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Executive summary starts here…

1. INTRODUCTION
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Introduction starts here…

2. GOAL, OBJECTIVES and OUTCOMES
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2.1. Goal
Goal starts here…
2.2. Objectives and Outcomes
Objectives and outcomes start here
	Objectives
	Outcomes

	1. Objective 1
	Outcome  1 of Objective 1

	
	Outcome 2 of Objective 1

	
	Outcome 3 of Objective 1

	
	Outcome 4 of Objective 1

	2. Objective 2
	Outcome 1 of Objective 2

	
	Outcome 2 of Objective 2

	
	Outcome 3 of Objective 2


3. THE SITE AND TARGET SPECIES
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3.1. The Site

The site starts here…

3.2. The Target Species
The Target species starts here…

4. PROJECT APPROACH
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Project Approach starts here…

5. SCOPE
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5.1. In scope
In scope starts here…
5.2. Out of scope
Out of scope starts here…

6. PROJECT GOVERNANCE
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Project Governance starts here..

6.1 Project Reporting
Project Reporting starts here…
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7. MONITORING THE SUCCESS OF THE PROJECT
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Monitoring the success of the project starts here…

Table. Outcome Monitoring Requirements 

	Outcomes
	Indicator

	Outcome 1
	Indicator 1 for Outcome 1

	Outcome 2
	Indicator 1 for Outcome 2

	
	Indicator 2 for Outcome 2

	
	Indicator 3 for Outcome 2

	
	Indicator 4 for Outcome 2

	Outcome 3
	Indicator 1 for Outcome 3


8. STAKEHOLDER ENGAGEMENT
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Table 4.
Key Stakeholders
	Name
	Organization
	Contact details
	Stakeholder Group
	Notes/comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Stakeholder engagement starts here…
9. PROJECT TIMELINE
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Project timeline starts here..
Table 5. Project Milestones

	Milestone
	Date
	Responsible

	Operational Planning Stage

	
	
	

	
	
	

	
	
	

	Implementation Stage - pre-operation phase 

	
	
	

	
	
	

	Implementation Stage – Operational phase 

	
	
	

	
	
	

	Sustaining the Project Stage

	
	
	

	
	
	


10. PROJECT COSTS
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Table.
Estimated Project Costs per Stage
	Item
	Details
	Cost (NZ$)

	

	Operational Planning Stage:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Operational Planning Stage, Sub-total      
	 

	Operational Planning Stage, Contingency (10%)      
	 

	Operational Planning Stage, Expected cost      
	 

	

	Implementation Stage:

	
	
	

	
	
	

	Pre-operational monitoring
	
	

	Post-Operation Report
	
	

	Implementation Stage, Sub-total      
	

	Implementation Stage, Contingency (20%)      
	

	Implementation Stage, Expected cost      
	

	

	Sustaining the Project Stage:

	Biosecurity – Set up
	 
	

	Biosecurity – annual running costs
	 
	

	Post-operational monitoring – annual costs

	
	

	Sustaining the Project Stage running costs for 5 years (A)
	

	Sustaining the Project Stage Set up costs (B)
	

	Sustaining the Project Stage sub-total(C=A+B)
	

	Sustaining the Project Stage Contingency (D=20% of C)      
	

	Sustaining the Project Stage, Expected 5-year cost      
	

	

	

	PROJECT TOTAL, Expected cost      
	 


11. RISK MANAGEMENT
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Table. Key Project Risks & Proposed Management

	RISK
	Management approach
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Explanation: Summarise the key points of the Project Plan


Prompts


The Project Plan enables a project manager to keep the right focus for the project, manage it to a successful completion and provide adequate information about the project (and it’s progress) to others. 


The audience is the project manager, implementing agency management, funders and external partner organizations.


The executive summary should contain enough information to give a manager a high level view of the whole project


Keep the length to less than 1 page


The Executive Summary is usually written last, after the main document is completed





Explanation: Explain the purpose of this document, and set the scene for the following sections


Prompts:


Include what agency is responsible for  the work


Who has funded the work


What is the purpose of the document, ie To describe how the eradication project will be managed


What documents were used as background information, for example, Feasibility Study Report


Include thanks to any people organizations that have provided support/help/advice etc to the preparation 


Remove this Help Box when the Project Plan is complete.





Explanation:  Define what the project will achieve (objectives) and the changes that will result (outcomes)


Prompts:


Copy and paste from Feasibility Study Report.


Indicators to be measured for each outcome are defined in the Monitoring the Success of the Project Section.


Remove this Help Box when the Project Plan is complete.





Useful Tools:


Guidelines for Project Managers





Explanation: Describe the eradication site & the target species


Prompts:


You are giving the reader only enough information to understand the context of the project plan – refer the read to the Feasibility Study for the details.


Only provide a summary of the site and target species information relevant to the project management


Most of the information will have been recorded in Site and Target Species Sections of the Feasibility Study Report.


