Checklist

for a successful project plan

Define project scope

Determine what the project is meant to achieve and what is explicitly not part of it.
Specify the main goals, key deliverables, and success criteria.

Create Work Breakdown Structure (WBS)

Break the project into smaller, managable work packages and structure them
hierarchially.

Break down objectives into milestones

Identify clear, measureable, and time-bound milestones that mark key phases,
deliverables or decisions.

Plan resources

Determine the personnel, materials, and other resources needed for each work
package and align them with available capacities and required skills.

Create project schedule

Place all work packages on a timeline, define durations, set dependencies, and
consider resource availability and buffer times

Set project budget

Calculate detailed costs for each work package based on the WBS and resource
planning. Consolidate them into a total budget including a contingency reserve.



D Identify and assess risks

Proactively analyze potential risks by evaluating their likelyhood and impact, and
define measures to prevent or mitigate them.

D Develop communication plan

Define who receives what information, when, how, and how often, ensuring that all
stakeholders are informed.

D Determine quality requirements

Specify quality standards, criteria, and assurance methods for deliverables and
integrate them into the schedule and resource planning.

D Define change management process

Establish clear procedures for submitting, evaluating, approving, and documenting
change requests.

Project management software as the perfect project support

Use project management software that covers everything - from strategic ‘
portfoltio management to detailed task planning.
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