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1 Document History
	Change History

	Version-Number
	Date
	Changes
	Author

	0.1
	
	
	

	
	
	
	

	
	
	
	


2 Project Charter
	Project Charter

	Project Aim (Output):

<What is the overall aim of the project? When is the project considered as being completed?
What are the qualitative and quantitative performance and success indicators?
What are the criteria by which the project is being considered as successful?>


	Non-Aims / Non-Content:

<What is explicitly excluded?>


	Project Achievements (Outcome):

<What should be achieved by this project?
What is the concrete benefit?
How can the project goal be defined precisely?>



	Project Client:      
	Project Leader:      

	Project Members:

·      
	Other Stakeholders:

·      

	Major Activities / Project Phases:

·      
	Milestones:

· <Milestone + planned date>

	Project Start:      
	Project End:      

	Project Costs / - Efforts:

<inkcluding a rough effort estimation of all team members in project days/project hours>
	Project Risks:

<e.g. Quality-, Date-, Team-, Cost-, technical risks etc.>

	……………………………………………..

<Date>, Signature Project Leader
	……………………………………………..

<Date>, Signature Project Client (Teacher)


3 Project Aims
	Plan of Project Aims

	Type of Aim
	Project Aims
	Adapted Aims (incl. <Date>)

	Project Aim (Output):
	<What is the major aim of the project (in 1-2 precise sentence(s))>
	

	Sub-Goals:
	<sub-goal>:

· <measurable result>
· <measurable result>
· <measurable result>
<sub-goal>:

· <measurable result>
· <measurable result>
· <measurable result>
<sub-goal>:

· <measurable result>
· <measurable result>
· <measurable result>
	

	Non-Aims / Non-Content:
	<Which goals are explicitly excluded?>
	


4 Project Organisation
	Project Organisation

	Role
	Role Description
	Name

	Project Client
	· 
	     

	Project Leader
	· 
	     

	Project Member
	· 
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Work Breakdown Structure (WSP)

6 WSP Specification/ Description
Describe the most important work packages of your WSP.

	WP Specification

	Work Package: <WBS-Code: WP-Name>

	WP Content / Results:
	· <measurable description of the content and results of the work package> 

	Responsible Person:
	<Name>

	Cooperation:
	<Name>

	Approval:
	<Date, Name>


	WP Specification

	Work Package: <WBS-Code: WP-Name>

	WP Content / Results:
	· <measurable description of the content and results of the work package> 

	Responsible Person:
	<Name>

	Cooperation:
	<Name>

	Approval:
	<Date, Name>


	WP Specification

	Work Package: <WBS-Code: WP-Name>

	WP Content / Results:
	· <measurable description of the content and results of the work package> 

	Responsible Person:
	<Name>

	Cooperation:
	<Name>

	Approval:
	<Date, Name>


7 Project Milestones
	Milestones

	WSP-Code
	Milestone-
Name
	PLANNED-DATE
	IS-DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


<you may add a phase plan diagram here>

8 Project Schedule Plan
Ideally you can add a Bar Chart here. This can be done by using MS Project, MS Excel or any Open Source Tool, such as OpenProj, GanttProject, etc.
Use the same wording / abbreviations as used in the WBS, etc. 
While having smaller / less complex projects sometimes a list, such as the following, can be sufficient. However, even if you have a Bar Chart, this table can/should be used in addition.
	Project Schedule Plan

	Work Package / Milestone
	Responsible Person(s) for delivery within the agreed time
	Date as PLANED
	DATE as IS

	<WBS-Code: WP-/MS-Name>
	<Name>
	<Date, Calendar Week>
	<Date, Calendar Week>

	
	
	
	


9 Project Costs & Time Tracking
In this context (of students projects) costs are mainly ‘time efforts’. 
This pre-estimation should help to plan your efforts in advance.

EVERY team member has to keep track of real efforts spent in a separate document (Date, WP/MS, times, activity, etc.). This document has to be delivered with the final version of the project handbook. Meanwhile such a document can be stored in a collaborative place (e.g. web-storage, such as Dropbox or Moodle).
	Project Costs

	Work Package / Milestone
	Type of Costs
	Amount/Effort
	Costs / Unit
	Costs [€]

	<WSB-Code: WP-/MS-Name>
	<e.g. Personal, Material>
	<e.g. 5 hours>
	<z.B. € 100>
	<z.B. € 500>

	
	
	
	
	

	
	
	
	
	


10 Project Risks
	Risk analysis

	Risk
	Event risk
	Impact
	Measures

	<Name and description of the risc>
	<e.g. in %>
	<e.g. on Quality, Costs, Dates...>
	<WSB-Code: WP-Name>

	
	
	
	


11 Progress Report

	Progress Report

	Period under review:
	From       till      .

	[image: image3.png] FORMCHECKBOX 
 Project in crisis
 FORMCHECKBOX 
 Project in trouble
 FORMCHECKBOX 
 Project on Schedule
	Overall status:

· <description of the status>

	Status Performance Goals:

·      
	Measures:

     

	Status Schedule Goals:

·      
	Measures:

     

	Status Cost Coals:

·      
	Measures:

     

	Status Teamwork:

·      
	Measures:

     

	Managerial decisions:

·      
	Next Steps:

·      


12 Final project report 
	Final project report  

	Performance measurement

	Achievement of Performance and Quality goals:

<Achieved? If not, why not?>

	Achievement of Schedule Goals:

<Achieved? If not, why not?>

	Achievement of Cost Goals:

<Achieved? If not, why not?>

	Reflection / Lessons Learned

	Teamwork:

     

	Project management:

     

	Other „Learnings“:

     

	Planning of post processing / Remaining tasks

	What?
	Who?
	Until when?

	     
	     
	     

	Project Acceptance

	 FORMCHECKBOX 
 The project is accepted as complete.

 FORMCHECKBOX 
 The project is accepted as complete under adherence of the following conditions:

·      
……………………………………………..

<Date>, Signature Project Client (Teacher)


Project Leader








Name





Project Member 








Name





Project Member








Name





Project Member








Name





Project Client








Name








Project Name








XY





1.0








XY





1.1








XY





1.2








XY





1.3








XY





2.0








XY





2.1








XY





2.2








XY





2.3








XY





3.0








XY





3.1








XY





3.2








XY





3.3








� 	http://en.wikipedia.org/wiki/Work_breakdown_structure�Approximate Value for small or medium sized projects: ca. 5 -7 sub-tasks with ca. 5 – 10 work packages


� 	Progress Reports have to be sent in a weekly manner.
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