Work plan: [Project or plan name]
	Owner
	[Job title of the person who keeps this plan current]

	Prepared by
	[Name]

	Approved by
	[Job title]

	Period covered
	[Start date] to [End date]

	Last updated
	[Date]

	Version
	[1.0]



1. Summary
[Two or three sentences: what this plan covers, why it matters now, and what will be different when it is done.]
2. Goals
	Goal
	How we will measure it
	Target
	By

	[What you want to achieve]
	[The number you will watch]
	[From X to Y]
	[Date]

	[Goal]
	[Measure]
	[Target]
	[Date]



3. Scope
In scope: [What this plan covers].
Out of scope: [Related work this plan does not cover, so nobody assumes it does].
4. Deliverables
	Deliverable
	What it is
	Owner
	Due

	[Something you will hand over or finish]
	[One line on what done looks like]
	[Role]
	[Date]

	[Deliverable]
	[What done looks like]
	[Role]
	[Date]

	[Deliverable]
	[What done looks like]
	[Role]
	[Date]



5. Tasks and timeline
	Task
	Owner
	Start
	Due
	Status

	1. [Task, starting with a verb]
	[Role]
	[Date]
	[Date]
	Not started

	2. [Task]
	[Role]
	[Date]
	[Date]
	Not started

	3. [Task]
	[Role]
	[Date]
	[Date]
	Not started

	4. [Task]
	[Role]
	[Date]
	[Date]
	Not started

	5. [Task]
	[Role]
	[Date]
	[Date]
	Not started

	6. [Task]
	[Role]
	[Date]
	[Date]
	Not started



Status is one of: Not started, In progress, Waiting, Done.
6. Milestones
	Milestone
	Date
	What must be true

	[Milestone, such as Designs approved]
	[Date]
	[How you will know it has been reached]

	[Milestone]
	[Date]
	[How you will know]



7. Resources and budget
	Item
	Type
	Cost
	Notes

	[Person, supplier, tool or material]
	[People, supplier, tool or material]
	[Amount]
	[Time needed or what it pays for]

	[Item]
	[Type]
	[Amount]
	[Notes]



Total budget: [Amount]. Who approves spending: [Job title].
8. Risks and constraints
	Risk
	Likelihood
	Impact
	What we will do

	[What could go wrong]
	[Low, medium or high]
	[Low, medium or high]
	[How you will prevent it, or what you will do if it happens]

	[Risk]
	[Likelihood]
	[Impact]
	[Response]



Constraints: [Fixed limits, such as a launch date, a budget cap or people who are only free part-time].
9. Roles and communication
	Role
	Person
	Responsibility

	Sponsor
	[Name]
	[Approves the plan, the budget and any big change]

	Plan owner
	[Name]
	[Keeps the plan current and reports progress]

	[Role]
	[Name]
	[What they do]



1. Progress updates: [How often, where, and who posts them]
1. Check-ins: [Which meeting, how often, who attends]
1. Changes: [Who approves a change to scope, dates or budget]
10. Approval
	
	Name
	Signature
	Date

	Prepared by
	
	
	

	Approved by
	
	
	





How to use this template
1. Write the summary and goals first. Give every goal a measure, a target and a date, such as “enquiries from about 15 to 30 a month by June”.
2. Fill in every highlighted part. Remove the highlighting when you are done (select all, then set the highlight color to none).
3. Say what is out of scope, so the plan does not quietly grow.
4. Give every task one owner and a due date. Two names usually means nobody. Leave some slack between dates.
5. Delete what does not apply, such as the budget table for a personal plan, instead of leaving it empty.
6. Update it every week. Change the status of each task, and change the version and date when the plan itself changes.
7. Delete this page before you share the plan. 

Free template from coavon.com/templates/work-plan-template. How to write a work plan: coavon.com/blog/work-plan
