
 

 

PROJECT PLAN TEMPLATE 

Project Overview 

Provide a brief summary of the project, including its purpose and significance. 

Project Title  

Project Manager  

Start Date  

End Date  

Project Summary  

 

Project Objectives 

Clearly define the specific objectives that the project aims to achieve. Each objective should 
be detailed, prioritised, and assigned to a responsible person along with a timeline for 
completion. 

Objective Description 
Priority 

(High/Medium/Low) 
Timeline Responsible Person 

    

    

    

 

  



 

 

Project Scope 

Describe the project's scope in detail, outlining its deliverables, boundaries, inclusions, 
exclusions, and any constraints that may impact the project's execution. 

Scope Description Inclusions Exclusions Constraints 

    

 

Project Timelines and Milestones 

Provide a detailed schedule of the project, highlighting key milestones and deadlines. Ensure 
that each milestone is assigned to a responsible person for effective tracking. 

Milestone Start Date End Date Responsible Person 

    

    

    

 

  



 

 

Resource Allocation 

Identify all resources necessary for the project's success, including personnel, equipment, and 
budget allocations. Provide a detailed description of each resource and its allocation. 

Resource Type Description Quantity Allocated To 

    

    

    

 

Stakeholder Engagement 

List all stakeholders involved in the project, including their roles, positions, and the level of 
interest and influence they have on the project's outcome. Understanding stakeholder 
engagement is crucial for managing expectations and communications. 

Stakeholder Name Role/Position 
Interest Level 

(High/Medium/Low) 
Influence Level 

(High/Medium/Low) 

    

    

    

 

  



Review and Adjustments 

Schedule regular reviews of the project plan to ensure it remains aligned with the project's 
progress and objectives. Document any changes made to the plan, along with the reasons 
for those adjustments, to maintain a clear record of the project’s evolution. 

Review Date Reviewer Adjustments Made 
Reason for 

Adjustment 

Usage Instructions 

This template is designed to be filled out methodically, starting with defining the project's 
objectives and scope, followed by detailing the timelines, resources, and stakeholder 
involvement. For each section, provide thorough and accurate information to ensure clarity 
and effectiveness in project management. Regularly review and update this plan to reflect 
any changes or adjustments made throughout the project's lifecycle. 
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