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PART I :

Initiate & Plan a Project
Project 

Schedule, Budget, Risks
&

Communication



Project Planning is all about choosing and designing effective
policies and methodologies to attain Project Objectives.

The Project Planning Phases refers to:
• Developing a Project to make it ready for Investment.
• Determines the jobs/tasks required to attain Project Objectives.
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The Project Planning stages are enlisted below:
1.Identifying the key Project Sponsors and Stakeholders, to determine the

basis of Project Scope, Budget, and Time-Frame for project execution.
2.Upon enlisting the Stakeholders Requirements, prioritizing/setting

Project Objectives.
3.Identifying the Project Deliverables required to attain the Project

Objectives.
4.Creating the Project Schedule.
5.Identifying the Project Risks, if any, and develop suitable mitigation

Plans.
6.Communicating and presenting the Project Plan to Stakeholders.
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I-1- What is a Project Schedule?

• We can’t expect a ragingly successful Project without a great Schedule.

• A list of required tasks along with the time and the Resources needed will 
help you arrive at your destination as planned.

• Project Scheduling is an important skill for any Project Manager, even if 
you think it’s a really simple Project. 
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• A Project Schedule is a timetable that shows the start and end date of all 
Project tasks, how the tasks relate to each other and usually which team 
members or other resources are responsible for delivery.

• It is a dynamic document that is created during the initial Planning 
stage. The approved Project Schedule acts as a baseline to work to, but it 
is maintained and updated throughout the Project as things change.

• While Schedules are often thought of as planning and control tools, they 
are also critical communication tools for Team members and 
Stakeholders.
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The Project Schedule:
• outlines the time needed for the required tasks
• establishes Milestones to be met to complete the project on time
• allocates Resources across tasks
• can be presented in various forms to suit different Stakeholders
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I-2- The 3 main types of Project Schedule
• There are many ways that the Project Schedule can be displayed to

meet the needs of the target audience using it.
• 3 commonly used schedule formats are the:
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I-3- The benefits of effective Project Scheduling
• The Project Schedule guides the Project Team as they deliver the Project.
• It communicates progress to the Team, Management, and other

Stakeholders.
• Done well, it makes the entire Project run more smoothly and helps you

finish up on time and on budget.
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The Project Schedule:
• Contributes heavily to Project Success.
• Provides a clear roadmap to everyone at the beginning of the

Project.
• Manages Stakeholder expectations.
• Monitors and communicates Project Progress.
• Ensures buy-in and accountability for Tasks and Deadlines.
• Lets the Team know which Tasks rely on others.
• Serves as an early warning system for potential Project issues.
• Reserves your Resources for when you need them.

I- The Project Schedule



I-4 -Project scheduling tools and techniques

• Project Managers use a range of tools and techniques to create, track
and control their Project Schedules. 

• These days, the tools are almost always digital.

• Here’s a brief description of some of the most 
common tools and techniques:
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I-5- Getting started with your Project Schedule
• When you are first planning your Project, ask yourself these three key 

questions: 

• If you have scoped these answers, completing a full Project Schedule 
will be much easier.
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I-6- How to do Project Scheduling
Scheduling is part of the planning process. Some simple steps 

to effectively schedule your projects are to:
1. Confirm the Project Activities: make sure they cover your Project

Scope
2. Sequence Activities: determine which order the tasks need to be

completed
3. Determine Dependencies: identify tasks that rely on each other
4. Determine Durations: accurately estimate how long each task will

take
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5. Establish milestones: set the key dates that need to be met
6. Allocate Resources: internal staff, contractors, tools, and
workspaces
7. Assess Risks: and decide how it will be dealt with in your schedule
8- Define Baseline Schedule: taking into account the dependencies,
sequence, resources, durations, and risks, lay out all tasks on a timeline
9- Monitor and Control: decide how you will monitor, control and report
on any changes to the schedule.
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II-1- What is a Project Budget?

• A Project Budget is the total estimated cost of completing each Project 
Activity over each phase of a Project.

• It’s important as it helps set expenditure expectations and is critical in 
getting Project approval, ensuring funds are ready at the right time, and 
measuring performance. 

• It’s a dynamic document, continuously monitored, reviewed, and 
updated throughout the Project.
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“The Budget is your plan. It’s the baseline that lets you measure your 
performance against the actual costs as the project moves forward. It 

helps you hit targets, answer questions, and there’s just the satisfaction 
of knowing you’re on track.”

Les Carleton, Program Director and AIPM NSW Chapter Councillor
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II- Project Budget

II-2- What are the components of a Project Budget?
• Project Budgets contain all the costs associated with the Project.
• It generally includes:

* Labour costs: employee wages, benefits, payroll taxes, and
overheads.

