Project management - an overview

Project plan and schedule - example

	Information

A project plan is a detailed schedule or timeline showing:

· all the tasks that need to be completed

· who will be doing those tasks

· key dates or milestones for phased delivery and final completion of the project

The plan should show not only the full timetable from start to completion but also the interdependencies between tasks or resources - what has to happen by when and what must be done before the next set of tasks can be started, etc.

You can use a computer program to produce a project plan and this is often particularly useful for complex or multi-strand projects. On simpler projects you can use whatever suits the way you work and the type of project you're doing. Often a calendar, spreadsheet or simple flow diagram will be enough.

In this example we present a project for a business to relocate to new premises, showing some of the main elements involved, how they overlap or depend on other elements and how this can be represented on a simple plan to show who is doing what at the various stages from start to completion. 

To limit the extent of the project for the purposes of this example, we've assumed that the new premises have been purpose built and some tasks that relate to occupying a new building are deliberately omitted here, such as testing heating and hot water systems, air conditioning, etc. We've also assumed that electrical, telecoms and IT cabling installation has been done as part of the build.
It is important to note that all projects are different and require different amounts of detail according to their complexity. Many formal project management processes were originally developed for use with very large and multi-strand projects such as those in construction and technology. Always limit your documentation and management to a level that's appropriate for your particular project.
Example document begins on next page




Project plan and schedule

Relocation to new premises
Stage 1 - planning process
This shows an approach to the considerations needed in planning this relocation. Filling in the task column has also prompted additional tasks that need to be done first.
Dates - deadlines or milestones and end date

The lease on existing premises expires on Friday 30 July - must have relocated and cleared/cleaned premises by this date. Lease on new premises commences Monday 28 June. IT contractor requires 5 working days to install and check computer systems.

Tasks - what needs to be done / who by
General administration and preparation before move
	Task
	Responsible
	Other considerations

	Get estimates for various components of the move.
	Office
	

	Arrange all necessary insurances for new premises.
	Office
	

	Set up accounts for utilities.
	Office
	

	Set up new telecoms/internet/account. 
	Office / IT
	

	Order new stationery.
	Office
	

	Notify existing customers and suppliers of move and change of address.
	Office / sales & marketing
	

	Update website with new address and contact details.
	Office / sales & marketing / IT
	

	Layout plan (eg equipment, stock, seating, etc). 
	Office
	

	Book mail redirection.
	Office
	

	Create new H&S induction to reflect new premises. 
	Office
	

	Create fire plan, decide on assembly points, etc. 
	Office
	Speak to Fire Service

	Arrange sandwich delivery, etc.
	Office
	

	Existing premises

	Deliver storage crates. 
	Storage co
	Place order for these

	Pack personal effects, desk contents, etc.
	Staff
	Allow time to sort / dispose of anything not needed - files, redundant or outdated material, etc
*Get shredder sacks

	Deliver recycling containers for paper, card, etc. 
	Waste co
	Place order for these

	Deliver skips for large/bulky waste. 
	Skip co
	Place order for these

	Furniture/equipment/machinery/computers to be disassembled.
	Removal co / IT 
	

	Pack stock, etc. 
	Removal co
	

	Deliver equipment/machinery/computers to new premises. 
	Removal co
	Obtain quotes, choose and book removal co

	Deliver stock to new premises. 
	Removal co
	Book removal co

	Skips to be removed.
	Skip co
	

	Clean building. 
	Cleaning co
	Book this 

	New premises

	Building fit-out
	
	

	Fit flooring. 
	Carpet co
	Select and order

	Unpack / install furniture, equipment, machinery, computers, etc.
	Removal co / IT contractor
	Date? 

	Deliver new furniture/equipment/computers. 
	Equipment co
	Select and order these - delivery date?

	Test computer network.
	IT contractor
	Allow 1 day + day contingency

	Install and test telephone system. 
	Telecoms co
	Book telecoms co

	Install exterior signage. 
	Sign co
	Design, place order and book installers 

	Unpack stock, etc.
	Removal co / staff
	

	Unpack personal effects, desk contents, etc.
	Staff
	Report any faults with phones, computers, equipment, etc ASAP

	Snagging - building, equipment, IT, phones, etc. 
	
	From 30 July onwards


Project plan as a Gantt chart
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