
PROJECT MANAGEMENT PLAN TEMPLATE 

By Chris Ogbonna 

Guidance Note  

This template equips you, Nigerian civil society actors and aspiring project managers, with the 

tools to develop a comprehensive project management plan. 

1. Work Breakdown Structure (WBS) 

The Work Breakdown Structure (WBS) is the foundation of a well-organized project plan. It acts 

like a blueprint, breaking down your project's overall objective into a series of manageable tasks, 

making the project feel less overwhelming and more achievable. Here's a closer look at how to 

create a WBS: 

Structure and Levels 

 Start with the Big Picture: At the top level, you have your project's main objective. This is 

the "what" you want to achieve. (e.g., improve access to clean water in a rural community). 

 Decomposition: Break down this objective into smaller, more manageable pieces. These 

become your main deliverables – tangible outputs of the project. (e.g., Construct a water 

well, Conduct hygiene workshops). 

 Further Breakdown: Each deliverable can then be further broken down into sub-tasks that 

detail the specific activities needed to complete it. (e.g., Conduct site survey, Secure drilling 

permits, Purchase well materials, Hire drilling contractor). 

Creating a Strong WBS 

 Clear and Concise Language: Use simple, easy-to-understand language for each task 

description. Everyone involved in the project should understand what each task entails. 



 Mutual Exclusivity: Ensure each task is distinct and doesn't overlap with others. Every 

element should contribute uniquely to a deliverable. 

 Completeness: The WBS should encompass all the work required to complete the project. 

No crucial steps should be left out. 

 WBS Dictionary: Consider creating a WBS dictionary that provides additional details for 

each task, such as estimated time, resources needed, and who is responsible. 

Benefits of a WBS 

 Clarity and Communication: A well-defined WBS improves communication within your 

team by ensuring everyone understands the project scope and their individual roles. 

 Improved Planning and Scheduling: By breaking down tasks, you can more accurately 

estimate timelines and resource needs, leading to a more realistic project schedule. 

 Risk Management: The WBS helps identify potential risks associated with specific tasks, 

allowing you to develop mitigation strategies. 

 Monitoring and Control: The WBS serves as a reference point for monitoring project 

progress and identifying areas that may deviate from the plan. 

The WBS is a dynamic document. As your project progresses, you may need to refine or adjust the 

structure to reflect changes or new information. 

2. Gantt Chart 

The Gantt chart is your project's visual roadmap. It takes the tasks identified in your Work 

Breakdown Structure (WBS) and lays them out on a timeline, providing a clear picture of the 

project schedule, dependencies, and deadlines. 

  



Building Your Gantt Chart 

There are two main approaches to creating a Gantt chart: 

 Software Solutions: Numerous project management software options offer user-friendly 

interfaces for building Gantt charts. These tools allow you to easily input tasks, set 

durations, and visualize dependencies. 

 Spreadsheet Savvy: For simpler projects, you can create a Gantt chart using a spreadsheet 

program like Microsoft Excel. Here's a breakdown: 

i. Columns: Dedicate columns for tasks, start dates, end dates, durations, and potentially, 

responsible parties. 

ii. Rows: List each task from your WBS in separate rows. 

iii. Timeline: Create a horizontal timeline along the top of the spreadsheet, with markers 

representing days, weeks, or months. 

iv. Task Bars: Use bars across the timeline to represent the duration of each task. 

Visualizing Dependencies 

Dependencies are the relationships between tasks. Some tasks cannot begin until others are 

completed (e.g., purchasing materials cannot happen before securing funding). 

 Highlighting Dependencies: In Gantt chart software, you can link tasks to visually 

represent dependencies. For spreadsheets, use indentation or colour coding to show which 

tasks depend on others being finished first. 

Setting Realistic Deadlines 

When assigning deadlines to tasks, consider several factors: 

 Estimated Time: Use your WBS task estimates as a starting point. 



 Resource Availability: Factor in team member availability and workload to avoid 

bottlenecks. 

 Buffer Time: Allocate some buffer time to account for unforeseen delays or challenges. 

Benefits of a Gantt Chart 

 Improved Communication: A clear visual schedule fosters better communication within the 

team and with stakeholders. 

 Early Identification of Issues: The chart allows you to identify potential scheduling 

conflicts or resource limitations before they arise. 

 Progress Tracking: The Gantt chart serves as a project management tool for monitoring 

progress, identifying delays, and making necessary adjustments. 

 Increased Accountability: A visual representation of deadlines helps keep everyone 

accountable for their assigned tasks. 

Remember: A Gantt chart is a living document. As your project progresses, update the chart to 

reflect changes in deadlines, task durations, or dependencies. 

