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Generic Configuration Management Plan Template — applicable across industries and project types


1. Purpose & Overview
The Configuration Management Plan defines how the project identifies, controls, and tracks changes to configuration items — documents, designs, code, specifications, or equipment configurations whose versions must be tightly controlled. It works together with the companion Configuration Item Register (a separate spreadsheet), which lists every controlled item and its current version and baseline status.
Configuration Management is closely related to, but distinct from, Change Management: the Change Management Plan governs changes to the project's scope, schedule, and cost baselines; this plan governs version control of specific deliverables and documents once they are placed under configuration control.
[Enter any project-specific notes on why configuration control matters for this project, e.g., regulatory requirements]
2. Configuration Items
Define what is placed under formal configuration control, and what is explicitly not — not every document or file needs this level of rigor.
In Configuration Control:
	Category
	Examples

	Governing Documents
	[e.g., Project Charter, Scope Statement, approved specifications]

	Technical Deliverables
	[e.g., Design drawings, equipment configuration specs, source code baselines]

	Quality Records
	[e.g., Test protocols, inspection criteria, qualification reports]

	Regulatory Submissions
	[e.g., Compliance documentation submitted to auditors or regulators]



Not in Configuration Control:
[e.g., Working drafts, informal meeting notes, personal working files not yet submitted for review]
3. Identification & Naming Convention
Define how configuration items are uniquely identified and how version numbers are structured.
	Element
	Convention

	Item ID Format
	[e.g., CI-###, sequential]

	Version Numbering
	[e.g., Major.Minor format — 1.0 for the first baseline, 1.1 for a minor revision, 2.0 for a major revision]

	File Naming Convention
	[e.g., ProjectCode_ItemName_v1.0_YYYYMMDD]

	Draft vs. Baselined Marking
	[e.g., 'DRAFT' watermark or filename tag until formally baselined]




4. Baseline Management
Describe when and how a configuration item is formally baselined — the point at which it becomes subject to formal change control rather than free editing.
[e.g., An item is baselined once it has been reviewed and formally approved by its designated approver, at which point further changes require a Change Log entry rather than direct editing]
5. Configuration Control Process
Describe how changes to a baselined configuration item are requested, evaluated, and approved.
	Step
	Description
	Responsible

	1. Request Change
	Submit a change request for the baselined item via the Change Log
	[Requester]

	2. Impact Assessment
	Assess impact on dependent items, schedule, cost, and quality
	[Configuration Owner]

	3. Approve / Reject
	Review and decide per the Change Management Plan's approval thresholds
	[CCB / Approver]

	4. Update & Re-Version
	Update the item, increment its version number, and update the Configuration Item Register
	[Configuration Owner]

	5. Communicate
	Notify affected stakeholders of the new version
	[Project Manager]


6. Configuration Status Accounting
Describe how the current status of all configuration items is tracked and reported.
[e.g., The Configuration Item Register is the single source of truth for current version and baseline status of every controlled item; updated within 1 business day of any approved change]
7. Configuration Audits
Describe periodic audits performed to confirm that configuration items match their documented status — particularly important in regulated environments.
	Audit Type
	Frequency
	Purpose

	Functional Configuration Audit
	[e.g., Before major milestone]
	[Confirms the item performs as specified in its baseline]

	Physical Configuration Audit
	[e.g., Before qualification/audit]
	[Confirms the as-built/as-documented item matches its recorded configuration]




8. Roles & Responsibilities
	Role
	Responsibility

	Project Manager
	[Owns the Configuration Management Plan; ensures the Configuration Item Register stays current]

	Configuration Owner(s)
	[Individual(s) accountable for specific configuration items — updating, re-versioning, and archiving as approved]

	Change Control Board (CCB)
	[Approves changes to baselined configuration items, per the Change Management Plan]

	Quality / Compliance Lead
	[Conducts configuration audits, particularly for regulatory-relevant items]


9. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[Quality / Compliance Lead]
	
	


10. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this plan. Remove before final distribution if not needed.
Before you start:
•  Confirm whether your organization or industry has a mandatory configuration/document control standard (e.g., ISO 9001, IATF 16949, FDA 21 CFR Part 11) — if so, this plan should explicitly satisfy those requirements, not just general best practice.
•  This plan defines the methodology; the companion Configuration Item Register (Excel) is where every actual controlled item and its current version is tracked.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-4 sentences. Note the distinction from the Change Management Plan explicitly, since the two are easily confused.

	2. Configuration Items
	Be selective — only include categories that genuinely need version control rigor. Placing everything under configuration control creates administrative burden with no real risk reduction.

	3. Identification & Naming Convention
	Keep this consistent with any organization-wide document naming standard already in use — don't invent a new scheme just for this project if one already exists.

	4. Baseline Management
	Be explicit about the trigger for baselining (e.g., 'approved by the designated approver') — an ambiguous trigger means items drift into de facto configuration control without ever being formally baselined.

	5. Configuration Control Process
	This should align tightly with the Change Management Plan's process — configuration changes are a specific case of the broader change control process, not a separate parallel one.

	6. Configuration Status Accounting
	State clearly where the single source of truth lives (the Configuration Item Register) — multiple 'current version' trackers across different tools is a common source of confusion.

	7. Configuration Audits
	Only include audit types your organization will actually perform — an audit type listed here but never conducted undermines confidence in the whole plan.

	8. Roles & Responsibilities
	Remove the Quality/Compliance Lead row if this project has no regulatory driver for configuration audits.



Common mistakes to avoid:
•  Confusing Configuration Management with Change Management — Change Management governs scope/schedule/cost baselines broadly; Configuration Management governs version control of specific deliverables and documents.
•  Placing too many items under formal configuration control — this creates process overhead without meaningful risk reduction for low-stakes documents.
•  Letting the Configuration Item Register fall out of sync with actual document versions — an inaccurate register is worse than no register, since people will trust it by default.
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