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Project Management Plan 

This plan summarizes how the team will carry out the project work during the project. It’s made up of 

a number of different plans. You don’t have to have separate documents for them all, unless you feel 

that a particular area warrants additional details. However, you should have some written record of 

your approach to a particular area.  

Project Name:  

Today’s Date: 

Overall Project Approach: 

Document the overall project approach. Are you going to split the project into phases or stages? 

What are they? What is being delivered in each phase/stage? 

 

Project Team Structure 

Include a team organization chart to show how the team is put together. Include a list of people who 

make up any governance body like your Steering Group or other decisions-making forum. Describe 

their roles and responsibilities. 

Role on Project Name of individual Responsible for 

   

   

   

 

Scope Statement 

Write down what is included and excluded from the scope of the project work. 

In scope: 

• Some items here 

• More items 

Out of scope: 

• Some items here 

• More items 

Project Deliverables 

List the major outputs from your project. 

• Deliverable 1 

• Deliverable 2 

• etc 
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Major Milestones 

If you know them already, include a list of major milestones here. 

Milestone Description Date 

  

  

  

 

Project Reviews 

If you have reviews or audits planned, meetings with your customer or presentations, make a note 

of them here. If you don’t have any planned yet but intend to do so, write down when these will be 

booked. 

 
 
 

 

Management Plans 

Record here the key approaches to each project management area. Or include a reference to a 

separate document where this is covered. The text in the Approach column below indicates what 

you should think about including. 

Area Approach 

Change Management How changes will be managed, who is involved, what tools you’ll use to 
manage change, who needs to be informed of change. 

Change Control The process you will use to identify and approve/reject changes. 

Risk Management The process you will use to identify and deal with project risks. 

Issue Management The process you will use to identify and deal with project issues. 

Requirements 
Management 

The process you will use to gather, explain, document and validate the 
requirements for the project. 

Schedule Management Describe how you will develop your project schedule, how you will 
estimate the work, who will be involved and how you will keep it up to 
date. 

Cost Management Describe how you will manage the project budget, any tools you will use 
or any authorizations required. 

Quality Management Describe any quality standards you need to reach and how you will 
monitor that you have done so. If you will be audited or if a client will 
check the deliverables, document that here too. 

Human Resource 
Management 

Describe how you will acquire team members and what training, if any, 
they need in order to be able to fulfil their roles on the team. 

Communications 
Management 

Describe the communications required and the people involved, or link to 
the Communications Plan. 

Procurement 
Management 

The process you will use to identify and select potential suppliers and 
anything specific about their contracts that you need to be aware of. 

Configuration 
Management 

Describe how you will manage having multiple versions of documents and 
how you will know which is the most up to date version. Include any tools 
you will use to help. 
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Constraints 

Record any constraints relating to the project. 

 
 
 

 

Assumptions 

Record any assumptions that you have made about the project that you will need to check and 

validate later. 

 
 
 

 

Variances 

This section describes the acceptable variances. As no project ever goes completely as planned it’s 

useful to work out in advance what exceptions you will tolerate. This table will help you do that. 

Schedule Variance Describe acceptable and non-acceptable variances and document at what 
point you would need to do something to address the problem. For 
example, a delay of a week might be acceptable, but a delay of a month 
would require a serious review of the plan because it might undermine 
your profit to be launching that late. 

Cost Variance Describe acceptable and non-acceptable variances and document at what 
point you would need to do something to address the problem. For 
example, an overspend of $1000 might be acceptable, but an overspend of 
$5000 would require you to review the product again because going over 
budget by that much undermines your business case. 

Scope Variance Describe acceptable and non-acceptable variances and document at what 
point you would need to do something to address the problem. For 
example, adding in extra features might be OK, but if a certain feature 
was removed you would have to seriously review whether the product 
continued to be fit for purpose. 

Quality Variance Describe acceptable and non-acceptable variances and document at what 
point you would need to do something to address the problem. For 
example, if the project looked like it wouldn’t hit certain quality targets 
you might decide to contact the client to discuss and review together.  

 

Any Other Notes 

Document anything else that you would find useful to record in writing. 