3. Resource Management 

Effective resource management is crucial for any project's success. It involves planning, allocating, 

and monitoring the essential elements – human resources, materials, and budget – to ensure they 

are used efficiently and effectively throughout the project lifecycle. 

Human Resources: 

 Identify Needs: Determine the specific skills and expertise required for each project task. 

Consider utilizing staff, volunteers, or consultants depending on your needs and budget. 

 Team Building: Assemble a competent team with the right skillsets to handle assigned 

tasks. Consider individual strengths and weaknesses when assigning roles. 



 Communication and Collaboration: Foster clear communication and collaboration within 

your team to optimize resource utilization and avoid duplication of effort. 

Material and Equipment 

 Resource Planning: Create a comprehensive list of all materials and equipment needed for 

the project. Consider purchase, rental, or borrowing options based on cost-effectiveness. 

 Allocation Plan: Develop a resource allocation plan that outlines when and how materials 

and equipment will be used throughout the project. 

 Inventory Management: Maintain an inventory of materials and equipment to avoid 

shortages or delays. 

Budget Management 

 Detailed Breakdown: Create a detailed project budget outlining all anticipated expenses, 

including personnel costs, material procurement, equipment rental, and any other project-

related fees. 

 Monitoring and Control: Regularly monitor project expenses against the budget. Identify 

areas where spending deviates from the plan and make adjustments as needed. 

 Contingency Planning: Allocate a contingency fund within your budget to address 

unforeseen expenses or mitigate potential risks. 

4. Risk Management 

Risk management is your proactive shield against unforeseen events that could derail your project.  

Let's delve into the steps involved in effectively identifying, assessing, and mitigating potential 

risks: 

  



 Risk Identification: Brainstorming Potential Threats 

The first step is to identify all the potential risks that could threaten your project's success. Here 

are some approaches: 

i. Brainstorming Session: Gather your team for a brainstorming session. Encourage everyone 

to openly discuss potential challenges that could arise in different project phases. 

ii. Experience-Based Analysis: Draw on your own experience or that of similar projects to 

identify common risks encountered. Research risk registers from relevant organizations. 

iii. SWOT Analysis: Conduct a SWOT (Strengths, Weaknesses, Opportunities, Threats) 

analysis to identify internal weaknesses that could be exploited by external threats. 

 Risk Assessment:  Evaluating Likelihood and Impact 

Once you have a list of potential risks, it's crucial to assess their severity. Here's a two-pronged 

approach: 

i. Likelihood: Evaluate the probability of each risk occurring. Consider factors like historical 

data, industry trends, and project complexity. Rate the likelihood as high, medium, or low. 

ii. Impact: Assess the potential consequences of each risk on your project. Consider the impact 

on factors like budget, schedule, quality, and project objectives. Rate the impact as high, 

medium, or low. 

iii. Risk Mitigation: Developing Strategies to Counter Threats 

Now that you understand the likelihood and impact of each risk, it's time to develop mitigation 

strategies. Here are some techniques: 

i. Risk Avoidance: If possible, completely avoid the risk by altering your project approach. 

For example, if funding delays are a high risk, explore alternative funding sources. 



ii. Risk Reduction: Minimize the likelihood or impact of the risk. This might involve securing 

backup funding sources, diversifying suppliers, or implementing quality control measures. 

iii. Risk Transfer: Shift the risk to another party through insurance or outsourcing specific 

tasks. 

iv. Risk Acceptance: For certain low-likelihood or low-impact risks, it might be best to accept 

them and have a contingency plan in place if they occur. 

5. Continuous Monitoring and Updating Your Risk Management Plan 

Risk management is an ongoing process, not a one-time activity. Here's how to ensure your plan 

stays relevant: 

 Regular Review: Schedule regular reviews (e.g., monthly) to assess the risk landscape. 

New risks may emerge, and existing ones may change in likelihood or impact. 

 Project Changes: Whenever there are significant changes to the project scope, budget, or 

timeline, revisit your risk assessment and mitigation strategies. 

 Communication and Documentation: Communicate the risk management plan to your team 

and stakeholders. Keep a record of identified risks, their assessments, and mitigation 

strategies. 

By proactively identifying, assessing, and mitigating risks, you can build resilience into your 

project and navigate challenges more effectively. Remember, a well-managed risk is a less likely 

threat, allowing your project to stay on track and achieve its goals. 

Note:  

 Communication and Collaboration: Maintain clear communication with all stakeholders 

(team members, funders, beneficiaries) throughout the project. Regularly update them on 

progress and address any concerns. 



 Project Management Tools: Explore free or low-cost project management software or apps 

suitable for your project size and budget. Consider simple tools like spreadsheets or online 

collaboration platforms. 

 Delegation and Task Management: Delegate tasks effectively based on team member skills 

and experience. Utilize task management tools to track progress and ensure accountability. 


