Project Plan
Project: Project Name 

Purpose of this Document

This document provides a statement of how and when objectives are to be achieved.  It shows the major products, activities and resources required to deliver the project.  It plans for the scope of the project and those risks already identified.
This document is designed to enable the project sponsor agree the timescale, scope and cost and hold the project manager to account.  Once approved it can only be amended, updated or changed with the agreement of the project sponsor.
Introduction 

This section introduces the project and how it originated.  For example, Where did the need originate?  Where does it fit in the Organisation’s strategic Plan?  What will it produce? And what will the benefits be?
Prerequisites 
Which things need to be in place (and remain in place) for this plan to succeed? 

External dependancies
Which other people, organisations, projects, products or situations could influence the success of this project?
The following represents initiatives already under way that we will need to interface with:
	Title
	Brief Description
	Contact

	
	
	

	
	
	


Planning assumptions
Are there any assumptions made upon which this plan is based? (e.g. we are assuming that there will not be a change in supplier costs above 2% in any one year)
	Assumption 


	Test / Mitigation

	
	

	
	


P
Delivery approach
For example, are we building on an existing platform or product, are we building a brand new solution or are we buying in and modifying an already available solution?    

Lessons incorporated
Details of any relevant lessons applied from previous projects (from inside or outside our organisation) that have been reviewed and included in this plan. 
Monitoring and control
How will this plan be monitored and controlled?  Eg. Project review meetings and reports etc. 
Budgets 
This section should provide a breakdown of costs and timescales, including any provision for risks and changes.
Tolerances 
What are you time, cost and scope tolerances for this project?
Product descriptions
Product descriptions for all the major products in this project should be attached to the project plan.
Project Schedule
This should be in a format that suits your organisation – Gantt charts, excel spreadsheets, word documents or planners are all acceptable if your colleagues can understand the plan in these formats.  Remember to include:
Visual of timescale 

Breakdown of products and/or work

Flow diagram to show order of delivery

Resource requirements
	Skill / resource type
	Source
	Duration
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