Overview



Aim, Objectives and Scope




Project Plan
(Small to Medium Sized Projects)
Template & Guide

This guide is intended to be read in conjunction with the following template for the development of a Project Plan for a small project.
As such, the Guide should be removed from the front of your final document.

What is a Project Plan?
A Project Plan is the management document for the project. It is owned, maintained and utilised by the Steering Committee to ensure the delivery of project outputs and the realisation of project outcomes. In the case of small to medium sized projects it is also the management document for the Project Manager as opposed to a separate Project Execution Plan.
Why would you develop a Project Plan?
A Project Plan is developed to provide:
An overview of all the project components, how you intend to produce the outputs and briefly describes the roles and responsibilities of each of the parties;
the project’s Sponsor/Steering Committee with a documented framework to ensure the delivery of defined project outcomes and to effectively monitor the project from start to finish; and
a formalised agreement between the Project Sponsor/Steering Committee and the Project Manager of what needs to be done and when.
The document may expand upon the original Project Proposal or the approved option in the Project Case if these exist, enabling further definition of the scope of the project.
When would you develop a Project Plan?
Approval to develop a Project Plan for a small project may come from senior management or be obtained from the acceptance or approval of a preceding stage such as a Project Proposal, or Project Business Case.
What you need before you start:
Agreement to proceed with the development of the Project Plan from the Project Sponsor.
Knowledge and understanding of the development of a Project Business Plan.
Optional
Endorsed document establishing the scope of the Project Plan, which could be a Project Proposal or a Project Business Case.
Knowledge and understanding of project planning, scope definition, stakeholder identification, risk identification and the development of work breakdown structures.
Awareness of the environmental factors that may affect the project such as political, industrial, legislative, technical, financial, social, cultural and security/privacy.
Corporate/Business Plan for the Department/Business Unit.
Departmental Project Management Guidelines.
What you will have when you are finished:
A complete Project Business Plan for a small to medium sized project that is ready for acceptance by the Project Sponsor or Project Steering Committee.
How to use this template?
The template contains sections which are either optional or can be developed at a number of levels of detail depending upon individual need.
The resulting document should be brief. Sections that are not required may:
be deleted;
indicate that the section is not applicable; or
refer to another document.
All documents developed based on this template should include an appropriate acknowledgement.
A number of different text styles have been used within the template, as follows:
Text in italics is intended to provide a guide as to the kind of information that can be included in a section and to what types of projects it might be applicable. Please ensure all italics are removed before submitting as Assessment Task 2.
Text in normal font is intended as examples.
Text enclosed in <angle brackets> is intended to be replaced by whatever it is describing.







ii
	



<Project Title>
Project  Plan
Organisational Unit
DEPARTMENT OF ...








Version 0.A (dd mmm yyyy)


Acknowledgements
The contribution of the following individuals in preparing this document is gratefully acknowledged:
<contributors/reviewers/developers>
The following paragraph should be included in the documents where these templates have been used as a basis for development.
This document has been derived from a template prepared by the Department of Premier and Cabinet, Tasmania. The structure is based on a number of methodologies as described in the Tasmanian Government Project Management Guidelines.


DOCUMENT ACCEPTANCE and RELEASE NOTICE
This is <release/version> <n.n> of the <Project Title> Project Business Plan.
The Project Plan is a managed document. For identification of amendments each page contains a release number and a page number. Changes will only be issued as a complete replacement document. Recipients should remove superseded versions from circulation. This document is authorised for release once all signatures have been obtained.



PREPARED:	DATE:___/___/___
(for acceptance)	(<name>, <Project Title> Project Manager)



ACCEPTED:	DATE:___/___/___
(for release)			(Project Sponsor,<name, title>)
	


Executive Summary
Dot points to be used to identify the problem statement, the project’s objectives, implementing organisations, key project activities and the total project budget in less than a page.

An Executive Summary aims to: 
· provide a brief overview of the whole proposal so that executives or managers could read the executive summary rather than reading the whole  proposal 
· allow the reader to quickly understand what information is contained in the proposal
· persuade the reader that the proposal is worthy of being read. 
· provide a concise and precise of the proposal that can be understood in isolation. 

How to write an Executive Summary 
· Dot points make it easier for the reader to read quickly.
· Use a formal writing style that uses your own words. 
· Avoid using jargon. 
· Edit to remove minor points and ensure that the executive summary is concise. 
· Remove unnecessary words or sentences. 
· Check accuracy of grammar and spelling. 
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[bookmark: _Toc322239369][bookmark: _Toc388327762][bookmark: _Toc388850109][bookmark: _Toc388850197][bookmark: _Toc388850265][bookmark: _Toc391796301]Overview
[bookmark: _Toc322239370]Project Title
Your title should be written to make your project stand out from others and therefore it should be brief, sharp and make it clear what the project is about.
[bookmark: _Toc322239371]Project Background
It may be easier to think of this section as a review of Relevant Literature to cite previous projects and studies that are similar to what you are proposing. Show the funding agency that you know what you are proposing because you are familiar with what has preceded you. Use the statement of the problem to show that your proposed project is definitely needed and should be funded. It is essential to include a well-documented statement of the need/problem that is the basis for your project. What are the pressing problems that you want to address? How do you know these problems are important? What other sources/programs similarly support these needs as major needs? Is there a special reason why you and/or your organization are uniquely suited to conduct the project? (Geographic location, language expertise, prior involvements in this area, close relationship to the project clientele, etc.) This is an excellent section to have the reader begin to understand that an ongoing approach to the problem is essential and that short-term responses may have negligible effect. This can begin to establish a rationale for why your project needs external funding - it seeks to provide a long-term response.