Consider copy and pasting relevant parts from the Feasibility Study Report rather than re-writing.


Remove this Help Box when The Project Plan is complete.








Explanation: Give a brief description of the approach to the eradication project





Prompts:


Summarise the main points from the Technical Approach Section of the Feasibility Study Report and updated if necessary


You do not need to include all the details from the Feasibility Study Report; only a summary of points relevant to the management of the project


Consider copy and paste relevant parts from the Feasibility Study Report rather than re-writing.


Details are not required here as they will be planned in detail in the Operational Plan. 


You are giving management an overview of the project approach


Identify any tasks/trials required to resolve issues or missing information identified in the Feasibility Study Report


Remove this Help Box when the Project Plan is complete





Explanation:  To describe what is included in the project (in scope) and to describe what is not included in the project (out of scope) is a useful way of communicating the details of the project


Prompts:


This section is used to clear up any uncertainties about what is included in the project.


This section is very useful if your project is part of a programme of work and you need to communicate what is part of this project and what is part of another project


You do not need to repeat the objectives or outcomes, but concentrate of details that may not be stated in other parts of the Project Plan


The out of scope items are as important as the in scope: having a list of out of scope avoids surprise later in the project when people realize certain activities will not be completed as part of the project.


Remove this Help Box when the Project Plan is complete





Useful tools:


Guidelines for Project Managers





Explanation:  Who and which organizations will be involved in managing the project?


Prompts:


Describe how important decisions will be made 


Explain who will be involved in making key project decisions in later Stages, for example, who can decide if the Goal, Objectives and Outcomes can change after the Project Design Stage? 


Include key people/organizations who will take responsibility for parts of the project


When there is more than one organizations taking part, it is important to clearly identify which organization is responsible for completing which part of the project.


Describe how the project team will relate to the external stakeholders and funders.


If there are many people involved, consider including a diagram of the relationships


What will be the authorization process for spending money?


How and when will the project manager monitor and report on the project management status?


How and when will the project manager report on the results of the outcome monitoring and evaluation?


Remove this Help Box when the Project Plan is complete.


Useful Tools


Guidelines for Project Managers


Guidelines on Monitoring and Evaluation





Explanation: What indicators will be measured to determine whether the project outcomes have been achieved?





Prompts:


Only include monitoring of project outcomes.


Copy and paste the outcomes from the Goal, Objectives and Outcomes section.


Operational monitoring is recorded in the Operational Plan.


Project Management monitoring will be defined in the Project Governance section.


Remove this Help Box when the Project Plan is complete





Useful Tools


Guidelines on Monitoring & Evaluation


Guidelines on Monitoring of Native Species Techniques.


Guidelines on Rodent Surveillance Techniques.


Guidelines on Cat Eradication and Monitoring Techniques.





Explanation:  Detail the different stakeholders and explain how they will be involved in the project.


Prompts:


Copy and paste the table of Stakeholders from the Feasibility Study Report, update it if new stakeholders have been identified.


If useful,  group them into different groups based on their involvement and role involved in the Implementation and Sustaining the Project Stages


Ensure any issues on Stakeholder support and participation identified in the Feasibility Study are addressed.


Remove this Help Box when the Project Plan is complete





Useful Tools:


Guidelines on Stakeholder Engagement


Guidelines for Project Managers





Explanation: Include indicative dates of key project activities and milestones


Prompt:


Include start and end dates of each of the later project Stages


Include dates of any key decisions


Remove this Help Box when the Project Plan is complete.


Useful Tools:


Guidelines for Project Managers 





Explanation:  Provide estimated costs of the Operational Planning Stage, the Implementation Stage and the Sustaining the Project Stage. 


Prompt:


Remember to include: Biosecurity costs. These costs could continue for many years after the eradication operation.


Remember to include monitoring costs before and after the eradication operation.


As detailed planning has not been completed you will need to add in a contingency amount for unexpected costs that are identified in the later detailed planning


Remove this Help Box when the Project Plan is complete.





Useful Tools:


Guidelines for Project Managers








Explanation: Describe the major risks to the project and what you will do to minimize the impact of the risk to the project


Prompts:


Review the issues recorded in the Feasibility Study Report to help identify risks


Under the management approach explain what you will do to  minimize the impact of the risk,


Need to weigh up the risk vs the actions to minimise it and the impact these might have on the operation. Ask the questions:


Will the risk have a significant effect on the project? If yes then you need to manage them.


Is the cost or flow on effect of the mitigation action greater than the benefits of managing the risk? Then look for other mitigation actions or don’t manage the risk.


Remove this Help Box when the Project Plan is complete.





Useful Tools:


Guidelines for Project Managers





Explanation: Use this section to record other documents that have been used and referred to in preparing the Feasibility Study Report


Prompts


List the references alphabetically


Remove this Help Box when the Project Plan is complete.
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