Project Planning Worksheet


Project Title: ___________________________________________________________________

What are we doing? (brief explanation)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

We do what? __________________________________________________________________

For whom? (who benefits?) _______________________________________________________

For what purpose or outcome? ____________________________________________________
____________________________________________________________________________________________________________________________________________________________

How will it be done? (briefly describe the kind of activities that will take place):
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What does success look like?  _____________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 


How will we know we are “done”? _________________________________________________

Is there are time/date by which this needs to take place? ______________________________

What staff will be involved? ______________________________________________________

What do we need to know/identify/learn to put together a plan? ________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 


Activity Planning

List the tasks or activities that need to be done to accomplish the project. It may be helpful to list details in order to identify budget needs.  Example: Instead of “workshops” list “hire trainer, prepare materials, and order refreshments” individually to help identify tasks and activities tied to the project budget.

	Activity/Task
	Who is responsible?
	Target Date for completion
	Budget item?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Resource (Staff, Equipment, Supplies, etc.)
	Estimated Cost
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