
 
 
  

PROJECT MANAGEMENT PLAN 

<PROJECT NAME> 
  
  
  
  

<CLUB NAME> 
 
  
  

<DATE> 
 
 

Template based on one from: www.ProjectManagementDocs.com 
 
  

http://www.projectmanagementdocs.com/


  

Contents 
1 Introduction ......................................................................................................................... 1 

2 Logic Model ........................................................................................................................ 2 

2.1 Schedule Baseline and Work Breakdown Structure ..................................................... 3 

2.2 Resource Calendar & Cost Management Plan ............................................................. 3 

2.3 Staffing Management Plan ........................................................................................... 4 

2.4 Risk Management Plan ................................................................................................ 4 

3 Communications Management Plan .................................................................................... 4 

4 Putting this in Context ......................................................................................................... 5 

5 Tables ................................................................................................................................. 6 

6 Appendix ............................................................................................................................10 

 
Table 1: Project Introduction ...................................................................................................... 6 
Table 2: Schedule Baseline and Work Breakdown Structure ...................................................... 6 
Table 3: Resource Calendar & Cost Management Plan (for Funding Application) ...................... 7 
Table 4: Resource Calendar & Cost Management Plan (for Stewardship Report) ...................... 7 
Table 5: Staffing Management Plan ........................................................................................... 8 
Table 6: Risk Management Plan ................................................................................................ 8 
Table 7: Example Types of Communications to Include in a Communications Management Plan
 .................................................................................................................................................. 8 
Table 8: Sample Project Team Directory .................................................................................... 9 
Table 9: Sample Format for Communications Management Report ........................................... 9 
 
 



 

Clubs Project Management Template 

 

Page 1 

1 INTRODUCTION  
 
Recall that every endeavor, at its simplest, consists of three basic steps. People use resources 
to do activities to achieve objectives.  
 
Planning needs to start with the objectives and work backwards. 
 

 
Figure 1: Basic Project Framework 

Your project introduction should outline the overall objectives. The objectives which are valued 
most highly by the Faculty are skill-development opportunities in the following areas: 

• Innovation 
• Problem-solving 
• Teamwork across disciplines and cultures 
• Leadership 
• Project planning 
• Design 
• Marketing 
• Communication 

Resources 

Activities 

Objectives 

Start here: 

Then decide 
what… 

…are needed to  
1. fulfill the objectives and  

2. assess success 

Are needed to conduct 
the activities 

Establish 
benchmarks: how will 

you know the objectives have 
been achieved? 

Third, decide 
what… 



 

Clubs Project Management Template 

 

Page 2 

The introduction (Table 1) needs to 

• Enumerate the objectives for your team members (and, if applicable, other participants 
– e.g. of a conference) 

• Establish benchmarks for success – i.e. what will successful attainment of this 
benchmark look like? 

• Required for October, 2014: Propose a plan that your team can follow, to measure 
success (if you include this in the Jan, 2014 application, you can get feedback to 
improve your next one) 

o Beware of attribution difficulties – make sure that you pick benchmarks that you 
can take credit for. (e.g. maybe your team members will all get As in their design 
courses, but would it be realistic to state that this is due to their participation in 
your group?) 
 It is better to enumerate sub-objectives that your team can actually take 

credit for.. 

2 LOGIC MODEL 
A logic model fleshes out the three basic steps as described above. Start with your overall 
objectives and identify what activities will meet each objective. Often many of the activities will 
be obvious once your benchmarks have been clearly defined. Once you have identified the 
activities, then enumerate the resources needed to succeed in them. Resources include people 
(identify needed skills), space, tools and consumables.  
 
Depending on the complexity of your project, this may need to be done iteratively. High-level 
activities may best be divided into sub-activities or even sub-sub-activities, with their associated 
resources. It is important to identify main activities because these will be the phases of your 
project, corresponding to milestones. Make sure you can account for all aspects of the project, 
including fundraising, marketing, permissions, travel arrangements, etc. 
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Figure 2: Sample Logic Model Framework (source: Canadian Treasury Board Secretariat) 

2.1 Schedule Baseline and Work Breakdown Structure 

Identify a reasonable deadline for each activity from your logic model. Start with the main 
activities and then move to the sub-activities. You may need to work back and forth between 
this table and your logic model, because you may find that certain critical deadlines will require 
more resources to ensure they are met. 
 
