Project plan
Frame the whole project in one place: business need, objectives, scope, deliverables, milestones, budget, team, risks, and sign off.
Document control
	Project
	Add the project

	Author
	Nirmal Prajapati

	Owner
	Add the owner

	Version
	1.0

	Date
	Add the date

	Status
	Draft



Version history
	Version
	Date
	Author
	Summary of change

	1.0
	Add the date
	Nirmal Prajapati
	First version

	
	
	
	

	
	
	
	


1. Introduction
This project plan frames the whole project in one place, so the team and the client share the same understanding of what will be done, by when, and by whom. The example is based on Make Time Count, a shared case system for several public bodies.
2. Business need
Several organisations each held part of the picture, so people fell through the gaps and work was duplicated. There was a clear need for one shared system, so the bodies could work on the same cases together and help people sooner.
3. Objectives
The objectives are specific and measurable, so progress can be judged fairly.
1. Give every authorised organisation one shared, up to date record.
1. Reduce the duplicated effort and the delay in acting on a case.
1. Meet the public sector accessibility standard.
Success criteria
	Objective
	How success is measured
	Target

	One shared record
	Organisations working from the same record
	All authorised bodies

	Faster support
	Time from referral to first action
	Reduced against the old way

	Accessible to all
	Meets the accessibility standard
	Passes the agreed checks


4. Scope
Being clear about what is out of scope is as important as what is in, because it prevents the work from creeping wider than agreed.
	In scope
	Out of scope

	One shared case record
	A separate mobile application

	Suggestions on a case
	Online payments

	Usage and outcome reports
	Work outside the agreed bodies


5. Deliverables
	Deliverable
	Description
	Owner
	Due

	Shared case system
	The core working system
	Delivery team
	Week 10

	Reporting
	Usage and outcome reports
	Delivery team
	Week 14

	Launch
	Go live and formal sign off
	Project Manager
	Week 15


6. Milestones
	Milestone
	Target date
	Status

	Requirements agreed
	Week 3
	Done

	Core system built
	Week 10
	In progress

	Testing complete
	Week 14
	Planned

	Launch
	Week 15
	Planned


7. Budget summary
	Category
	Amount (pounds)

	Development
	54,000

	Testing and quality
	18,000

	Project management
	18,000

	Design and setup
	24,000

	Contingency
	6,000

	Total
	120,000


Funding source: add the department or budget line paying for the work.
8. Team and roles
	Role
	Name
	Responsibility

	Project Manager
	Nirmal Prajapati
	Owns the plan, timeline, budget, and risks

	Delivery team
	Add names
	Builds and tests the system

	Client sponsor
	Add name
	Approves scope and decisions

	Business analyst
	Add name
	Owns the requirements


9. Governance
Progress is reviewed weekly with the client sponsor and the delivery team. Decisions above the agreed limit are taken by the sponsor. Changes to scope follow the change request process before any work begins.
10. Assumptions
1. The organisations agree to use one shared system.
1. Content and access are provided on time.
11. Dependencies
1. The accessibility standard is confirmed before the build.
1. A data sharing agreement is in place between the bodies.
12. Top risks
	Risk
	Impact
	Response
	Owner

	A body joins late
	Slower onboarding
	Bring all bodies in during planning
	Project Manager

	AI scope unclear
	Rework
	Define AI features before the build
	Business analyst


13. Approval
By signing below, the sponsor approves this plan and authorises the work to begin.
	Name
	Role
	Signature
	Date

	Add name
	Project sponsor
	
	

	Nirmal Prajapati
	Project Manager
	
	


Template by Nirmal Prajapati.  www.heynirmal.com.  Illustrative, it holds no confidential client information.
