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Introduction to Project Planning
Master the Basics of Effective Project Planning

DEFINITION

Project planning is the process of defining project goals, tasks, and timelines. It sets the foundation for successful project
execution and management.

KEY CONCEPTS

Project Scope

Defines the boundaries of the project, including what is included
and excluded.

Timeline Development

Involves creating a schedule that outlines when tasks will be
completed.

Resource Allocation

Determines what resources (people, tools, budget) are needed
for the project.

Risk Management

Identifies potential risks and develops strategies to mitigate them.

Stakeholder Engagement

Involves communicating with all parties affected by the project
to ensure alignment.

EXAMPLES

→ Creating a Gantt chart for a software
development project.
→ Setting milestones for a marketing
campaign.
→ Allocating team members to specific
tasks in a construction project.

MEMORY TIPS

★ Use the acronym SMART for setting
project goals: Specific, Measurable,
Achievable, Relevant, Time-bound.
★ Visualize a roadmap to remember the
steps of project planning.
★ Think of a puzzle to recall that all
pieces (tasks) must fit together.

COMMON MISTAKES

✗ Neglecting to define the project scope
clearly.
✗ Underestimating time and resources
needed.
✗ Failing to communicate with
stakeholders regularly.

QUICK RECAP

Project planning is essential for guiding a project from start to finish. It involves defining scope, timelines, resources, and risks
while ensuring stakeholder engagement for success.
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