impact Level
	Contact
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



1. #: A serial number for easy reference.
2. Stakeholder Group: List the groups or categories of individuals who will interact with or be impacted by the plan.
3. Role/Responsibility: Specify the expected role or responsibility of this stakeholder group in relation to the governance.
4. Impact Level: Rate the impact of the plan on this group as 'High', 'Medium', or 'Low'.
5. Key Contact: For each stakeholder group, identify a primary point of contact or representative. This could be a specific role/title or a placeholder for an individual's name.
6. Notes/Comments: Use this column for additional remarks, such as training needs, specific concerns, or recommendations for engagement.

GOALS

This section defines the specific objectives that the plan aims to achieve in terms of AI integration and governance in project management.

Define the strategic objectives of this governance plan. Dive deep into what "success" looks like in the context of AI governance for project management. Are you aiming for improved efficiency, risk mitigation, ethical AI use, or all of these? Remember to frame these goals not just in the context of AI, but in the broader landscape of project management. Each goal should have a clear rationale behind it, explaining why it's crucial in the AI-project management interface.

	#
	Goal
	Expected Outcome
	Relevant Metric

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



1. #: A serial number for easy reference.
2. Goal: Clearly articulate the specific goal you're setting out to achieve with respect to AI in project management.
3. Expected Outcome: Define what success looks like for this goal. This helps stakeholders understand the intent and desired results.
4. Relevant Metrics: Identify how you'll measure progress or success for this goal.

KEY PERFORMANCE INDICATORS

This section establishes clear, measurable indicators to track the progress and success of the governance implementation.

For each goal mentioned previously, establish tangible metrics that will indicate whether you're on track. Elaborate on why each KPI was chosen and how it aligns with your overarching goals. Discuss the methods or tools you'll use to measure these KPIs and any benchmarks or standards you're using for comparison. If possible, provide historical context or preliminary data that gives a baseline for these metrics, helping stakeholders understand where you're starting from and where you aim to go.

	#
	KPI Name
	Description
	Measurement Frequency
	Baseline Value
	Target Value
	Data Source

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



1. #: A serial number for easy reference.
2. KPI Name: State the name of the Key Performance Indicator, which succinctly represents what is being measured.
3. Description: Define or describe what the KPI measures, ensuring clarity and preventing misunderstandings.
4. Measurement Frequency: How often this KPI will be measured and reported (e.g., daily, weekly, monthly, quarterly).
5. Baseline Value: The starting or reference value for the KPI. This could be the current value before any AI initiatives begin.
6. Target Value: The desired value or goal for the KPI that you aim to achieve through the governance plan's implementations.
7. Data Source: Specify where the data for this KPI is being extracted from. It can be a software system, a report, manual tracking, etc.
[bookmark: _Toc149074255]2. GOVERNANCE PRINCIPLES

This section underscores the ethical backbone of AI use in project management, delineating the core values and standards that direct AI's responsible integration and operation. This section is crucial in cementing our commitment to transparency, fairness, and accountability, ensuring that AI tools augment project management effectiveness without compromising ethical integrity or data privacy. It establishes clear norms for AI conduct, guiding stakeholders at all levels through principled AI usage, and fortifying our approach against potential moral and operational pitfalls.

List the fundamental ethical and operational principles that your AI initiatives in project management must adhere to. Examples include transparency, fairness, bias mitigation, privacy, and accountability. Provide a clear, concise definition for each principle to eliminate ambiguity. Ensure that these definitions are understandable to stakeholders at all levels of the organization. Describe how each principle applies specifically to AI's use in project management within your organization. 



Principle 1: 
Principle 2:
Principle 3:
Principle 4:
Principle 5: 
Principle 6: 


[bookmark: _Toc149074256]3. ROLES AND RESPONSIBILITIES

This section delineates the structured allocation of responsibilities to oversee, implement, and enhance AI governance in project management. By clearly identifying the roles, we establish a system of accountability and continuous improvement. This strategic division of duties ensures the ethical, efficient, and value-added integration of AI technologies.

