Project Plan Template

Project Name

Date

Project Overview

1. Timeline Target

Project Start Date

Key Milestones

Milestone 1 Description
Milestone 2 Description
Milestone 3 Description

Project End Date

Start Date: MM/DD/YY

Start Date: MM/DD/YY

Start Date: MM/DD/YY

Schedule Tracking Method E.g., Gantt chart, Agile sprints, Weekly updates

End Date: MM/DD/YY

End Date: MM/DD/YY

End Date: MM/DD/YY



2. Cost Target

Estimated Budget $0.00
Cost Breakdown

Personnel | $0.00

Equipment | $0.00

Materials ' $0.00

Contingency | $0.00

Budget Monitoring Approach E.g., Monthly reviews, cost variance analysis

3. Quality Control Target

Quality Standards E.g., ISO, internal benchmarks

Deliverable 1 Review and Testing Process: [E.g., audits, peer reviews, QA festing]
Deliverable 2 Review and Testing Process

Deliverable 3 Review and Testing Process

Acceptance Criteria Define criteria for deliverables to be considered complete



4. Scope Target

Project Scope Statement

Deliverable 1 Descriptfion and Scope
Deliverable 2 Description and Scope
Deliverable 3 Descriptfion and Scope
Scope Creep Prevention Measures E.g.. Regular scope reviews, stakeholder sign-offs

5. Benefits Reporting

. E.g., Efficiency gains, cost savings, revenue growth
Expected Benefits

o . Define KPIs and success meftrics
Measurement Criteria

E.g.. Monthly, quarter!
Reporting Frequency ° v 4 Y



6. Risk Monitoring

Key Risks and Mitigation Plans

Risk 1 Description Mitigation Strategy

Risk 2 Description Mitigation Strategy
Risk 3 Description Mitigation Strategy
Risk Monitoring Approach E.g., Weekly risk assessments, Risk register

/. Change Conftrol Strategy

Change request process Approval authority Impact assessment

Define how changes are submitted, reviewed,  E.g., Project manager, steering committee Describe how changes will be evaluated
and approved



Sign-Offs & Approval

Project Sponsor / Board
Project Manager

Client / Stakeholder
Other

Notes

Provided by Smartsheet, Inc.



DISCLAIMER

Any articles, tfemplates, 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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