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Resource 3 – Project plan template
	Project plan

	Project name
	

	
	
	
	

	Project scope
	( See chapter 2 The set up phase
	

	Responsibilities
	Key project contacts:

	
	Role
	Names
	

	
	Project leader
	

	
	Project owner
	

	
	Project team
	

	Goals
	( See chapter 2 The set up phase, and chapter 4 Action planning
	

	Key milestones
	Important project milestones, responsibilities and timelines:
	

	
	Milestone
	By who
	By when

	
	Project set-up
	
	

	
	Gain management commitment
	
	

	
	Establish a steering group and appoint project coordinator
	
	

	
	Define the project scope and aim
	
	

	
	Develop a project plan and marketing strategy
	
	

	
	Data collection
	
	

	
	Conduct a staff travel survey
	
	

	
	Conduct site and policy assessments
	
	

	
	Conduct a business travel audit
	
	

	
	Meet with consultation or mode groups
	
	

	
	Analyse collected data and prepare travel report
	
	


	
	Milestone
	By who
	By when

	
	Action planning
	
	

	
	Draft action plan incl. objectives and targets
	
	

	
	Run staff workshops
	
	

	
	Finalise travel plan document
	
	

	
	Get management sign-off
	
	

	
	Implementation
	
	

	
	Launch the travel plan
	
	

	
	Implement the action plan
	
	

	
	Monitoring
	
	

	
	Conduct a follow-up or snapshot survey
	
	

	
	Conduct business travel audit
	
	

	
	Review and update travel plan
	
	

	
	
	
	

	Budget
	

	
	
	
	

	Constraints 
and risks
	

	
	
	
	

	
	
	
	