* Material procurement costs: goods, services, equipment, and
supplies needed for the project that come from external providers.



• Under each of these categories, the costs can usually be separated into 
two broad categories:

* Fixed costs: these are set for the project and will not change. For 
example, if you need a certain quantity of a particular item to deliver your 
project and you have a firm quote from a supplier, this is a fixed cost.

* Variable costs: these change based on activity. For example, if you 
have a subcontractor working by the hour on your project and it goes over 
time, the cost goes up. Variable costs need the most monitoring.
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II-3- What is the purpose of a project budget?
• The Project Budget is designed to:

• Aid in the decision-making process :This could be deciding whether the 
project goes ahead or choosing how much to invest in different activities 
within the project.

• Communicate to Stakeholders how much money is needed and when it’s 
needed.

• Give the Project Manager a baseline to help them work out if the Project 
is spending along its desired path.
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II-4- The benefits of effective project budgeting
We can all agree a budget is essential for any Project, but the

benefits extend far beyond just knowing what the project is going to cost.
Effective Project Budgeting has the following benefits:

• By knowing how much money is available for each project activity, you
can easily pinpoint areas that need attention.

• One of the trickiest parts of project management is having the right
human resources available. The project budget helps determine exactly
what skills you need for what length of time, which is especially useful
when people are working across multiple projects.

• The budget is an effective management tool to see if you’re on track to
meet goals.

•
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• It helps prioritize activities that can be completed within the resources
available.

Sometimes this means reining in your ambitions but at least you’ll be
delivering to expectations.

• Helps promote future thinking and planning.

• Project Managers who can deliver great outcomes while effectively
controlling budgets have great career prospects!
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II-5-How to estimate budget for a Project
• Budgeting is a critical skill for a project manager and one that takes time

to master. To help you build your budgeting competency, we’ve created a
step-by-step guide for you to use as a checklist to ensure you cover all
bases.

1.Refer to your Project Scope : the Project Scope contains the goals,
deliverables, tasks, and deadlines for the project.

2.Define the Resources you need: list all the people and items that you
need to complete the project within deadlines.

3.Understand the Resource Rate: people who will be working on the
project will work at a specific rate, with more experienced people
costing more, but often able to complete tasks faster and to a higher
standard. Materials for the project get charged at a rate too.
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4- Assign Budget estimates: now that you have a list of resources, begin 
assigning a number to each. Each project will be different, but here are some 
Estimating Techniques to get you started:

1. ​Use historical data
2. Use maths
3. Consult Subject Matter Experts (SMEs)
4. Consult suppliers

5- Establish a contingency fund: Having an emergency fund means there’s a 
reserve for when costs increase. 
6- Build the Budget: compile the estimates into your project management 
software or budget template. 
7- Obtain approval: When you’re presenting your budget to management or 
stakeholders, you want it to be right. You’ll also need to be able to confidently 
justify the thinking behind the numbers.
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II-6- 9 expert tips for better project budgeting
1.Watch Project Scope like a hawk: there’s no surer way to blow budget 

than the dreaded Scope Creep.
2.Divide your Budget into useful timeframes: For example, you might 

want to analyze weekly staff costs so that you can quickly address 
overruns rather than leaving it until the end of the month (or the end 
of the project) when any issues have compounded.

3.Try not to let your contractors know what your contingency is: Set the 
expectation that they can’t exceed the budget unless you know about it 
well in advance and can manage it accordingly.

4.Involve others: Consult experts inside and outside of your organization 
to learn from them. So, communicate widely, and often.
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5.Understand your budget: whether you are using spreadsheets, budget 
templates, or more sophisticated software, keep track of your assumptions and 
calculations so that you remember how you arrived at your budget estimate.
6. Don’t fall for the Generation-Skipping Transfer (GST) trap:
make sure you treat GST consistently throughout. Many a budget derails because 
of GST confusion. 
7. Consider lag: With a schedule, you know immediately if you’ve missed a date. 
But in most companies, financial information is delayed because of reporting 
practices. Understand your finance systems and account for them during your 
Project.
8.Update the Budget in real-time: if there are changes, you need to update your 
Budget regularly so you and your Team are tracking against the right numbers.
9.Record the lessons you learn along the way: this will help you and others in 
future projects.
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III- Project Risks

III-1- Project Risk Planning
• Risk Planning is one of the most important components of the Project

Implementation Guide as it helps you to understand how to plan for
potential risks affecting the implementation of your endeavour and
minimize the likelihood or consequence of unpleasant and negative
results that may jeopardize the achievement of project goals and
objectives.

• When you start implementing your Project endeavour you need to plan
and manage for potential risks; otherwise, you’re likely to fail with
achieving the objectives and goals of the project. Designing and
implementing a Risk Management Plan Template will help you handle
the challenge.



