Project Plan Template
Project Plan Template
To support your grant application, please provide a project plan that demonstrates your understanding of the steps required to deliver the proposed activity. The level of detail should be proportionate to the amount of funding requested. 
Note: If you are unable to provide any of the information requested on this project plan, please contact your grant manager (details available in GrantsNT) or Office of Youth Affairs (DPSC.OYA@nt.gov.au or 08 8999 3862) to discuss your application prior to submitting. 
Project Details
	Project title
	

	Contact person 
	

	Delivery timeframe
	Start date
	
	End date 
	


Project Overview
Provide a brief summary of the project or activity you are seeking funding for. 
	What will this project involve?
	

	Where will it take place?
	

	Who will be involved?
	


Project Schedule
Provide a schedule of the key actions required to deliver the project.
	Key action/task
	Description
	Responsible person/organisation
	Start date
	End date 

	
	
	
	
	

	
	
	
	
	


Project Milestones
List the major milestones that will help track progress throughout the project. Examples may include: 
· Funding agreement signed
· Project planning completed
· Contractors or suppliers engaged
· Project completed

	Milestone
	Target date
	Responsible person 

	
	
	

	
	
	


Roles and Responsibilities
Identify who will be responsible for delivering the project and completing key tasks.
	Person/organisation
	Role
	Key responsibilities

	
	
	

	
	
	



Project Risks and Mitigation
Identify any potential risks that may affect the delivery of the project and how they will be managed. Examples may include: 
· Delays in obtaining materials or equipment
· Contractor or supplier availability
· Extreme weather events
· Staff or volunteer availability
· Unexpected project cost increases
· Ceremonial obligations 

	Risk
	Potential Impact
	Mitigation strategy 

	
	
	

	
	
	



Project Readiness
Describe any planning or preparation already completed to support project delivery. Examples may include:
· Quotes obtained
· Approvals secured
· Partnerships established
· Venues booked
· Contractors identified
· Community consultation undertaken

Details:
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