PROJECT PLAN (fINAL) [insert date]
1. Purpose
This Project Plan has been prepared by [insert consultant name] (the consultant) for the Project Control Group (PCG) of the [insert heritage study name] (the Project).
[If required, insert the names and roles of the PCG]

This Project Plan sets outs the:
· Projected timelines, key outputs, PCG meeting schedule and payment milestones (see Attachment A).
· Project methodology (see Attachment C).
It also includes the approach to Stakeholder Consultation Plan (see section 4), which identifies key stakeholders, methods of consultation and proposed consultation material. 

2. Project scope

[Insert the project scope from the project brief]
3. Project budget and timeframe

The total budget for the Project is [$XXXX] (inclusive of GST).

[XXX] project payments are proposed as per the Project Plan in Attachment A. [Note: the number of project payments is not fixed – the number and timing should be agreed to by the PCG and aligned with key milestones]
The Project will be completed by [insert date].
4. Stakeholder consultation
[This section sets out the approach to stakeholder consultation. Refer to:

· Section 2.5 of the toolkit, which sets out suggested approaches to stakeholder consultation
· Resource 10: Community consultation, which provides templates for the letters associated with the two stages of notification outlined in this section

The approach and templates set out in the toolkit may be used and adapted, or a new approach recommended by the consultant with the support of the PCG.] 

5. Assistance provided by [name] Shire and/or DTP
[This section should be amended for the project in consultation with the PCG based on the project brief]

DTP and [name] Shire will provide the following assistance:

· [name] Shire will provide administrative support for communication with stakeholders and the promotion of consultation activities.

· DTP will prepare the agenda and minutes for PCG meetings.

· [Insert anything else]
ATTACHMENT A – PROJECT PLAN
The project plan should be filled out using the Phases and tasks as set out in the brief. For each task, meeting or milestone completion dates should be specified, and progress payments identified where relevant.
The following project

	Task/milestone
	Approximate date
	Progress payment (%)
	Progress payment ($)
	Residual balance retained by client

	Prepare project plan:
Prior to PCG1, Consultant should review the Audit report and other information provided by Council and identify any key issues.
	April
	
	
	

	PCG Meeting 1:
Adoption by Steering Committee of Project Plan and Stakeholder consultation plan.
	May
	20%
	$TBA
	$TBA

	Stakeholder consultation 1:

Notification to all affected property owners/managers that Project has commenced.
Follow up notification to owners/manager of places that require on-site access.
	TBC (following PCG1)
	-
	-
	-

	Research
	June-August 
	-
	-
	-

	Fieldwork
	August
	-
	-
	-

	Preliminary findings report:
Following fieldwork the Consultant should prepare a preliminary findings report.
	Post fieldwork
	-
	-
	-

	PCG Meeting 2

To discuss preliminary findings report.
	September 
	30%
	$TBA
	$TBA

	Prepare new citations. 
	Drafts to be submitted one week prior to PCG3
	-
	-
	-

	PCG Meeting 3:
To review draft citations and confirm next stage of stakeholder consultation.
	November
	40%
	$TBA
	$TBA

	Consultation Stage 2:

Copies of draft citations and guidelines sent to all property owner/managers.
	November
	-
	-
	-

	PCG Meeting 4:
To review feedback from owners/managers.
	December
	-
	-
	-

	Updates to heritage citations and guidelines as required.
	December
	-
	-
	-

	Prepare PSA documentation.
	December
	-
	-
	-

	Delivery of final report.
	By end January
	10% upon completion of task to the satisfaction of the PCG
	$TBA
	$0.00


ATTACHMENT B – List of places

[Insert list of places included in the review.]
ATTACHMENT C – METHODOLOGY
[The study consultant should insert the proposed methodology here]
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