Project Plan Template: Establishing a
Knowledge Management (KM) Practice

Project Title:
Provide a concise, clear title that captures the essence of the project.

Example:
“Stand-Up of a Knowledge Management Practice for Operational Excellence”

Project Purpose

Explain the purpose of the KM practice in detail, focusing on the problem it addresses, its
benefits, and the value it brings to the organization.

Example:

The purpose of this project is to establish a Knowledge Management (KM) practice to enable
the organization to efficiently capture, organize, and disseminate critical information. By
addressing current challenges such as inconsistent documentation, difficulty in accessing
information, and siloed knowledge, the KM practice will:

e Enhance employee productivity by reducing time spent searching for information.
e Improve compliance with organizational policies and regulatory requirements.

e Enable better decision-making through centralized, up-to-date knowledge.

Project Objectives

Define specific goals and break them into actionable categories. Provide examples where
applicable.

1. Capture and Organize Knowledge

e Conduct a knowledge audit to identify and inventory existing documentation, such as
policies, workflows, and guidelines.

e Establish a centralized repository with a taxonomy that categorizes knowledge for easy
navigation.



Example:

A department currently stores its processes in a shared drive with inconsistent naming
conventions. This project will standardize documentation using a naming convention like:
[Department] _[Process Name] [Version] YYYY-MM-DD.

2. Create and Curate Knowledge

e Develop new documentation for gaps identified during the audit.

e Assign content ownership to ensure continuous updates and review.

Example:
If the audit identifies that onboarding procedures for new hires are incomplete, collaborate with
HR to create a comprehensive onboarding guide.

3. Disseminate Knowledge Effectively

e Implement a knowledge-sharing platform (e.g., Confluence, Document360, or
SharePoint).

e Create training materials and conduct workshops for staff to familiarize them with the
platform.

4. Foster a Knowledge-Sharing Culture
e Introduce incentives for employees who contribute to and maintain the KM repository.

e Host monthly knowledge-sharing sessions to encourage active participation.

Project Scope

Clearly define the boundaries of the project. Provide examples to differentiate between in-scope
and out-of-scope items.

In-Scope:
e Policies and procedures (e.g., IT security policies, HR policies).
e Guidelines and workflows (e.g., step-by-step guides for internal systems).

e Integrating existing knowledge assets into a centralized system.
e Training employees on the new KM platform.

Out-of-Scope:



e External partner or customer knowledge systems.

e Non-critical or outdated knowledge, such as legacy documentation no longer in use.

Key Deliverables

Provide examples for each deliverable to clarify expectations.

e KM Strategy Document: A document outlining the KM vision, goals, governance, and
workflows.
Example: Include a diagram of the KM governance structure, such as roles for content
owners, reviewers, and administrators.

e Centralized Knowledge Repository: A platform with categories such as "Policies,"
"Processes," "Training Materials," and "FAQs."
Example: Use a tool like Confluence or SharePoint and implement tags for easy search
functionality.

e Standardized Templates: Templates for creating policies, procedures, and workflows.
Example: Develop templates with pre-defined sections like "Purpose,” "Scope," "Steps,'
and "Review Date."

e Training Program: Training guides and workshops for employees to learn how to use
the repository.
Example: Create a 30-minute video walkthrough showing how to upload, tag, and
search for documents.

e Communications Plan: Regular updates via email newsletters or town hall meetings to
inform stakeholders of progress.

Stakeholders:

Provide examples of individuals or roles and their responsibilities.

e Project Sponsor: Chief Operating Officer (COO)
e Key Stakeholders:
o Department heads to provide input on specific content needs.

o IT team to support the platform’s technical implementation.



e Project Team:

o KM Lead to oversee the project.

o Content Creators to write and update documents.

o Platform Administrators to configure and maintain the knowledge repository.

Timeline

Include detailed examples for each phase.

Phase Activities Timeline
Initiation Define project scope, secure budget, assemble team. Month 1
Planning Conduct stakeholder meetings, finalize tools. Month 2
Knowledge Audit Inventory existing documentation and identify gaps. Months 3—4
System Design Select and configure a repository platform (e.g., Months 4-5
Confluence).

Content Development | Standardize and upload key documents. Months 5-7
Implementation Launch the KM system and conduct training sessions. Months 8-9
Evaluation Collect feedback, measure metrics, refine processes. Month 10-12

Budget Estimate

Provide detailed budget categories and examples.

Item

Cost Estimate

Technology (KM platform license) $10,000/year

Training Workshops $5,000




Item Cost Estimate

Content Development Resources $8,000
Miscellaneous Costs (e.g., travel, supplies) $2,000
Total $25,000

Risks and Mitigation

Include detailed examples for each risk and mitigation strategy.

Risk Likelihood Impact Mitigation

Resistance to change High High Host informational sessions to explain KM
benefits.

Knowledge gaps in existing | Medium Medium Engage SMEs to prioritize critical

assets knowledge areas.

Technology adoption issues | Medium High Provide hands-on training and create user
guides.

Scope creep Low Medium Use a formal change management
process.

Success Metrics

Provide concrete examples of metrics to measure success.
o Adoption Rate: At least 75% of employees use the KM system monthly.
e Content Completeness: 90% of key policies and procedures documented by project end.

e User Satisfaction: 85% of employees rate the system as “helpful” or higher in
post-launch surveys.

e Operational Efficiency: 50% reduction in average time spent searching for information.

Next Steps




Provide detailed actions to kick off the project.

1. Present the project plan to the executive committee for approval.

2. Assign roles and responsibilities to project team members.
3. Schedule stakeholder meetings to gather detailed requirements.

This template provides both structure and detailed examples to ensure clarity and relevance for
your specific KM project. Tailor each section based on your organization's needs and goals.