II-2- What are risk categories?

• Categories of Risk are specific elements within a Project or its
operational environment that could go wrong during the planning,
implementation, or follow-up phases of an activity.

• These Risk Categories consider things such as costs, timeline, available
staff, public reception, and available inventory.

• They look at the details that go into making a successful Project and
consider what would happen if one or more of those details veered off
course.
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Risk Categories can be defined as:
the classification of Risks as per the Business Activities of the organization
and provides a structured overview of the underlying and potential risks
faced by them.
Most commonly used Risk classifications include Strategic, financial,
operational, people, regulatory and finance.
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III-3- Why do you use Risk Categories?
• Risk Categories help identify risks.
• It ensures that the users can track the origin of the underlying and

potential risks faced by a Project.
• These categories help determine the efficiency of the control systems

implemented in all the departments of a Project.
• It ensures that risk identification is made comprehensively, covering all

the probable aspects of the underlying and upcoming risk conditions.
• With these categories, users can determine the areas that are highly

prone to risks, and it even allows in the identification of standard and
probable causes.

• With Risk Categories, users can even develop appropriate risk dealing
mechanisms.
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III-4-Top 4 types of Project Risks
• A Risk Breakdown Structure outlines the various potential risks within a 

Project. There are four main types of Project Risks: Technical, External, 
Organizational, and Project Management
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III-5- How to Identify Categories of Risk?

• An organization must scrutinize its process assets to find out if the same
has a defined set of Risk Categories or not.

• The users can make use of techniques like the SWOT Analysis,
documentation reviews, information gathering techniques,
Brainstorming, interviewing, Checklist Analysis, risk register, outputs of
risk identification, impact matrix, Risk data quality assessment,
simulation technique, etc.
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III-5-2- The Checklist Analysis (CLA)

• Checklist analysis (CLA) is a technique that can be used to identify and
manage risk.

• The checklist is developed by listing items, steps, or tasks and is then
analyzed against criteria to determine if the procedure is completed
correctly.

• The checklists should be developed using historical information or
knowledge gained from similar Projects in the past.
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IV-1- Project Communication

• Effective Communication is often the foundation of successful Projects.
• Good Communication can unite team members and Stakeholders to a

Project’s Strategy, Objectives and Budget.
• It can also enable everyone involved in the Project to understand his or

her roles, which may make them more likely to support the Project.
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IV-2- Why is a Project Communication Plan Important?

• Without a Project Communication Plan, Projects can incur more risk and
fail to meet desired outcomes.

• Research by the Project Management Institute (PMI) supports this
assertion.

IV- Project Communication



IV-3- Tips for More Effective Project Communication
• Project managers and C-Suite executives often agree that effective

Communication to Stakeholders throughout the Project Lifecycle is an
essential core competency.

• Here are some tips to communicate more effectively:
* Make communication a priority
* Don’t assume you know everything
* Keep things positive
* Switch up the communication channels
* Keep updates timely and concise
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V-4- How to Develop a

Project Communication Plan

When developing a
Communication Strategy,
here are a few questions to
ask:
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IV-5- The Project Kickoff Meeting

• The Project Kickoff is part of the Project Initiation Phase of the Project
Life Cycle. It’s a critical Project Management activity that involves
preparing the team members and the client team on expectations,
communication and collaboration for the Project.

• It informs the Project Planning Phase of the Project, and also allows your
team and the client to iron out and finalize details such as Project
Timeline, Project Management methodology , success measurement,
and more.
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IV-5-1- Internal Project Kickoffs
• The purpose of an internal Project Kickoff is to bring the Project Team up

to speed and properly prepare them for the official kickoff meeting with
the client.

• As the Project Manager, your job is to educate them, bring the team
together, set expectations for the project, and ensure a clear
understanding of the project among all team members (and yourself!).

• Once you’ve got the internal kickoff out of the way, the Client Project
Kickoff meeting is next.
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IV-5-2- The Project Kickoff Meeting
• We can think of the Project Kickoff Meeting as having two parts — a pre-

client kickoff meeting, and a client kickoff meeting.

• Here’s a little secret: we don’t want your first meeting with the client or 
key stakeholder to be the official kickoff meeting with the full client team 
and full project team.

• Instead, hold a pre-client kickoff meeting first — this is worthwhile for a 
few reasons:
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 You’ll be able to nail down the Project Approval Process without other 
attendees chiming in and claiming they need to be involved.

 You’ll be able to confirm the Statement of Work and Scope of the 
Project .

• You’ll be able to establish a positive relationship with the client right off 
the bat, setting the tone for a good rapport and working relationship as 
the Project Progresses.

• You’ll be able to iron out a few other important details in advance, such 
as collaboration tools , what assets will be needed, and the kickoff 
meeting agenda.
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