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Critical Documents

Critical documents, which together form the Project Plan, keep the project on track:

Project Brief — This is a summary of the Project Scope, written to be understood by technical and non-
technical people. The purpose is to let the project sponsor and/or client know what to expect. The details
are in the other documents. The Project Brief usually tells the story behind the project.

Scope Document — This defines the project objectives, deliverables, and key dates. It summarises project
activities, often with reference to the Work Breakdown Structure and decision-making points in the project.
It also explicitly identifies what are and are not to be outcomes or considerations for the project.

Project Team Organisation — This identifies ‘who is responsible for what’ and ‘who reports to whom’.
Project Quality — This identifies what quality ‘looks like” for the project and how will executing, monitoring
and assessing quality be managed.

Project Planning

A project is a temporary group activity designed to produce a unique product, service or result. A
project requires the use of human, financial and material resources in an organised way within
constraints such as time, scope and design specifications to achieve the identified result. Project
Planning is key to successful project delivery and focuses on developing a road map that everyone
will follow. Remember this saying: Failing to plan is planning to fail.

Project Life Cycle
The Project Planning Process encompasses the first and second phase of the project life cycle
(Initiation and Planning) and drives the Execution and Closure phases, and the Monitoring and
Control processes.

Is the project on track? Are the goals being met? Does the plan need adjustment?

Project Planning Process

Through the Project Planning Process, the scope of the project is defined and a Project Plan is
developed. The project plan identifies the cost, quality, available resources, the logical sequence of
events and a realistic timetable. The project plan also includes baselines or performance measures.
These are generated using the scope, schedule and cost of a project. A baseline is essential to

INITIATION PLANNING EXECUTION === | CLOSURE Procurement - This sets out what resources are required.
What s the project? What is the scope of the Get started Were the goals achieved? Work Breakdown Structure (WBS) — This is a visual representation that breaks down the scope of the
What is the project? — What's in and Keep on track Is the result the one planned . . | . f h . h il k el lati hi
Ak || et il s e for? project into manageable sections for the team. It provides the detail on tasks and their interrelationships.
addressed? What needs to be done? Are stakeholders satisfied Schedule — This is a visual timeline of project activity, often in the form of a PERT or Gantt Chart. This tool
What is needed? What resources are needed? with the result and the . . .
What are the options for When is it needed by? process? show_s the dependencies petyvgen evgnts (project Ioglc.) as well as when tasks gre scheduled and how long
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considered? What next? kept informed. It identifies who needs to know what, when and why, and who will tell them.
How do will stakeholders be Risk Management Plan — This identifies foreseeable project risks — including unrealistic time and cost
kept informed and involved? . h . . d lack of itted dh | [
How will the team work estimates, changing requirements and lack of committed resources — and how to control (eliminate or
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MONITOR AND CONTROL Safety Management Plan — This details how hazards will be managed throughout the project. The content

will depend on project scope, scale and complexity.
Some or all these documents might be combined into one document.

Setting Goals

The Project Plan needs to set Goals. Using the SMART goals model will set goals that can be tracked and
achieved during the Execution phase, identify what is measured to inform the Monitoring and Control phase
and allow the project team to know when to Close the project.
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The Project Plan guides the project team to achieve the identified answered all what will be you are aiming realistically get a timeframe
result while balancing the constraints of resources, time and scope the questions: measured to for be achieved you to the result within which
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The “Triangle” is often used to illustrate that adjustment to any of when why, you planned for available they fit for achieve the
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effect on the other elements and the quality of the final result.

The Project Plan also includes:

Quality

> Who is responsible for what.

> Who needs to be kept informed about what, and when.
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