0. Title, version, author, date.





1. Introduction, describe the current situation so that you can then later describe what change the project is going to bring.





2. Goal, describe the change that the project is going to bring about, make explicit how you know when it is reached, and why it is an improvement.


Obtain written approval on this goal.





3. Relevant parties in reaching the goal. Typically customer and supplier. This looks easy but make sure that the decision authority is clear. What is their reason for doing this?





4. Communication plan. Who is who in the project, what can they do and decide? What is the regular meeting and reporting (heartbeat) structure, where and how are the document structures?





5. Assumptions & Constraints. Which decisions have already been made, which documents should be read, which constraints exist in the execution of the project. Initial specs to refer to. Results other projects should deliver.


When you have produced your plan up to this point, you should have it reviewed by the “relevant parties”.





6. Deliverables. The goal translates into a final deliverable, which is decomposed into intermediate deliverables. The first deliverable is always the project plan. Describe each deliverable so that somebody else can decide when it is ready (e.g. by referring to specs or standards).





7. Activities. Each deliverable breaks down into one or more activities. Don’t forget review and decision activities. One of the first activities is actual planning and getting organized.


This is an appropriate review point.





8. Resource & Time allocation. Each activity gets resources or resource types allocated, and an estimate of expenses and elapsed time per task can be made. Don’t forget to plan customer resources. Then you set the activities in a linear sequence, and eliminate overallocation of resources. You will use this sequence later to report progress against.


Point 6, 7 and 8 are entered in a Gantt chart. 





9. Quality. Which mechanisms (tests, reviews, metrics) will be used to ensure that the goal is reached? Which deliverables are reviewed by whom? Who reviews status reports? At the least you should have reviewed the project plan, specifications (if any), final deliverable. How are changes to already accepted deliverables handled?





Don’t start the project before all these points are defined and accepted!
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