
Project plan – Template
Project Name Short, sharp, catchy

Project Description What do you want to do? How do you plan to do it? Who is your target 
audience? Include research to support your project idea. Who will help 
you throughout the project? Where will it take place?

Rationale How do you know this project is needed?  
Include facts, data, information to provide a good overview of the benefit.

Aim and 
objectives

What will the project achieve? Who will this project benefit in the community? 

Scope INCLUDES: EXCLUDES:

What is included or part of the 
project?

What is not part of this project?

Outcome What is the change you want to see? Based on the aims and objectives, what 
results do you want to see? What will be the positive outcome for people, your 
community, the long-term continuation of the project? 

Deliverables
and outputs

These are the detailed actions you will undertake through the stages of planning 
and delivering. 

Start date

Finish date

Budget Total project cost: 
How much will the whole 
project cost? 

Sourced funding:
Have you applied for any grants?

Partners Who in the community will you work with to achieve the project? This could 
include residents, libraries, community groups, local Council.

Name:
Title:
Organisation:
Role in project:

Name:
Title:
Organisation:
Role in project:
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