
 

What to Include in a Project Plan 

Within most project plans, you’ll find the following core components that guide and 
manage a project as it moves through its tasks or phases: 

 Executive summary 

 Project goals 

 Target audience 

 Key responsibilities 

 Key tasks and deliverables 

 Available or needed resources 

 Risk analysis and mitigation plan 

 Key milestones 

 Proposed project timeline 

 Costs and budget details 

 Contingency plans 

 Communication strategies 

 Evaluation strategy 

 

The Project Planning Process 

As you begin to plan your project, you should familiarize yourself with the steps involved 
in thoroughly mapping out a project from start to finish. To do so, follow these steps: 

1. Concept and Initiation: Start by determining the overall concept of your project 

and how you plan to complete it. 

2. Roadmap Creation: In this phase, determine a rough timeline of the tasks 

necessary to complete your project. 

3. Deliverable Listing: Each project must have specific deliverables, which you 

should identify during the beginning portion of your planning phase, so each 

team member is aware of what is expected of them. 

4. Project Milestone Identification: Figure out specific points in the project that 

you consider to be key milestones. These milestones can consist of certain tasks 

that you complete, a budget target that you reach, or a team that you assemble. 



5. Budget Creation: Creating a predetermined budget is one of the most important 

parts of a project plan. You should adhere to that budget as your project moves 

forward. This way, you can allocate specific resources and budgets to certain 

tasks, without exceeding spending projections. 

6. Team Member Identification: As with any project, you’ll need to assemble a 

team of people to implement the project. Work with others to target the specific 

people who will be most helpful in carrying out the project. 

7. Risk Assessment: You must identify all potential risks or threats to your project, 

including those that could cause budget issues, project delays, and more. List all 

those potential risks, and detail how you plan to mitigate the issues if they do 

occur. 

8. Project Communication: Once you’ve outlined the key components of your 

project, you need to communicate these plans and goals to the greater team — 

including key stakeholders and any external parties. Develop a way to 

appropriately and efficiently communicate the project plans to everyone involved. 

9. Project Launch: At this point, your project should be ready to launch. Ensure 

that you’ve covered all your bases and outlined all the details before starting. 

Then, you’re set to begin. 

 


