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1 Introduction

1.1 Version Control

	Revision
	Date
	Status
	Author
	Comments

	0.1
	
	Draft
	
	

	
	
	
	
	


1.2       Abbreviations
	Abbreviation
	Description 

	
	

	
	


1.3       References

	Document
	Version
	Author

	Project_Gantt.V0.1
	0.1
	

	
	
	


1.4 Change Control

Changes to this plan may only be made under agreement by the assigned Project Manager, once the plan has become definitive.  Changes will be accepted on the basis of assessing the impact to the business, as well as technology, and may be declined if the impact is deemed to be unnecessary or too high risk to safely proceed within timeframe and budget. Any change requires to be reported to the Project Board via the regular status reports.
1.5 Background

Summarise the background of the project detailing why it has come about and any previous projects that have led to the project being initiated.
1.6 Justification & Business Case

Describe the justification for this project with relation to the business case. This should include information such as:

Factors “pushing” the project – e.g. hardware/software going out of support, legal requirements, requirements from an external project.

Benefits – intangible e.g. improved morale

Benefits – tangible e.g. decreasing costs
If the project is defined as a large project, a separate business case requires to be completed.

1.7 Goals & Objectives

Describe in summary the overall goals and objectives of the project

1.8 Scope & Approach
Detail what is included in the project 
Discuss what is included in the project 
1.9 Approach

Define the project approach and how this will ensure the above goals and objectives are achieved
1.10 Agreed Exclusions 

Detail any agreed exclusions to the project – ie what is not NOT being implemented.

1.11 Proposed Systems Overview 
Where appropriate detail with a diagram the new system or process that is being developed and the different interactions. 

1.12 Assumptions

Detail any assumptions that have been made when drafting this project plan
2 Delivery

2.1 Objectives

	REF
	OBJECTIVE
	MEASURE

	2.1.1
	Increase student numbers
	Increase from 10,000 to 12,000


2.2 Deliverables

	REF
	DELIVERABLES
	MEASURE

	2.2.1
	Redesign Student Website
	Easier to navigate and presentation of material via user feedback


2.3 Milestones

Milestones per site as per project Gantt chart:
	Project Milestones
	Owner
	Date

	
	
	


3 Pre-Requisites

The following pre-requisites are required to successfully implement this project:

3.1 Resource

See section 5.2 for required resource to implement the project.

3.2 Equipment

Detail any equipment that needs to be sourced/ purchased prior to the project starting and any equipment purchased during the project


3.3 Facilities

List any facilities that are required for the project, for example training rooms, conference call facilities, etc
3.4 Communication Matrix
Detail the communication required to achieve the project – ie initial presentation, weekly communication via meetings/reports etc.
	WHAT
	TYPE
	WHEN 
	OWNER

	Status Report
	Document
	Every Friday
	Project Manager

	Project Board Review
	Meeting
	Monthly
	Project Sponsor

	Kick Off Meeting
	Meeting
	Start of Project
	Project Manager

	Project Review
	Meeting & Document
	5 days after go-live
	Project Manager

	
	
	
	


4 Project Context

4.1 Budget Summary
Examples are included below
	DESCRIPTION
	UNIT
	AMOUNT
	COST
	TOTAL

	Servers
	£
	2
	4000
	£8000

	Consultants
	Days
	10
	1000
	£10,000

	Resources
	Hours
	600
	50
	£30,000

	
	
	
	TOTAL
	£48,000


Note a separate Project Budget should be kept and regularly updated during the project. 
4.2 Risks
All current risks should be documented below and stored in a regularly updated Risk Register.

	No
	Risk Description
	Containment
	Contingency
	Owner
	Expiry
	Likely %
	Impact

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


4.3 Constraints

Detail the constraints (technical, resource, site specific or any other) under which the project must be implemented.

4.4 Key Dependencies

4.4.1 Project Dependencies

List all the dependencies on the project and the critical path.  
4.4.2 External Dependencies
List any events, projects, resources etc that have a dependency on this project. 
4.5 Change Forecast

Summarise at high level the impact to current operation by impact of this project.

5 Organisation & Resources

5.1 Overall Project Structure

[image: image1.png]

5.2      Roles and Responsibilities

	Role
	Name(s)
	Responsibility
	Duration 

	Project Sponsor
	
	· Production of Project Mandate

· Owner of Business case 
· Chair Board meetings

· Keep Project inline with strategy
	

	Project Board
	
	· Overall direction and management of the project

· Responsible to senior management & voice to outside world

· Approval of key documents
	

	Project Manager
	
	· Authority to run project on day to day basis

· Produce required products to required standard within time and budget constraints

· Escalate issues to Board as required


	

	Team Manager
	
	· Resource management of time within project boundaries

· Communication of any challenges to PM
	


5.3 Training Requirements

Detail summary of any training requirements for the project team, to implement this project.

6 Appendices

6.1 Project Budget

Insert detailed Project Budget here
6.2 Contact List

Insert the contact list for the Project including any suppliers or contractors details
6.3 Gantt Chart

Insert detailed Project Gantt Chart here
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