[bookmark: _Toc322239372]Aim, Objectives and Scope
[bookmark: _Toc322239373][bookmark: _Toc497817113][bookmark: _Toc497817331]Aim
The aim will provide a clear picture of the proposed project including a statement about what will be delivered, by whom and by when. 
2.1 [bookmark: _Toc322239374] 	Objective(s)
What is the goal/s of the project, what is it expected to deliver? A high level description of a minimum of three (3) objective(s) of the project (aim for a one-liner). Ensure the objectives state the benefits, the target group or area at which they are aimed and the timeframe. That is, the three parts of objective are benefit + target group + timeframe.
1. 
2.
3.
[bookmark: _Toc322239375]Outcome(s)/Benefits
List the target outcomes/benefits, the measures which will be used to measure success and the dates for achievement.
Outcomes answers the question: What is the desired operational state of the
organisation using these new things? Benefits answers the question: Why is this
required? The result, impact or benefits of the project should be written in language that is specific, measurable and realistic.

What will be the key products (resources, workshop, web pages, etc)?
What dissemination support will you require, if any?
Outcomes should benefit the community in the long-term, therefore products should be in a format that can be adapted and re-used in the future.
Who will the project benefit?
[bookmark: _Toc322239376]Output(s)
Outputs/Deliverables answers at least in part the fundamental question: What new or different things will we need to realise beneficial change? 
Outputs (deliverables) describe what new products, services, businesses, or management practices will need to be implemented to meet each identified outcome. List all of the deliverables (a minimum of three) adding details as required by explaining what will be produced at the end of the project. 
[bookmark: _Toc322239377]Assumptions and Constraints
It is important that assumptions made during the planning process are identified and recorded in the Project Plan along with any constraints. This may include deadlines, financial and budgetary, legislation, resource availability, environmental, technology, security etc.

[bookmark: _Toc322239378]Project Management Plan
[bookmark: _Toc322239379]Governance




Figure 1: Governance Structure for the <XYZ> Project
[bookmark: _Toc497817124][bookmark: _Toc497817345]Determine what parties you require from the figure above, list them in the paragraphs below and detail their responsibilities. Dotted boxes indicate Optional Groups.
[bookmark: _Toc322239380]Project Sponsor/Steering Committee
Small to medium sized projects may have a Steering Committee or may just have a Project Sponsor/Line Manager. The Project Sponsor may be the Business Owner of the project. The Project Sponsor is a member of the Steering Committee, usually the Chair, and has delegated authority of the Steering Committee to assist with issues that arise outside the formal business of the Steering Committee.
[bookmark: _Toc322239381]Project Manager
The Project Manager delivers the defined project outputs.  They manage the day-to-day aspects of the project, resolving planning and implementation issues, budgeting, and monitoring and reporting progress.
Nominee: 
[bookmark: _Toc322239382]Project Team
The Project Manager leads the project team.  It is desirable that the project team includes representatives from the business unit(s) affected by the project.   The selection of people with the requisite skills for a project is critical to its overall success.
Contractors may be employed, external to the business area, to provide a specified service in relation to the development of project outputs.
The proposed project team is:
Nominee(s):  [Name], [Title], [Section/Company] – [full time or part time]
[bookmark: _Toc322239383]Working Parties/Groups
These consist of small specialist groups dedicated to producing well-defined output(s) within a specific time frame and in accordance with the project plan requirements.  A working party has no life beyond the delivery of that output.
[bookmark: _Toc322239384]Reporting Requirements
Project reports for the Project Sponsor/Steering Committee are required to concentrate on the management issues of the project. The reporting frequency, the format and to whom the report goes should be described.
[bookmark: _Toc322239385]Stakeholder Management & Communication
List the key stakeholders who will impact the project or be impacted by the project and describe how they will be engaged. A summary of the overall key communication and management issues for the project, concentrating on what will contribute to the project’s success or where a lack of communication can lead to failure may assist.
For each stakeholder group, communication methods should be highlighted, including, where relevant, who will be delivering the message and how often. Timing and tone are also important. There will normally be more than one communication method used for each stakeholder group. E.g. staff might be communicated with via staff meetings, e-bulletins, workshops, social media, staff room information boards etc. The method will obviously depend on the type of information being relayed. 
	Stakeholder
	Communication Need
	Communication Method
	What and when
	Who is responsible?

