Project Plan


Use this template to draft your project plan. Feel free to adjust the sections to align with your project requirements. The blue italic wording provides explanations and should be deleted from your final plan.
1. Project overview
Project name
Enter the official name of the project 
Project summary
Provide a summary of the project, including what will be delivered, where it will occur and the intended outcome. (Detailed project need and benefits are outlined in the grant application.)
Project start date:
Project completion date:

2. Project governance
Identify the key people responsible for the project oversight, management and delivery. 
	Role  
	Name/Position  
	Responsibility 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Stakeholders 
List the key internal and external stakeholders who have an interest in, influence on, or may be impacted by the project.

	Stakeholder 
	Internal / External 
	Interest / Influence / Impact  

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



3. Site details 
Provide the following information specific to the project site
· Site plans (attach a site plan showing the location and extent of the proposed work)
· Project concept or design plans (attach a plan that illustrates the project outcome)
· Photos (include photos of the existing facilities and/or the site)

4. Project scope
Provide a summary of the activities and works required to deliver the project.

5. Project timeline 
List the key project milestones and target completion dates.
	Key milestone
	Target completion date 
	Responsible officer 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Key dependencies 
Identify any dependencies - critical factors, approvals, resources and external requirements that must be in place for the project to progress and be completed successfully.
	Dependency
	Impact on project 

	
	

	
	

	
	

	
	

	
	

	
	


6. Budget summary 
Provide a summary of project costs and funding sources.
	Budget item 
	Estimated cost 
	Funding source 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



7. Communications and reporting
Stakeholder engagement
Describe how key stakeholders will be informed and consulted throughout the project.
Reporting requirements
Outline project reporting requirements, including grant reporting.
Project records and documentation 
Describe how project records and financial information will be maintained.

8. Project success measure 
Describe how successful delivery of the project will be assessed by your organisation.

