From Brad’s 679.01 link Essentials of Successful Project Management: Planning Your Project
Components of a Project Plan

Before reviewing specific planning items, let's look at the general components of project planning. Project mangers will address these elements at different levels of detail depending on the size and type of the project, but all elements should receive some consideration during the planning process.

1. Project Summary

The project summary is a short narrative of your project. It can include the project goal, how the project came into being, the strategic importance of the project and other salient facts. Tell a short story. It might only be a few sentences but it begins the process of focusing on the project. 

2. Project Requirements

What do you need in order to successfully complete your projects? Think about the Triple Constraints and the resources required to address them. Consider your SMART goals.

3. Milestones

Milestones are the major checkpoints to determine how the project is progressing. Determine the major points you want to reach during the project. Milestones help you measure progress and set up points of celebrations. Milestones can also be used to keep your people informed about progress.

4. Work Breakdown Structure

The work breakdown structure requires the project manager to think about the tasks involved in completing the project. What tasks and activities are involved in your project? What’s the sequence and who will be responsible? We will look at this in more detail later in this section.

5. Network Diagram of Activities with Schedule Dates

The network diagram is a graphical representation of the workflow of your project. Typically these are your Gantt Chart and CPM/PERT charts. The network diagram shows the sequence of activities and their relationships to other tasks. If you have never heard of a Gantt or CPM/PERT chart, don't panic. They will be explained later.

6. Budget for All Activities

Once you have prepared the work breakdown and network diagram with your schedule, you need to prepare an activity budget. Will your boss want you to track and control your project expenditures? Of course. 

You cannot do the budget accurately until you have a schedule of activities agreed upon by all team participants. Even when you are given a budget, you have to prepare a work breakdown and network diagram to see if the budget can be met. This is one of the failure points of many projects.

You may have several budgets. There will be an overall project budget. You might also prepare detailed activity budgets and departmental task budgets for better project control. The driver of the project will dictate the level of detail and the control required.

7. Project Management and Organization Charts

This is just what it sounds like. You should create a chart of the people on your project and their relationships. This charting provides information relating to team members involved in the project and where they appear in the organization.

8. Interface Definitions

Plan your communication system. This will include your e-mail system, computer networks and other systems required for the project. You need to determine what facilities are required for your project or how existing facilities will be used. Remember, everyone may not have e-mail. Worse yet, they have e-mail but don't use it. How will you communicate with these people?

9. Logistic Support

Support people are critical for success. They are an integral part of the team. Include your accounting, clerical, legal and other support staff in the planning process. Who will you need and how is work delivered to them? Who do they report to? 

10. Acceptance Plan

The acceptance plan is a two-part element. What do you need, if anything, to secure approval to start your project? What do you have to do to get acceptance of your project at the end? Planning for final acceptance starts at the beginning of the project.

11. Standards for Property Control and Security

Property control and security will vary from company to company and project to project. How are you going to protect your project site, equipment, materials and intellectual property? Plan your security to avoid lost or stolen materials.

12.Customer Contact Points

How often will you interact with your external clients or internal customers on this project? What format will you use (e-mail, tele-conference, meetings, written reports, etc.)?

13. Nature of Project Reviews

How will you keep the project in control? I do not believe in micro-management but projects have to be in control. If not, they are out of control. You must plan for the type and frequency of project reviews. I will illustrate several different types of project reviews in the project implementation and control section. 

14. Risk Management

In its simplest form, risk management is identifying what can go wrong and planning to minimize the adverse effects of those situations. Use your team to brainstorm a TOP TEN list of possible problems and how to minimize them. Plan to repeat this action at various stages throughout the project as risks go away and new risks arise.

15. Change Order Control

Create a small committee to review and approve changes to the project. If you don't, the rate of change can exceed the rate of progress and you will never complete the project. Every good idea does not have to be incorporated into a project. If software developers didn't have change order control, they would never get their product to market. 

Project planning starts with the big picture and then successively breaks the project into smaller and smaller elements. The first two elements of planning, the summary and the project requirements, relate to the overall project.

The next element, milestones, breaks the project down by major sub-groups or accomplishments so we can check progress and plan our celebrations.

The next element, the work breakdown structure, is where project managers begin planning the individual activities or tasks of their projects.