Based on your organization's resources and structure, determine whether the Governance Committee, PMO, and CoE roles are represented by separate entities or encapsulated within a single body. Clarify this structural choice at the beginning of the section. For each identified group, outline their main responsibilities in the context of AI governance. Be explicit about what their role entails in daily operations, strategic oversight, risk mitigation, and continuous learning. Explain how these roles interact with each other, highlighting the process of collaboration. Clarify the flow of decision-making, especially in cases of policy setting, issue resolution, and AI strategy adjustments.


	#
	Entity
	Main Responsibilities
	Key Interactions
	Team Member Names

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



1. #: A serial number for easy reference.
2. Entity: This denotes the main organizational group responsible for various facets of AI governance, such as the Governance Committee, PMO, or CoE.
3. Main Responsibilities: Enumerate the core duties and responsibilities of the specified entity. This provides clarity on what actions or decisions are within the purview of each group.
4. Key Interactions: Describe the primary collaborations, communications, and interactions of the entity with other groups. This ensures efficient communication flow and collaboration within the governance structure.
5. Team Member Names: List the names of team members associated with the specified entity. This helps in identifying who is responsible for specific tasks.

[bookmark: _Toc149074257]4. READINESS ASSESSMENT

This section gauges our preparedness to integrate AI into project management. It provides a holistic perspective, considering not just technical factors but also organizational culture, skills, and potential obstacles. By answering key readiness questions, we get a clear snapshot of our current stance and areas that may require more attention before a full AI-driven transition.

Before progressing, introspectively consider your organization's current state in relation to AI-powered project management. Using the table provided, answer each question truthfully. These are meant to pinpoint areas of strength and those needing improvement. Rate your readiness for each aspect on a scale of 0 to 3, with 0 being "Not Ready at All" and 3 being "Fully Prepared." This quantitative approach helps in tracking progress and prioritizing areas needing attention. Upon completion, review your scores to derive insights about your organizational readiness. These insights will guide your subsequent strategies and actions.


	#
	Readiness Question
	Rating (0-3)
	Notes/Actions to Improve

	1
	How advanced are our current project management processes?
	
	

	2
	Is there a significant scope for AI to enhance these processes?
	
	

	3
	How would we rate the quality of data from past projects?

	
	

	4
	How open is our organizational culture to embracing AI and the changes it brings to traditional project management methods?

	
	

	5
	Do we possess the necessary in-house AI skills?

	
	

	6
	Are there sufficient resources to upskill our teams if required?

	
	

	7
	Have we identified potential barriers to AI adoption?

	
	

	8
	Do we have strategies in place to address identified barriers?

	
	

	9
	Do we have a clear understanding of where and how AI can add value to our project management processes?

	
	

	10
	Do we have the necessary data infrastructure in place to support AI-enabled project management tools?

	
	

	11
	Do we have a sufficient budget allocated for the integration of AI into our project management functions, including potential training and system upgrades?

	
	

	12
	Have we assessed potential risks associated with AI deployment in project management, and do we have a risk mitigation strategy in place?

	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	



1. #: A serial number for each readiness question for easy reference.
2. Readiness Questions: Specific questions formulated to evaluate different facets of organizational preparedness for AI and project management integration.
3. Rating (0-3): A numerical evaluation of your organization's readiness for each question:
a. 0 = Not Ready at All
b. 1 = Somewhat Ready, but significant improvements needed
c. 2 = Mostly Ready, with minor tweaks required
d. 3 = Fully Prepared and ready to proceed
4. Notes/Actions to Improve: A space for additional notes, insights, or plans that can guide efforts to bolster readiness in specific areas.

[bookmark: _Toc149074258]5. MATURITY ASSESSMENT

This section provides an insightful reflection of our current capabilities in integrating AI with project management and charts a course for future maturity. By defining progressive stages of maturity, we can pinpoint current standings, identify goals, and draw actionable pathways to elevate our AI-powered project management sophistication.

Outline the stages of maturity from 0 (no AI integration) to 5 (advanced AI integration). Clearly articulate the characteristics or competencies exhibited at each level. Mark your current level of maturity. Be honest about where you are; this isn't about where you wish to be but where you truly stand. For each stage, determine the strategies or actions required to elevate to the next level. Ensure these steps are realistic and actionable. As with all things dynamic, revisit this assessment regularly, updating your current maturity level and tweaking pathways as required.

