
Simple Project Management

Video 3: Planning

The project plan is the most important part of your project work. It creates a roadmap for you to follow, and it 
provides an overview of the parts of your project as well. If you need to do it (or have it done), it should go in the 
plan. As one of my project instructors once said, for good or for bad, “if it's not written down, it's not real.”

As always, the key word here is tailoring. Don't look for things to put down for the plan if they aren't needed, and 
don't get so far in the weeds that it affects getting your project done.

The Project Plan

The main thing to remember is that the project plan is not a step-by-step list of what to do‒that part will actually be 
included in a subsection of your plan. The plan is actually your overall set of instructions on how to deal with 
everything. If you are wanting to know whether you need to send out for approvals to two or three people, that's in 
the plan. How did you determine who will get the printing job? It's in the plan. You get the idea.

 Scope plan. The scope is drilling down in your project charter and actually defining what you are making. Your plan 
should tell how you are going to define scope, as well as what that scope is. It is made up of multiple parts:

✔ The scope statement. This is a more detailed definition of what your project entails, including defined deliverables 
you get from asking and getting accepted requirements from stakeholders.

✔ Work breakdown structure. Using your deliverables, you and perhaps others break down how these deliverables 
will be created. You will keep refining the WBS as you put together the plan, adding resources, schedules, quality 
needs, etc.

 Schedule plan. The schedule plan tells how you intend to manage the schedule, including milestones, how to address 
schedule problems, etc.

✔ The WBS and other plans will help flesh out an actual schedule, as you plan for doing work, checking it, getting 
approvals and revisions

✔ You will also need to plan for scheduling buying or acquiring resources, plus any vendor schedule needs

 Cost plan. This plan shows how you will estimate costs and track them. It will include your budget.

 Quality plan. Your quality plan will outline how you monitor for quality, determine quality, and then determine fitness of 
your deliverables.

 Resource plan. Your resources in a project are broken down to two general categories:

✔ People resources. Do you have a project team (assigned or just helpers) and how to assemble and manage them.

✔ Other resources, This includes equipment, office space needed, supplies from inside or outside the organization.

 Communication plan. This outlines how you will communicate with your stakeholders, vendors, etc., plus when you will 
communicate. It should also include how you plan to store communications and assess whether they are effective.

 Risk plan. Every project comes with risk, positive or negative. The plan will outline risks you and stakeholders might 
come up with, as well as how you or others plan to deal with those risks.

 Procurement plan. Any outside vendor needs are addressed here. It may be as easy as following standard procedures.

 Stakeholder plan. This plan is definitely for you. Different people have different needs and attitudes regarding projects. 
How you decide to handle them can mean the difference between stress-free and constant problems.