Table 2 provides a general framework for the approach which will be taken to create the project 
schedule.  Effective schedule management is necessary for ensuring tasks are completed on 
time, resources are allocated appropriately, and to help measure project performance.  This 
section should reflect the scheduling tool/format to be used, your schedule milestones, and your 
schedule development roles and responsibilities.  

2.2 Resource Calendar & Cost Management Plan 

Include a Resource Calendar as part of your project plan. Table 3 shows a sample planning 
table; Table 4, a sample for reporting. The resource calendar identifies key resources needed 
for the project and the times/durations they'll be needed.  Some resources may be needed for 
the entire length of the project while others may only be required for a portion of the project.  
This information must be agreed to by the Project Sponsor and Functional Managers prior to 
beginning the project. 
 
For each of the resources identified in Table 2, identify if there is an associated monetary cost, 
and if so, identify or estimate the amount. The Cost Management Plan will also define who is 



 

Clubs Project Management Template 

 

Page 4 

responsible for raising funds and for managing them, who has responsibility to authorize the 
budget, and the date by which funds will be needed. 

2.3 Staffing Management Plan 

This is where you assign tasks to specific people, so that everyone knows their responsibilities. 
Table 5 shows a sample planning and reporting format. 

2.4 Risk Management Plan 

This section provides a general description for the approach taken to identify and manage the 
risks associated with the project.  It should be a short paragraph or two summarizing the 
approach to risk management on this project. Table 6 shows a sample planning and reporting 
format. 

3 COMMUNICATIONS MANAGEMENT PLAN  
The purpose of the Communications Management Plan is to define the communication 
requirements for the project and how information will be distributed to ensure project success.  
You should give considerable thought to how you want to manage communications on every 
project. The importance of clear, fulsome communication cannot be understated. By having a 
solid communications management approach you’ll find that many project management 
problems can be avoided.  
 
In these tables you should provide an overview of your communications management approach.  
Generally, the Communications Management Plan defines the following: 

● Who is responsible to communicate what and to whom 
○ Everyone should have a communication role 
○ Members of sub-teams or sub-committees should let each other, and their sub-team 

lead know, each time they do something for the team, including: 
■ What was accomplished 
■ Any judgement calls or assumptions which proved necessary 
■ Any challenges encountered 
■ Any questions 

○ Team leads should communicate the same to the other team leads and to the project 
lead.  

● How the information will be communicated 
○ Online forms may be the most efficient, but there are plenty of other methods. 

● When will information be distributed 
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○ When using online forms, this is not a concern because everyone can have access 
to the forms. Otherwise, if in doubt, err on the side of distributing more frequently 
rather than less. 

● Communications conduct 
○ This can include guidelines for clarity and good manners 

  
Table 7 provides examples of potential communications strategies for you to consider.  Not all 
of these strategies may be relevant to your project. A table like this could be used to PLAN your 
communication. 
  
Table 8 gives a sample project team directory for all communications.  
 
A table like Table 9 can be used to log actual communication. All of the communication tables 
should be available to all team members. There are numerous online ways to make this 
happen, such as a Google Drive spreadsheet, or communication logs posted to OwnCloud or 
Dropbox. This table will need to be populated and submitted as an appendix to your 
stewardship report. 

4 PUTTING THIS IN CONTEXT 
All of this is based on Project Management best practices (PMBOK). Unless your team is new, 
all of the foregoing should simply be documenting what you already do.  
 
In future, funding received from the Dean’s office will also require more metrics and more 
measurements, according to PMBOK, which will allow Dean Woodhouse to ensure that she is 
making strategic choices when she allocates funding. This data can also be used in your other 
fundraising, because all funders like to know that their contributions are being managed 
responsibly. 
 
As this will be an iterative process, please give any feedback to Maria Lahiffe, Outreach 
Coordinator, or Beth Wylie, Faculty Advancement Officer. Their contact information is in the 
appendix. 
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5 TABLES 
 
Table 1: Project Introduction 

Funding Application Stewardship Report 

Project Phase 
(including timeline: 
start and end date) 

Objective(s) Benchmark(s) for 
success 

Metric(s) to measure 
success 

To what extent was each benchmark 
achieved? Include actionable 
suggestions for improvement 

     

     

     

     

     

 
Table 2: Schedule Baseline and Work Breakdown Structure 

Funding Application Stewardship Report 

Project Phase 
(including start and end date) 

Tasks 
Involved 

Date of Planned 
Task Completion 

Report any changes in 
tasks 

Actual Date of 
Completion 

Comments 
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Table 3: Resource Calendar & Cost Management Plan (for Funding Application) 

Funding Application 

Project Phase 
(including start 
and end dates) 

Resources (from Logic Model) Date(s) 
needed  

Monetary 
cost ($) 

(anticipated) 

Total budget 
for phase 

(anticipated) 

Funding  
Source(s) and 

person 
responsible  

Budget 
authorization 

authority 
(name) Name of 

resource 
Who is 

responsible? 

