SOP: Project Planning and Timeline Establishment

This SOP details the process of project planning and timeline establishment, covering key steps such as defining
project objectives, identifying deliverables, allocating resources, setting milestones, estimating durations, and creating a
detailed schedule. The goal is to provide a clear roadmap that guides project execution, ensures timely completion,
facilitates progress tracking, and enhances team coordination and communication throughout the project lifecycle.

1. Purpose

To establish a standardized procedure for planning projects and developing effective timelines, ensuring all team
members collaborate towards successful project completion.

2. Scope

This SOP applies to all team members and stakeholders involved in project planning and execution within the
organization.

3. Responsibilities

Role Responsibility
Project Manager Leads planning, ensures all steps are completed, and coordinates communications.
Team Members Contribute input for deliverables, resource requirements, and timelines.
Stakeholders Review and approve the project plan and timeline.

4. Procedure

1. Define Project Objectives
o Meet with key stakeholders to establish clear, measurable goals.
o Document objectives and obtain approval.
2. Identify Project Deliverables
o Listall outputs and major components required for project completion.
o Create a deliverables matrix, clarifying responsible parties.
3. Identify and Allocate Resources
o Determine resource requirements: personnel, tools, budget, facilities, etc.
o Assign responsibilities to specific team members or departments.
4. Set Milestones
o Establish key interim goals to track progress.
o Define milestone criteria and due dates.
5. Estimate Task Durations
o Break deliverables into tasks and estimate time required for each.
o Involve subject matter experts, review historical data for accuracy.
6. Create Detailed Schedule
o Use a project management tool or Gantt chart to map tasks, durations, dependencies, and milestones.
o Validate the plan with all stakeholders and adjust as necessary.
7. Communicate and Distribute Plan
o Share the finalized schedule and responsibilities with the team.
o Ensure everyone acknowledges their roles and deadlines.
8. Monitor & Update Schedule
o Regularly review progress against milestones.
o Adjust the plan as needed and communicate changes promptly.

5. Documentation

¢ Project Charter
e Deliverables Matrix



Resource Allocation Sheet

Project Schedule (Gantt Chart or Equivalent)
Milestone Tracking Report

Meeting Notes

Change Log

6. References

¢ Organizational Project Management Policy
¢ Project Management Body of Knowledge (PMBOK)
¢ Relevant project management software guides
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