Ocean Literacy Service - Work Plan

1. Introduction & Project Goals
Describe the project background and goals
State the objectives of the project (Specific, Measurable, Achievable, Realistic, Timely)
Useful resources for building your project include the UNESCO Project Planner and the TakingITGlobal Guide to Action. 

0. Scope of Work
Describe the scope of the project 
What will this project seek to accomplish, who will it affect, what will be involved in executing it, and how will you assess its outcomes? 

0. Tasks
Use your team’s Work Breakdown Structure and identify specific tasks your team will undertake to successfully achieve your goals. Include the completed Work Breakdown Structure as a separate document. 

0. Budget
Outline your team’s expected expenses including item description and estimated cost. Use the Budget tab on the Vancouver Project Planning document. 
For reference refer again to the UNESCO Project Planner - Budgeting or to World Bank Budgeting for tips on how to build a project budget, focusing on a nonprofit perspective.  As a general guide The Balance  clearly and concisely breaks down important steps and highlights what’s important in building an effective budget.  


0. Schedule
Identify key milestones and dates to measure whether the project delivery is on schedule.
Program dates are available to view on the Ocean Bridge website or will be sent out in our Friday update emails and should be incorporated into your project when relevant. 

	Milestone
	Completion Date
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



0. Risk Assessment
Describe potential risks the project may encounter, identify the probability of the risk (high, medium or low) and the plan should the risk become realized.

	Risk Event
	Probability of Risk
(H, M, L)
	Risk Response
	Risk Allowance 
(Time or Dollar)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



0. Project Team 
[bookmark: _GoBack]Identify members of the team, their role and who they report to. 

	Name
	Position
	Reporting To

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



0. Communication Plan
Complete the Communications Plan Template found on the ‘Communication Representatives’ page under ‘2018 Ocean Literacy Service—Vancouver’. Include the Communications Plan as a separate document. 
0. Assumptions
Define assumptions made in completing the project plan. Consider the scope, tasks, budget and schedule. For example, what assumptions do you have about how the project will go? What the outcomes of the project will be? Who will be affected by the project? Consider multiple viewpoints to best assess the assumptions you have about your project. 

1. Assumption #1 - (describe)
2. Assumption #2 - (describe)
3. Assumption #3 - (describe)

