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[bookmark: _Toc180590284]Executive Summary
	Provide a brief overview of the project, its purpose, key objectives, and the expected outcomes or benefits.




[bookmark: _Toc180590285]Project Scope
	Define the boundaries of the project, including what is included and excluded, and outline the main deliverables and key activities.





Objectives and Goals
1. List the key objectives and goals of the project, focusing on what the project aims to achieve and the desired outcomes.






[bookmark: _Toc180590287]Project Timeline / Milestones
	Project Phase
	Key Milestones
	Estimated Completion

	
	
	

	Phase 1:
Requirements Gathering and Planning
	
	

	
	
	

	
	
	

	Phase 2:
AI Tool Selection and Design
	
	

	
	
	

	
	
	

	Phase 3:
AI Integration Development
	
	

	
	
	

	
	
	

	Phase 4: 
Testing and Quality Assurance
	
	

	
	
	

	
	
	

	Phase 5:
Training and Soft Launch
	
	

	
	
	

	
	
	

	Phase 6:
Full Rollout
	
	

	
	
	


Tip: You can use color-coding to visually distinguish each project phase. Assign a unique color to each phase to make it easier to track progress. 

[Optional: Include a link to the full work breakdown structure (WBS) or detailed project schedule here.]






Roles and Responsibilities [Optional: Insert link to RACI matrix or other detailed responsibility chart here.]

	Role
	Responsibilities 
	Team Leader(s)

	
	
	

	Project Manager
	
	

	Web Development Team
	
	

	AI Specialists
	
	

	UI/UX Designers
	
	

	Quality Assurance (QA) Team
	
	

	Fitness Trainers
	
	

	Customer Support Team
	
	

	IT Support Team
	
	

	Executive Sponsor
	
	

	Training Team
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc180590289]Cost Baseline
	Expense Category
	Allocated

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	
	

	
	

	
	

	
	

	
	

	Total Estimated Cost Baseline
	$


[Optional: Insert link to detailed project budget here.]



[bookmark: _Toc180590290]Cost Control Plan
Describe how the team will monitor, track, and control project costs to ensure the project stays within budget, including any thresholds for variance and approval processes for changes.​

· Monitoring: 

· Variance Management: 

· Updates and Adjustments: 

· Milestone Cost Reviews: 




[bookmark: _Toc180590291]Risk Management Plan
	Risk
	Impact
	Likelihood
	Mitigation Plan

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[Optional: Insert link to comprehensive risk management plan.] 
management plan]

[bookmark: _Toc180590292]Communication Plan
	Outline how information will be shared among stakeholders, including the frequency of updates, communication methods, and key points of contact.


[Optional: Insert link to comprehensive communication plan.]



	Describe how the team will evaluate the project’s success, including the criteria and specific metrics used to measure performance and outcomes.


[bookmark: _Toc180590293]Project Evaluation and Success Metrics
[bookmark: _Hlk536359931]

[bookmark: _Toc180590294]Success Metrics:
· 






















[bookmark: _Toc180590295] Project Plan Approval
	Prepared by
	Signature
	Date

	
	
	



	Reviewed by
	Signature
	Date

	
	
	



	Approved by
	Signature
	Date

	
	
	





	
DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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