	Level
	Description of Maturity
	Strategies to Progress

	0
	No AI Integration: No use of AI in project management tasks.
	Start with AI awareness and education sessions.

	1
	Basic Documentation: Use of AI for creating routine project documentation like minutes and charters.
	Identify simple AI tools suitable for basic documentation.

	2
	Analytical Assistance: AI aids in data analysis, helping in project tracking and monitoring.
	Invest in more advanced AI tools, upskill team members.

	3
	Predictive Insight: AI helps in early identification of potential project challenges.
	Integrate AI tools with existing project management systems.

	4
	Automation: Significant parts of project management are automated, reducing manual intervention.
	Continuous training and adapting to new AI innovations.

	5
	Advanced Predictive Analysis: AI forecasts project performance, risks, and offers strategic insights.
	Stay updated with the latest in AI, fostering a culture of continuous learning.



Note: Descriptions and strategies provided are samples and should be tailored to fit the organization's unique needs and goals.

[bookmark: _Toc149074259]6. USE CASES AND RESTRICTIONS

This section defines the scope of AI applications within project management, underpinning both its potential and limitations. It defines the approved tasks, underscores the ethical bounds of AI usage, and spotlights the irreplaceable role of human judgment. By providing clarity on the AI deployment spectrum, this section anchors AI's role responsibly, ensuring it aligns with legal, ethical, and organizational goals.

List the tasks and problems AI can address. Consider efficiency, accuracy, and other benefits. Formulate clear "Dos and Don'ts" to make sure AI applications are used ethically and responsibly. Note the boundaries where AI isn't applicable due to its inherent limitations, legal constraints, or the non-negotiable nature of human touchpoints. As your AI maturity evolves, review this section to align with advancements or newly identified constraints.

	#
	Task/Problem Description
	Suitable AI Application
	Guidelines/Restrictions

	
	
	
	

	
	
	
	

	
	
	
	



1. #: A unique identifier or serial number for each documented use case, enabling easy reference and tracking.
2. Task/Problem Description: A succinct description of the specific task or problem where AI can be applied within the project management realm.
3. Suitable AI Application: The type of AI technology or method that's best suited to address the described task or problem.
4. Guidelines/Restrictions: Critical considerations, ethical standards, or restrictions to heed when deploying AI for the mentioned use case. This could encompass data sensitivity issues, mandatory human oversight, or other pertinent constraints.

[bookmark: _Toc149074260]7. INVENTORY

This section is an organized record of AI tools authorized for project management. Each tool is scrutinized based on specific criteria, from data ownership to vendor privacy policies. Guidelines for optimal and ethical usage, combined with links to related training resources, are included. Regular documentation of a tool's performance and the accumulation of user feedback is vital to ensure constant refinement of AI processes.

List all  AI tools that are approved for project management tasks. Review the vendor's privacy policy, ensuring its alignment with your organization's standards and needs. Understand and document data ownership and data usage terms associated with each tool. Provide clear guidelines on the optimal use of each tool, emphasizing ethical considerations. Link to relevant training materials, aiding users in understanding and mastering the tool. Create a feedback loop where users can share their experiences and lessons learned. Continuously monitor and record each tool's performance to determine its efficacy and relevance.

	#
	Tool Name
	Training Resources
	Usage Guidelines

	
	
	
	

	
	
	
	

	
	
	
	



1. ID: A unique identifier or serial number for each AI tool, ensuring easy reference.
2. Tool Name: The official name or title of the AI tool.
3. Training Resources: Links or references to tutorials, manuals, or courses related to the AI tool.
4. Usage Guidelines: Directives or best practices for utilizing the tool effectively and ethically.

[bookmark: _Toc149074261]8.  INTAKE

This section defines the structured process for the introduction of new AI tools into the project management framework. 