<Phase 1>        

      

<Phase 2>        

      

      

<Phase 3>        

 
Table 4: Resource Calendar & Cost Management Plan (for Stewardship Report) 

Stewardship Report 

Project Phase 
(including start and end 

dates) 

Date(s) used  Monetary cost 
($) (actual) 

Total budget for 
phase (actual) 

Funding  
Source(s) and person responsible  

<Phase 1>     

   

<Phase 2>     

   

   

<Phase 3>     
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Table 5: Staffing Management Plan 

Funding Application Stewardship Report 

Project Phase 
(including start & end dates) 

Team member(s) 
and discipline(s) 

Assigned Task(s) Any additional team 
member(s) and discipline(s) 

Tasks completed and by 
whom 

     

     

     

 
Table 6: Risk Management Plan 

Funding Application Stewardship Report 

Project Phase 
(including start & end 

dates) 

Anticipated risk(s) Approach to 
managing each risk 

Problems encountered 
(anticipated or 
unanticipated) 

Approach to managing each 
problem 

     

     

     

     

     

 
Table 7: Example Types of Communications to Include in a Communications Management Plan 

Communication Type Description Frequency Format Participants/ 
Distribution 

Deliverable Owner 

Weekly Status Report Email summary of 
project status 

Weekly Email Project 
Sponsor, Team 

and 
Stakeholders 

Status Report Project Manager 

Weekly Project Team 
Meeting 

Meeting to review 
action register and 

status 

Weekly In Person Project Team Updated Action 
Register 

Project Manager 

Project Monthly 
Review (PMR) 

Present metrics and 
status to team and 

sponsor 

Monthly In Person Project 
Sponsor, Team, 

and 

Status and Metric 
Presentation 

Project Manager 
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Communication Type Description Frequency Format Participants/ 
Distribution 

Deliverable Owner 

Stakeholders 

Project Gate Reviews Present closeout of 
project phases and 
kickoff next phase 

As Needed In Person Project 
Sponsor, Team 

and 
Stakeholders 

Phase completion 
report and phase 

kickoff 

Project Manager 

Technical Design 
Review 

Review of any 
technical designs or 
work associated with 

the project 

As Needed In Person Project Team Technical Design 
Package 

Project Manager 

 
Table 8: Sample Project Team Directory 

Name Title Discipline E mail Cell Phone 

     

     

     

     

 
Table 9: Sample Format for Communications Management Report 

Date Description Format Participants/ 
Distribution 

Deliverable, if any – 
or decisions made 

Stored where? 
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6 APPENDIX 
 
Suggested resources for further information or guidance 
 
http://www.tbs-sct.gc.ca/cee/dpms-esmr/dpms-esmr03-eng.asp#ComponentsPMS 
http://www.projectmanagementdocs.com/ 

Especially 
• http://www.projectmanagementdocs.com/project-initiation-templates/project-charter.html 
• http://www.projectmanagementdocs.com/project-planning-templates/communications-

management-plan.html 
• http://www.projectmanagementdocs.com/project-closing-templates/lessons-learned.html 
• http://www.projectmanagementdocs.com/project-documents/assumption-log.html 

 
Maria Lahiffe, Outreach Coordinator 
Maria.lahiffe@appsci.queensu.ca 
Extension 75640 
 
Beth Wylie, Faculty Advancement Officer 
Beth.wylie@queensu.ca 
Extension 74594 
 

http://www.tbs-sct.gc.ca/cee/dpms-esmr/dpms-esmr03-eng.asp#ComponentsPMS
http://www.projectmanagementdocs.com/
http://www.projectmanagementdocs.com/project-initiation-templates/project-charter.html
http://www.projectmanagementdocs.com/project-planning-templates/communications-management-plan.html
http://www.projectmanagementdocs.com/project-planning-templates/communications-management-plan.html
http://www.projectmanagementdocs.com/project-closing-templates/lessons-learned.html
http://www.projectmanagementdocs.com/project-documents/assumption-log.html
mailto:Maria.lahiffe@appsci.queensu.ca
mailto:Beth.wylie@queensu.ca
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