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[bookmark: _Toc532305377][bookmark: _GoBack]Tool 5: Draft for a Project Plan

THE NAME OF THE PROJECT

Group

PROJECT PLAN

The guidelines are framed in blue and written in italics: Make sure you remove these from your final version. 



Add or change subsections according to your own needs.

Author(s)

Version history
Version	Date		Changes made	Made by          Note	
0.1	22.1.2019(e.g.)				First version 

Overview

You can include an overview which describes the main idea of the project. This is useful if you need to show the plan to many different parties.

Write an overview!
Content
1	Introduction	44
2	The goals, scope and results of the project	45
3	The tasks of the project and their schedule	45
4	The schedule of the project	46
5	Resources and organisation	45
Appendix 1. Schedule	Error! Bookmark not defined.
Introduction
Describe the reasons why you engaged in the project; possible project history or a reference to a separate research/development plan. 
Describe the background and premises behind the project.
[bookmark: _Toc536352819][bookmark: _Toc168985464][bookmark: _Toc315164706]The goals, scope and results of the project 
The goals clarify the purpose of the project: why will it be carried out, what is the possible worth of it, what could be gained out of it etc. 
Scope: When setting your goals, you should also decide on the scope. What are the issues you will deal with and what will you leave out? 
Results: Describe briefly the concrete outcomes you expect your project to have: e.g. the possible products and services, new methods or modes of operation, reports etc. Describe the added value of the results and where you expect to use, apply and spread them.
A clear goal and scope! What will the project yield? 
[bookmark: _Toc536352823][bookmark: _Toc168985465][bookmark: _Toc315164707]The tasks of the project and their schedule
When defining the tasks take the following into account:
· Thorough planning and scheduling increase the likelihood of success 
· You can present the workload either in person-months, days or hours.
· Be as specific as possible so that each task includes its target, what exactly needs to be done and how it will be achieved. 

Defining, phasing and allocating the tasks and the resources.
Start the phasing of the project by working out the main parts e.g. Planning Realisation  Final report. These make up the Work Breakdown Structure (WBS) 2. The tasks (sub-projects). Divide these into parts 1.1, 1.2/ 2.1, 2.2 etc. Work out the time and other resources available for each task, who will be doing what 
Add these to the attached Gantt- figure!


	Task 1.
	Add the name of the task

	Description:
	Describe how the task will be completed

	Work load:
	Time needed to complete the task

	
	



	Task N.
	Copy the previous as many times as necessary


[bookmark: _Toc536352827][bookmark: _Toc168985467][bookmark: _Toc536352826]

Resources and organisation
Document your project organisation: project leader and the team members

	Project leader:
	

	Team members:
	

	
	


Check points for the project:

	project week x
	Goals achieved

	project weeks x
	Goals achieved


Set the check points to indicate when important sub goals will be reached or important events take place. Make sure the evaluation is as concrete as possible. Schedule the time and be clear of the outcomes required. 

Project in a table:
Schedule for your project. 
	Subdivision and schedule for the project
	
	Year 
	

	
	
	Group
	

	
	
	Week
	1
	2
	3
	
	
	
	
	
	
	
	
	
	
	

	
Subproject 1
	Person responsible
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	· Task 1.1
	NN
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	· Task 1.2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Subproject 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	· Task 2.1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	· Task 2.2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	· Task 2.2.1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	· Task 2.2.2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





