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	PROJECT

	Title
	Cut and paste from the project proposal.
 NOTE – To delete any note from the template click and start typing.
	Brief description
	Cut and paste from project proposal. This brief description should be no more than 50 words.
	Start date
	Enter date.	End date
	Enter date.
	Cost centre name and number
	Enter cost centre name and number.	Project number
	Enter project number.
	Prepared by
	Enter your name.	Sponsor
	Choose a sponsor.



	DOCUMENT CONTROL

	TRIM folder number
	Enter the TRIM folder number.
	TRIM document number
	Enter the TRIM document number.

	Date
	Enter date.
	Project proposal TRIM document number
	Enter the project proposal TRIM number.

	Project proposal approval received
	Choose an item.	Date:	Enter date.



	Project summary

	Cut and paste from the project proposal. This is a summary of what the project is about including the goals, outcomes, significance and impact in no more than 200 words.




	Objectives and outcomes

	Detail the main objectives to achieve the desired project outcome/s.
Objectives should relate to the business case/justification section in the project proposal.




	Options for implementing the project

	Outline the options available to achieve the desired outcome/s. For example, if the project is to develop a new planning strategy will this be done totally in-house or will consultants be used in full or part to help deliver the project? Both options are viable but one may take longer, cost more or affect the quality of the output.


	Option 1
	Enter option 1.
	Advantages
	Disadvantages

	Insert an advantage.	Insert a disadvantage.
	Insert an advantage.	Insert a disadvantage.
	Insert an advantage.	Insert a disadvantage.


	Option 2
	Enter another option – insert additional options if required.
	Advantages
	Disadvantages

	Insert an advantage.	Insert a disadvantage.
	Insert an advantage.	Insert a disadvantage.
	Insert an advantage.	Insert a disadvantage.

Add or delete rows as necessary.

	Recommended option

	Identify the recommended option.




	Out of project scope

	Detail what is not included in the scope of the project so it is clear what the project will not deliver.




	Budget details

	Provide details of what the project will cost.
 NOTE – Budget should align with the project proposal. The project costs, including the total amount allocated (contingency, salary, capital) and ongoing operational costs are summarised in the table below. When developing project costs, consider all costs for the recommended option including ongoing costs, staff salary, consultant fees, printing, promotions, public consultation, specialist input, IT hardware and software costs. Attach a separate spreadsheet with details of individual costs if required.


	Type
	Budget $ 000
	Period
	Comments

	Project:	Recurrent
	$ Enter $
	Start year:
Enter financial year.

End year:
Enter financial year.
	

		Capital
	$ Enter $
	
	

		Total
	$ Enter $
	
	

	Ongoing annual operational costs
	$ Enter $
	
	



	Information about related projects (if applicable)

	This project is a/an Choose an item.

	Provide details for the related projects
Cost centre/s:	Enter cost centre.
Project name/s:	Enter project name.
Project number/s:	Enter project number/s.




	Procurement

	Describe/estimate the proportion of the budget that may be used to engage third parties or have others deliver services or provide goods.




	Project timeline

	Describe a high level overview of the length of the project including, as relevant, products/deliverables/milestones at each stage and length of each stage.
 NOTE – This table is used for the project status report.


	Product/deliverable/milestone
	Planned commencement date
	Planned completion date

	Enter text.	Enter date.	Enter date.
	Enter text.	Enter date.	Enter date.
	Enter text.	Enter date.	Enter date.
	Enter text.	Enter date.	Enter date.
	Enter text.	Enter date.	Enter date.

Add or delete rows as necessary.

	Monitoring and evaluation

	Detail activities to track objectives and desired project outcomes - refer to the information in the project proposal.




	Human and physical resources

	Explain what resources are needed. While the number of FTE is detailed in the project proposal, state who those staff might be and what roles they will play.




	Communications

	Outline the stakeholders involved in the project and how they might they be impacted. Include the information they need, when they need it and proposed methods of communication. Seek advice from Corporate Communications and Marketing.
Manager  Jane.Knox-robinson@education.wa.edu.au   9264 8160




	Membership of project board (if applicable)

	Name.
	Position.

	Name.
	Position.

	Name.
	Position.

	Name.
	Position.


Add or delete rows as necessary.



	ENDORSEMENTS

	Sponsor

	Status
	Approved	Declined	(circle one)

	Sponsor
	Choose a sponsor.
	Signature of sponsor
	

	Date
	



	Chair of Program Governance

	Outcome
	Approved	Declined	(circle one)

	Signature of chair
	

	Date
	



	Corporate Executive

	Outcome
	Recommended	Not recommended	(circle one)

	Corporate Executive document number
	

	Date
	



	Director General approval

	Signature of Director General
	

	Date
	



	NEXT STEPS

	Select the sponsor on the endorsement page. TRIM the completed document and link it in the Program Governance Management System. Print the document and submit it to the sponsor for approval.
When the plan has been approved by the sponsor it will be presented to the Program Governance Group (PGG) for endorsement. The Program Management Office will prepare the paper for the next meeting PGG.
 NOTE - Contact Program Management Office for advice if required.
Program Coordinator  9264 5605  susan.ward@education.wa.edu.au
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