1. Detail the Submission Process:
· Outline who is authorized to propose new AI tools.
· Describe the specific format or documentation required for submitting a tool for consideration.
2. List the Evaluation Criteria:
· Mention the key factors that will determine the approval of a tool, such as its reliability, security, cost-efficiency, alignment with business goals, ease of integration, and required training.
· Indicate how each criterion will be weighed or prioritized.
3. Clarify the Decision-making Structure:
· Specify whether decisions will be made by a designated individual, a committee, or another organizational body.
· Indicate the expected timeline from tool submission to final decision.
4. Emphasize the Importance of Pilot Testing:
· Explain the need for trial runs in controlled settings for any new tool.
· Describe the parameters of success for the pilot test and who will be in charge of overseeing this testing phase.
5. Institute a Post-Approval Review Mechanism:
· Elaborate on the importance of continuous monitoring once a tool is approved.
· Detail the frequency of performance reviews and the channels through which users can provide feedback.

[bookmark: _Toc149074262]9. MONITORING

This section outlines the structured and systematic approach to oversee the performance and usage of AI tools within the project management framework. By integrating user feedback, conducting periodic reviews, and emphasizing continuous improvement, this section ensures that AI integrations consistently align with the our goals and maintain the highest standards of efficacy.

1. Performance Tracking:
· Specify the key performance indicators (KPIs) and metrics against which each AI tool will be evaluated.
· Describe the tools or methods you'll employ to measure these metrics, such as analytics dashboards or performance reports.
· Determine the frequency of performance tracking, whether it's daily, weekly, monthly, or on another set schedule.
2. Usage Monitoring:
· Elaborate on how you plan to monitor the adherence to AI tool usage guidelines.
· Discuss any automated systems or manual checks that will ensure tools are being used properly and to their fullest potential.
3. Feedback Integration:
· Detail the mechanisms you'll employ to gather feedback, such as surveys, feedback forms, or focus group discussions.
· Describe how this feedback will be analyzed and the frequency of such analyses.
· Indicate how feedback will be looped into decision-making processes or tool adjustments.
4. Periodic Reviews:
· Define the time intervals at which comprehensive evaluations of AI tools will take place. These could be quarterly, biannually, or annually.
· Explain what these reviews will encompass, from user satisfaction rates to performance metrics.
5. Continuous Improvement:
· Outline the process for implementing changes or improvements based on the insights from monitoring and feedback.
· Describe any planned sessions, workshops, or brainstorming activities that will focus on AI tool enhancement.

As you draft this section, emphasize the importance of being proactive rather than reactive. The objective is to continually refine and optimize the AI tools in use, ensuring that they consistently add value to the project management process.

[bookmark: _Toc149074263]10. RISK MANAGEMENT

This section delves into the comprehensive strategy surrounding the identification, assessment, mitigation, monitoring, and response to potential risks related to the integration and use of AI in project management. This framework ensures that we are prepared to handle uncertainties and adverse scenarios while optimizing the benefits of AI tools.

Begin by detailing methods for identifying and assessing risks, emphasizing continuous updates. Describe the chosen tools and criteria for categorizing risks based on their severity and likelihood. Then, outline mitigation strategies for each risk, specifying any allocated resources. Highlight how risks will be monitored and detail response actions for when risks materialize, noting communication protocols and responsibilities.

	#
	Risk
	Severity (0-10)
	Likelihood (0-10)
	Mitigation Strategy

	Response

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



1. ID: A unique identifier or serial number for each risk.
2. Risk: Specific risk detail (e.g., Unauthorized data access).
3. Severity (0-10): Impact of the risk if it occurs, with 10 being the most severe.
4. Likelihood (0-10): Probability of the risk occurring, with 10 being highly probable.
5. Mitigation Strategy: Steps to minimize the risk's impact or likelihood.
6. Response: Immediate action to take if the risk materializes.

Note: The scale of 0-10 in the table can be adjusted as per your organization's preferences, where 0 represents the lowest level of severity or likelihood and 10 the highest.

[bookmark: _Toc149074264]11. DATA GOVERNANCE

This section outlines the standards and protocols related to the quality, sourcing, storage, and usage of project-specific data for AI tools. It emphasizes the importance of data integrity for AI's efficacy and underlines compliance with prevalent privacy regulations.

Start by referencing any existing organizational data governance plan, specifying how this section augments it for project data. Detail the types of past project data considered vital for AI training, highlighting specifics like baselines, risk logs, and lessons learned. Explicitly mention compliance requirements with regulations like GDPR, HIPAA, and CCPA. Outline your data storage and handling practices, emphasizing encryption and security measures. Clarify who can access this data and under what circumstances. Conclude with your protocols for data breach identification, reporting, and rectification.

