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	PHASE
	
	STAGE

	1 - DISCOVER
	
	1 – Pre-Planning




	TOOL NAME:
ID# 1D0101
	
	Project Plan

	ABOUT THIS TOOL:
	
	A Project Plan is the key document outlining the key elements like activities, tasks, and resources needed to complete a project. Serving as a central reference throughout the project lifecycle, the Project Plan formalises the execution, monitoring, and control of the project. Upon finalisation, the Project Plan is continually referenced to monitor progress, with the Project Manager tracking task completion and regularly updating the Project Sponsor through Status Reports.


	HOW TO USE:
	
	
This template offers a structured guide to the essential elements of a Project Plan. Sections, tables, diagrams, and charts may be adjusted to fit your specific project needs. Sections may be added, removed, or redefined as needed to meet your requirement. Designed for thorough and adaptable planning, this document aims to support a well-organised approach to project management.

Any text in grey italics within this document is for guidance purposes only and should be deleted before finalising the project plan for use.

	TOOL CITATION:
	
	


Copyright Notice and Disclaimer:
This material is Copyright to Co.Design4All Pty Ltd 2025.  All rights reserved.  The material in this site is intended for general informational use and is not intended to constitute advice.  Co.Design4All accepts no responsibility should any damages be caused to a person or organisation as a result of the use that is made of information provided.  Co.Design4All assumes no responsibility or liability for any errors or omissions in the content of this site, including where original materials attributed to other copyright owners are presented within the tools and templates made available.  All rights to third-party content cited in a tool or template remain with the copyright owner and no infringement of their rights is intended.  The information contained in this site and on the Co.Design4All tools and templates are provided on an “as is”  and “as available” basis with no guarantees of completeness, accuracy, usefulness or timeliness.  Co.Design4All expressly disclaims all conditions, representations and warranties – whether express, implied, statutory or otherwise, including but not limited to, any implied warranty of merchantability, fitness for a particular purpose, or non-infringement of third-party rights.  No advice or information, whether oral or written, obtained by a user from this site will create any warranty not expressly stated herein. This disclaimer also applies to any damage or injury caused by any failure of performance, error, omission, interruption, deletion or delay in operation or transmission, unauthorised access or use of information under any cause of action.
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[bookmark: _Toc182303178]

Purpose
[bookmark: _Hlk182219967]This section clarifies the intent behind the project and explains how the project aligns with organisational goals, ensuring that all stakeholders share a common understanding of the project’s value, direction, and desired outcomes. This shared understanding lays the groundwork for effective project planning and coordination.
The purpose of this project is………

[bookmark: _Toc182296597][bookmark: _Toc182303179]Background
This section provides context and rationale for the project by summarising its origins, the main issues or challenges it aims to address, and any pertinent historical information. This section assists stakeholders in understanding the necessity for the project.
This project aims to………

[bookmark: _Toc182296598][bookmark: _Toc182303180]Scope
This outlines what is included in the project and what is excluded, ensuring that all stakeholders have a shared understanding of the project’s reach. Defining the scope helps prevent scope creep and keeps the project focused and manageable. Scope can be articulated by
· Clearly defining projects goals and objectives
· Clearly defining Project Requirements

The scope of this project is………

Out of scope/Scope exclusion:
This section outlines the elements, activities, deliverables, or tasks that are explicitly excluded from the project's scope. Clearly defining these exclusions helps prevent misunderstandings and scope creep during project execution. It establishes clear boundaries for the project, ensuring that all stakeholders understand what the project will not cover.
[bookmark: _Toc182296599][bookmark: _Toc182303181]Deliverables
List the tangible outputs that will be produced during the project lifecycle. Deliverables are the specific products, documents, or services the project team will complete to meet the objectives. Each deliverable should have a clear deadline and quality standards to guide its development.

[bookmark: _Hlk182220611]The list of deliverable includes……
	Deliverable
	Description	
	Due Date	
	Status

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc182303182][bookmark: _Toc182296600]Approach
This section provides an overview of the methodology for executing the project. It outlines the major phases and key activities involved. This information ensures that all stakeholders have a clear understanding of the overall plan for achieving the project goals, fostering a shared vision for how the project will be managed and completed.
Phase 1: Project planning
Key activities:
· Project kick off meeting
· Stakeholder mapping
[bookmark: _Toc182303183]Stakeholders, roles and responsibilities
[bookmark: _Hlk182298455]Identify all individuals or groups who have an interest or stake in the project’s outcomes. This includes team members, clients, sponsors, partners, and any other entities affected by the project. Recognising stakeholders early ensures they are engaged appropriately, fostering collaboration and support for the project.
Clearly define each participant’s role and their specific responsibilities. Roles clarify who is accountable for different aspects of the project, while responsibilities outline what each role is expected to accomplish. This clarity ensures effective collaboration, accountability, and the efficient distribution of tasks within the team.
A RACI tool used to clarify roles and responsibilities within a project by assigning categories to each team member for each task or deliverable.
· R (Responsible): The individual(s) who perform the work or complete the task.
· A (Accountable): The person with ultimate responsibility for the task and the authority to approve its completion.
· C (Consulted): People whose input is required to successfully carry out the task.
· I (Informed): Individuals who are kept updated on progress but are not directly involved in the work.
Stakeholder register
	Stakeholder
	Role
	Responsibilities
	RACI

