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Project Planning Template (for Nonprofits)
A Fillable Document with Goals, Milestones, and Budgeting Guidance
Date: ____________________________________________

I. Project Overview
Project Title: ______________________________________________________________________________________
Project Lead / Coordinator: _____________________________________________________________________
Organization Name: ______________________________________________________________________________
Start Date: ________________________________________________________________________________________
End Date: _________________________________________________________________________________________
Partner Organizations (if applicable): __________________________________________________________
Brief Project Description (2–3 sentences): ____________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
II. Project Purpose and Goals
Primary Goal(s): _________________________________________________________________________________
Specific Objectives (use SMART criteria):
Objective 1: __________________________________________________________________________________

Objective 2: __________________________________________________________________________________

Objective 3: __________________________________________________________________________________
III. Key Milestones and Timeline
Milestone Table:
	Milestone
	Description
	Responsible Party
	Target Date
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


IV. Stakeholder Engagement Plan
Key Stakeholders: ________________________________________________________________________________
Communication Strategies: _____________________________________________________________________
V. Resource and Staffing Plan
Team Members and Roles: ______________________________________________________________________
Capacity Gaps and Training Needs: _____________________________________________________________
VI. Budget Planning
Projected Budget Table:
	Budget Category
	Estimated Cost
	Notes / Justification

	Personnel
	
	

	Supplies / Materials
	
	

	Travel / Transportation
	
	

	Program Activities
	
	

	Monitoring & Evaluation
	
	

	Contingency
	
	

	Total
	
	



Funding Sources: _________________________________________________________________________________
VII. Risk Assessment & Contingency Plan
Key Risks: _________________________________________________________________________________________
Mitigation Strategies: ____________________________________________________________________________
VIII. Monitoring & Evaluation Plan
Indicators of Success: ____________________________________________________________________________
Data Collection Methods: ________________________________________________________________________
Reporting Schedule: _____________________________________________________________________________
IX. Final Notes / Reflections
Sustainability Plan: ______________________________________________________________________________
Lessons Learned (to be completed post-project): _____________________________________________
Next Steps or Recommendations: ______________________________________________________________
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