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Management Plan 
aka The Rules of Engagement
The management plan outlines the rules of engagement for the team. It centralizes information 
and articulates how the project will be managed.

DESCRIPTION:

This document is the road map for a successful project. It provides 
the team with two primary types of information: logistical details 
and big picture facts that affect the overall project. 

The logistical details found in the communication plan and contact 
list establish collective understanding of who’s doing what and 
how the project will unfold. The project-wide risks, assumptions, 
and dependencies are captured here in clearly defined terms. These 
can be the difference between success and failure because they call 
out information that has the potential to derail a project. 

This document shapes the way people and individual project 
components will be managed. 

LOCATION IN THE PROCESS:

SPECIAL CONSIDERATIONS:

• As the first project document, use it to set 
the tone for all reviewing and collaborating 
and approving as you go forward.

• Embrace risks! Challenge your team 
and client to think of as many risks and 
assumptions as possible; there are plenty.

• Revise and update this document. Don’t
 set it and forget it!
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Final Content
aka The Story
Final content is the copy, imagery, and every other piece of content that will be published in the 
launch version of the end product.

DESCRIPTION:

Final content is all the images, words, videos, etc. that are in place 
when the live product goes public at launch time. It’s been planned 
for and developed over the course of the production phase and is 
added to the stage version of the product for review. 

“Final” is a bit misleading, since many projects require changes and 
updates after launch. In this case, final refers to publish-ready 
content that populates the product when it launches.

LOCATION IN THE PROCESS:

SPECIAL CONSIDERATIONS:

• Outline all content needs early so there is 
no unexpected content to create.

• As content is developed, review against 
the messaging and tone agreed to in the 
strategy and user experience brief.

• All content should work at the service of 
a stated project goal.

• A copywriter may also be involved in this 
deliverable.
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Test Plan 
aka The Bouncer
The test plan verifies that features and functionality meet developer, client, and 
end-user expectations. 

DESCRIPTION:

Test plans verify that approved functionality, user experience 
architecture, and design satisfy stakeholder expectations. Testers 
verify that features behave as expected, and that any unintended 
actions are handled in a graceful manner.

The test plan merges information from project documentation to 
translate features into a combination of scenarios (test cases) and 
anticipated behaviors (expected results). Additionally, testers 
explore the behavior of unintended functionality; “What happens 
if...” is a charter for exploratory testing.

When testers find errors or inconsistencies, they create bug reports 
that communicate issues to developers. Writing a complete and 
thorough bug report is critical to timely and effective fixes.

LOCATION IN THE PROCESS:

SPECIAL CONSIDERATIONS:

• Test plans are a preventative document. 
Test plans can identify holes in the 
requirements definition and information 
architecture. Testers should review those 
documents to save time and money before 
testing even begins.

• As the project evolves, so does the test 
plan. Test cases must be added or adjusted 
to accommodate all changes.
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Stage Version
aka The Sneak Peek
The stage version is a review-ready product that looks and works like the final end product.

DESCRIPTION:

A stage version is the closest thing to the end product that the 
client and internal team will see prior to launch. Complete back-end 
and front-end programming is deployed from the development 
version to the stage version. To this, copy and assets are added.

The stage version is like a dress rehearsal for the end product. The 
stage version allows the client to see nearly-complete elements of 
the end product. It may be an almost whole product, while other 
times it will be distinct pieces. Either way, what you show the client 
should be functionally stable and visually accurate.

LOCATION IN THE PROCESS:

SPECIAL CONSIDERATIONS:

• The staging server environment should 
be identical to the live version to confirm 
that all functionality will work as expected. 

• Changes are never done on the stage 
version, they’re always done on the 
development version.

• If the client will be entering content, 
the stage version can be a good place 
for training and data entry.
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Support Materials 
aka The Safety Net
Support materials are the assorted reference materials created to successfully pass ownership of 
the end product to the client.

DESCRIPTION:

Training or reference materials help clients become familiar with 
and effectively use the end product. They enable clients to be active 
and independent owners of their website or application. 

Materials will vary for each project but common ones are training 
and product manuals, support information, and content and style 
guides. The goal is to give the people operating the product the 
tools they need to feel comfortable and empowered.

LOCATION IN THE PROCESS:

SPECIAL CONSIDERATIONS:

• While training the client, listen for 
repeated questions or details that appear 
more difficult to grasp, and include 
helpful information about those details in 
the support materials.

• Ask the client what information they 
would like to have easily available, and 
provide it.
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Live Version
aka The Real Deal
This is it: the end product.

DESCRIPTION:

The live version is the end product that is publicly available. It 
contains fully tested content, code, and functionality. 

Once the stage version is approved, the product goes live. The 
transition from stage to live is the product launch. After launch, all 
content and functionality must be reviewed to ensure that it still 
looks and works as expected.

LOCATION IN THE PROCESS:

SPECIAL CONSIDERATIONS:

• Like the stage version, development work 
should never be done on the live version.

• If metric capturing is enabled, take steps 
to ensure that internal testing activity is 
not recorded as legitimate visitor traffic.

• All live websites should be monitored by 
a system administrator for availability and 
response time.
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