Project plan

If you've written a separate project charter, many of these items may be copied over from the charter and expanded upon as necessary.

Work breakdown structure
· Break the work down into bite size pieces. Create a list of tasks, decide who's going to do the work, how long each task will take, what order they should be completed in, and how much it will cost.
· List higher level tasks and the subtasks required to complete them. For small projects, a to-do list style list of tasks may suffice. For larger projects, consider this sample task spreadsheet.


Project roles and responsibilities
· List who will be participating in the project and what their roles will be. 

	Contributor 
	Project Role 
	Tasks

	
	
	



Project Schedule
· ​Create project milestones and assign dates

Project Budget
List costs associated with the project (time, money, etc)


Risk Management Plan
List risks and possible mitigation 

	Risk
	Likelihood (1-5)
	Impact (1-5)
	Mitigation, if needed

	
	
	
	




Communication Plan
List planned communications. 

	Communication
	Audience
	Date

	
	
	



File Management Plan
Where will you store your files? How will you name and version them?

Assessment Plan
List success criteria and means for assessment.


For larger projects 
Larger projects may want to include change management and procurement processes.