	E.g. Medical and surgical nurses
	To understand the impact of implementing a Patient Critical Pathway on current work practices
	Face to Face, In-service
	Visit from X by Y to describe their process changes
	Nurse Unit Manager

	E.g. Junior Doctors
	To understand their roles and responsibilities in Criteria Led Discharge
	Paper fact sheet & grand rounds presentation
	Address at Grand Rounds on X date & distribute fact sheet. Follow up on X date
	Director of Medical Services



[bookmark: _Toc322239386]Resourcing Requirements
[bookmark: _Toc322239387]Budget and Expenditure
Summarise the project’s budget and expected expenditure.
A budget is a way of ensuring that your outgoings don’t exceed your incomings. Think about your project from start to finish. What will you need to make it a reality? What services and equipment will you have to purchase or hire? Do you need to employ anyone or provide cover for a staff member whilst working on the project? Start by creating an itemised list of everything you need. It’s important that your budget is realistic and covers all major areas of expenditure.
Identify and summarise the project’s budget and expected expenditure in line with the project plan and financial planning. The budget information can reflect funding for the life of the project, a specific Stage or Phase, or a single financial year.  
All budget and expenditure statements should include estimates of ongoing costs of supporting the project outputs as they are often overlooked.  

A Budget can be included as an Appendix.
[bookmark: _Toc322239388]Other Resources
List other resourcing requirements, for example human resources, accommodation, IT equipment, information requirements.
[bookmark: _Toc322239389]Risk Management Plan
A risk analysis is to be undertaken upon commencement and regularly reviewed throughout the project life cycle.  The results of the initial analysis should be included as an appendix.
Include here a summary of the major risks, mitigation strategies, costs and an assessment as to the overall risk associated with the project. Also discuss how risks will be managed in relation to risk identification, reviews and reporting. 
A Risk Analysis and Management Plan including major risks, risk rank, costs, mitigation strategy can be included as an Appendix.



[bookmark: _Toc322239390]Quality Management
Quality Management should contain project specific information describing the:
methodologies and standards;
monitoring procedures;
the review processes to be used to capture lessons learnt throughout the project;
change/issues/problem management;
review and acceptance procedures; and
documentation and record keeping. 
[bookmark: _Toc322239391]Project Closure & Outcome Realisation
Describe how the targeted outcomes (from paragraph 2.2) are going to be measured, by whom, when and reported to whom.
How are the outputs going to be handed over?  What are the training requirements and what ongoing provisions (for resources) have been made/are required? At what point will the project be closed?
Will a review be held to capture the lessons learnt from the project? If so describe the process.
[bookmark: _Toc322239392]Project Activities and Milestones
9.1 	Timeline estimation - insert a Timetable for your project.
Estimate timeline to complete each objective. Clarify where, how and under what circumstances the project is applicable, relevant and significant. Provide a clear account of its methods. Provide a detailed duration of project, separated into phases: start to finish illustrating the timeline of project.

Describe 
List the major activities and milestones for the project. Milestones/timeline are indicated by a blank scheduled start date. Activities in the predecessor column must be completed prior to this activity commencing.
You need to describe all requirements to make the project successful and explain the specific tasks that will need to be undertaken to produce the deliverables (minimum of 3 deliverables required), how delivered, person/s provided with the deliverables, and how you will deliver to the intended audience. Requirements from all parties must be clearly described for each task and for each deliverable.

	Id
	Description
	Who
	Scheduled Start
	Scheduled Finish
	Predecessor

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


	Table: Project Timetable 
9.2	Describe how you will deliver the end results of the project. State the person or persons you will provide the deliverables to, how you will provide the deliverables and how you will deliver these to the intended audience. Clearly state the requirements needed from all parties involved in the project (this may be you as the project manager and/or you may need to ‘buy’ in other resources/services) for each task and for each deliverable. This section should provide for at least five (5) high level tasks (milestones): each task should be identified by bullets – identifying the milestone, date (timeline) and how you will determine percent (%) of completion.
A Work Breakdown Structure can be included as an Appendix.
[bookmark: _Toc322239393]Appendices
The documents and forms may be attached to the Project Plan as appendices to enhance or meet specific project requirements. For example:
Project budget
Risk Analysis and Risk Management Plan
Provides ‘snapshot’ details of the current risk assessment and risk management strategies. 
A Work Breakdown Structure e.g. ‘snapshot’ Gantt Chart, or similar, of major project milestones and processes.

Appendix 1 – Project Budget 
<separate pages for appendix headers are optional>

Appendix 2 - Risk Analysis and risk Management Plan
<separate pages for appendix headers are optional>
Copy in the Risk Management Template here and complete as per the Risk Management Fact sheet, both available from www.projectmanagement.tas.gov.au.


Appendix 3 – Work Breakdown Structure
<separate pages for appendix headers are optional>
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