Project Plan
Project Definition
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Project Name 

What to call the project?

	


Project Objective 

What do I want to achieve?

	


The Ultimate Objective 

Why am I doing the project? (It’s ultimate purpose.)
	


Project Deliverables (& Scope) 

	What are the tangible things I will do/create?
	What is ‘out of scope’? 

	
	


Project Client 

Who am I doing it for?

	


Project Activities 

	How am I going to start?
	What will I do along the way? 
	How am I going to finish?

	
	
	


Project Team 

Who else will be doing the project?

	


Project Budget 

What should the project cost?

	


Project End 

How soon do I need to/expect to finish?

	


Project Schedule

	Tasks
	Work (hours)
	Duration (days)
	People
	Materials/Tools/
Equipment
	Due Date

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	

	11. 
	
	
	
	
	

	12. 
	
	
	
	
	

	13. 
	
	
	
	
	

	14. 
	
	
	
	
	


A More Comprehensive Project Definition
Project Monitoring & Reporting 

How am I going to keep track and how will I report project status?

	


Organisational Motivation & Organisational Capacity

Does my organisation have the will and the capacity, to complete the project?

	


Stakeholder Analysis 

Who is important to the project, and why?

	Stakeholder
	(Level of) Influence
	Their Expectations (of the project)
	How They Will be Involved (in the project)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Location 

Where will the project be undertaken, and where is the best place/space?
	


Securing & Keeping Resources 

How can the resources be secured by the project?
	


Project Risks & Issues

What are the known risks and issues, and how will I address them?
	Known Risk/Issue
	Action/Response

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Good luck with your project!
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