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Introduction to Project Planning

Master the Art of Project Planning for Success!

DEFINITION

Project planning is the process of defining project goals, tasks, and timelines. It helps ensure that projects are completed
efficiently and effectively.

KEY CONCEPTS

Project Scope Task Breakdown

Defines the boundaries of the project, including what is included Involves dividing the project into smaller, manageable tasks for
and excluded. better organization.

Timeline Development Resource Allocation

Establishes a schedule for project tasks, helping to track Determines what resources (people, tools, budget) are needed for
progress and deadlines. each task.

Risk Management

Identifies potential risks and develops strategies to mitigate

them during the project.

EXAMPLES MEMORY TIPS COMMON MISTAKES

-» Creating a Gantt chart for a software * Use the acronym SMART (Specific, X Neglecting to define project scope
development project. Measurable, Achievable, Relevant, Time- clearly.

- Defining project deliverables for a bound) for goal setting. X Underestimating the time required for
marketing campaign. * Visualize project tasks as building tasks.

- Setting a timeline for launching a new blocks to remember task breakdown. X Failing to communicate the plan with
product. * Associate risk management with a the team.

safety net to recall its importance.

QUICK RECAP

Project planning is essential for organizing tasks and resources to achieve project goals. Key elements include defining scope,

breaking down tasks, and developing timelines. Avoid common mistakes like unclear scope and poor communication to ensure

project success.
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