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc182303184][bookmark: _Toc182296601]Governance
This section outlines the framework and processes that will guide the project, specifying how decisions will be made, monitored, and reviewed. It establishes the roles, responsibilities, and reporting structures for all individuals involved in the governance process, ensuring accountability and providing oversight throughout the project's lifecycle.
Governance Structure
	
	Members
	Role
	Responsibilities

	[bookmark: _Hlk182579199]Project Steering Committee
	
	
	

	
	
	
	

	
	
	
	

	Project Management Team
	
	
	

	
	
	
	

	
	
	
	



Here is a hierarchy chart representing a typical project governance structure. This chart illustrates the relationships between various roles.  SME means subject matter expert.

Governance Cadence
	
	Frequency
	Focus
	Outputs

	Project Steering Committee
	
	
	

	
	
	
	

	
	
	
	

	Project Management Team
	
	
	

	
	
	
	

	
	
	
	

	Project Status Reports
	
	
	

	
	
	
	


[bookmark: _Toc182303185]Resources
Detail all resources allocated to the project, including human resources (e.g., project team members and their expertise), technological resources (e.g., software, tools, and equipment), and material resources (e.g., supplies, hardware). Clearly defining resources helps in planning and ensures that the project has everything needed to succeed.
The list of resources includes……
	Resources
	Description	
	Quantity
	Notes

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc182303186][bookmark: _Toc182296602]Risks and mitigations
This section outlines key risks that could affect the project's success and outlines strategies to mitigate them. By proactively assessing potential challenges, the team can prepare responses to minimise disruptions and support informed decision-making. Clear mitigation plans ensure that risks are monitored and addressed throughout the project lifecycle, promoting resilience and stability.
Refer to the Risk Mitigation Plan template

(*image is for reference purpose only, please refer to link above for risk mitigation plan template)

[bookmark: _Toc182303187]Project budget
[bookmark: _Hlk182300421]Outline the project’s budget, identifying all funding sources, cost allocations, and financial management strategies. The financial plan should cover estimated costs for each phase of the project, contingency funds, and methods for tracking expenses to avoid budget overruns. Regular financial monitoring helps maintain financial health throughout the project lifecycle.
[bookmark: _Hlk182838861]Refer to the project budget template

(*image is for reference purpose only, please refer to link above for project budget template)
[bookmark: _Toc182296603][bookmark: _Toc182303189]Quality assurance
Describe the standards and quality control measures that will be implemented to ensure high-quality outcomes. This includes setting performance benchmarks, specifying quality criteria for deliverables, and establishing processes for regular reviews, audits, and testing. Quality assurance is essential to maintain consistency and meet stakeholder expectations. If organisation has established standards, these should be integrated into the project.
This quality assurance plan establishes quality benchmarks and outlines processes for quality control throughout the project lifecycle by….
Quality Standards:
Quality standards are predefined criteria or benchmarks that specify the expected level of quality for deliverables, processes, or outcomes, ensuring they align with industry best practices or stakeholder needs. For example, in a healthcare co-design project, quality standards might include adherence to Australian Commission on Safety and Quality in Health Care (ACSQHC) guidelines or ensuring the patient experience aligns with principles of person-centred care.

Quality Control Processes: 
Quality control processes are systematic activities used to monitor and evaluate whether deliverables meet the defined quality standards. This includes reviews, feedback sessions, and audits. For example, during a co-design process for a new healthcare service, quality control might involve regular stakeholder workshops to validate prototypes and iterative testing of service models
Continuous Improvement: 
Continuous improvement refers to the ongoing effort to enhance processes, products, or services by identifying and addressing inefficiencies, defects, or areas for enhancement. For example, a continuous improvement process might involve embedding feedback loops from patients and clinicians during the pilot phase of a new care model, ensuring changes are made in real-time to improve patient outcomes and service delivery.
Reporting and Documentation: 
Reporting and documentation involve recording quality assurance activities, findings, and outcomes to ensure transparency, facilitate accountability, and support future quality improvement efforts. For example, for a healthcare co-design initiative, this might include documenting stakeholder feedback sessions, tracking changes made based on insights, and providing progress reports to funders or executive teams to demonstrate alignment with project objectives and outcomes.

[bookmark: _Toc182296605][bookmark: _Toc182303191]Timeline
This section outlines a detailed schedule for the project, highlighting major milestones, key activities, deadlines, and estimated completion dates for each phase. It serves as a tool to track project progress, ensuring all tasks stay on schedule and that stakeholders are informed about important project dates. By clearly mapping out timelines, the project team can identify potential delays early and make necessary adjustments to support timely completion.
Timeline also includes work breakdown structure to break down the project into smaller, manageable tasks, each with defined responsibilities. The WBS helps organise the project by decomposing it into clear work packages, making it easier to track progress and assign accountability. Each task should be specific, actionable, and contribute directly to achieving project objectives.
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