[bookmark: _Toc149074265]12. ALIGNMENT WITH CURRENT POLICIES AND PROCEDURES

This section clarifies how the AI governance plan for project management aligns with, supports, and supplements our existing policies. It serves to highlight intersections, supplements, and gaps, ensuring a cohesive governance framework.

Begin by mapping out how this governance plan intersects with the existing IT and AI policies. Pinpoint gaps where current policies might fall short in addressing the challenges of AI in project management. Detail how this governance plan will fill those gaps, providing supplemental guidance. Then, outline any recommended updates or revisions to your existing policies, emphasizing the goal of achieving seamless integration of AI into project management. Ensure that throughout, the focus remains on the synergy between this governance plan and existing organizational policies.

[bookmark: _Toc149074266]13. CONSEQUENCES OF NON-COMPLIANCE

This section delineates the ramifications for not adhering to the AI governance plan. It addresses consequences for both individuals and tools or applications.

Begin by clearly defining the penalties associated with various levels of non-compliance. Create a tiered structure of penalties, starting from mild warnings and escalating to more severe actions such as termination of tool usage. It's crucial to provide context and rationale for each penalty, ensuring they are proportionate to the violation. Establish a straightforward process for reporting breaches, be it from an individual or a tool that's not up to the mark. Make sure there's clarity on who to report to and how, enabling swift corrective actions. Remember, the focus of this section is on accountability and ensuring the effectiveness of the governance plan.

	Infraction Type
	Level of Non-Compliance
	Description
	Penalty

	Individual
	Level 1
	Minor breaches; First-time infractions
	Written warning; Mandatory training

	Individual
	Level 2
	Repeated minor breaches
	Temporary suspension of tool access

	Individual
	Level 3
	Major breaches; Sensitive data misuse
	Tool access revoked; Disciplinary meeting

	Individual
	Level 4
	Continuous negligence; Multiple major breaches
	Termination of tool usage; Employment review

	Individual
	Level 5
	Severe misconduct; Legal or ethical violations
	Legal action; Employment termination

	Tool
	Level 1
	Minor functionality issues; Brief downtimes
	Warning; Vendor notified

	Tool
	Level 2
	Repeated functionality issues
	Temporary suspension of tool deployment

	Tool
	Level 3
	Major failures; Incorrect data processing
	Tool review; Rework by vendor

	Tool
	Level 4
	Continuous errors; Consistent data mishandling
	Removal from approved tool list

	Tool
	Level 5
	Severe malfunctions; Legal or ethical violations
	Immediate cessation; Legal action against vendor



1. Infraction Type: Specifies if the infraction is by an individual or a tool.
2. Level of Non-Compliance: A ranked tier system to categorize the severity of the non-compliance.
3. Description: A brief explanation of the types of infractions that fall under each level.
4. Penalty: The associated consequence(s) for each level of non-compliance.

This table provides a clear distinction between penalties for individuals and tools, ensuring both are held accountable in alignment with the severity of their non-compliance.

[bookmark: _Toc149074267]14. REVIEW AND UPDATE MECHANISMS

This section underlines the proactive strategies adopted to ensure the governance plan remains aligned with the evolving technological landscape and organizational needs. Recognizing that static governance can quickly become obsolete, this section promotes continuous growth, feedback integration, and scheduled revisions.

1. Scheduled Review: Determine and document a specific frequency for reviewing the governance plan, such as quarterly, bi-annually, or annually. Consider aligning these reviews with major project milestones or the end of project phases.
2. Feedback Collection: Set up a structured channel for gathering input about the governance plan. Whether this is a dedicated portal, a shared document with comment capabilities, or a designated email alias, ensure its accessibility and promote its usage across the organization.
3. Evolution Focus: Continuously emphasize the importance of a living, evolving plan. As feedback is gathered and reviews are conducted, integrate findings to keep the plan in sync with real-world applications and challenges.

Remember, this governance plan's vitality hinges on its adaptability. Engage all stakeholders in its periodic assessment and ensure it consistently resonates with current practices and future aspirations.
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