MNRSC Project Plan
Template Guidelines

	Definition
	The Project Plan is the Agreement between the project team (the doers of the work) and the Minnesota Region of Narcotics Anonymous.  It summarizes what work is to be performed, how it will be completed, when it will be done, who will perform the work, how much it will cost and how the work will be controlled.



	Purpose
	The Project Plan provides the foundation for the other major project deliverables including budget, schedule and the project activities plans.  It serves as a communications tool to generate concurrence from the project team, and the MNRSC.

	Ownership
	The Project Manager with the project team and Project Sponsor complete the Project Plan.  The Project Plan must be approved by the Fellowship Services Team and the MNRSC prior to moving forward with the project.


	When
	Work should begin on the Project Plan as soon as the motion to start the project has been passed.  


	Template Completion
	1. This Template Guidelines section is for reference purposes only.  It should be printed and deleted prior to completing the final document.
2. To input text within a text field (     ), place the cursor inside the field and just start typing.

3. Enter the required information on the Title Page.  For Status enter Draft, Approval or Final; for Version enter a version control number such as 1.0.  Within the document enter the Project #  and Name in the page header and the Service Area  in the page footer (e.g. Public Relations, Hospitals & Institutions, Literature, etc.).
4. Complete the document utilizing suggested text where applicable and entering text/fields where shown within <blue text> brackets.  Note that the blue text is NOT to be included in your final document.  Its purpose is to either provide guidance for completing requested information, or to show where text is to be input.

5. Save the document using the following file naming convention: [Project #][Project Name] Project Plan.doc. 

6. Wherever attachments are to be included in the Project Plan, include a comment as such and add the name of the attachment to the Attachments list in Section 11.

7. Complete the Approvals section, listing all required final reviewers, approvers and others who only require acknowledgement, their department or area and phone number.  
8. After approval is received, the Project Plan is base-lined.  Any subsequent changes to the project’s scope would go through a change control process—do NOT revise the Project Plan.

9. Once the Project Plan is completed and after the project has been closed, this document is to be retained with other project documentation in the regional archives.
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1. Project Scope

1.1. Project Purpose
While talking about the new regional project-based guidelines, the standard project that the Executive Committee used as an example was donating Basic Texts to public libraries.  It was a relatively simple project idea, and an excellent way to illustrate how a new project-based regional structure would work.  The reception to this idea was so well received, that Kit Egan, our RD alternate at the time, took the initiative to track down a list of public libraries.

There are 811 public libraries in schools and communities throughout Minnesota.  Very few of them have Narcotics Anonymous Basic Texts in their stacks.  The best way to spread our message of hope and further the understanding of our program by the general public is to make the Basic Text as readily available as possible.  In addition, with the introduction of the new 6th Edition Basic Text, the Upper Midwest Service is overstocked with 5th Edition Basic Texts.   

The purpose of this project is to donate Basic Texts to public libraries.  The 5th Editions that are sitting in boxes in storage at the UMSO will be difficult to sell as NA members want the new editions.  If we purchase them and donate them to libraries, information about our program of recovery will be more available to students in schools and to the general public. 

1.2. Project Objective
The primary objective of this project is to ensure that addicts who want to find out about our program of recovery in libraries have that opportunity.  This project will require coordination with volunteers in ASCs around the region.  With 811 libraries, it will be impossible for one person, or even a regional project team to complete this project alone.  Volunteers will need to be coordinated all around the state to make this project a success.

Kit did some initial research with the Hennepin County Public Library, and found that the HCPL does not put donated books on their shelves.  They simply place them immediately in their used book sale as a fundraiser.  So before the books are actually donated, we will need to contact each library and determine if they will place the donated texts on their shelves or not.
1.3. Project Benefits

· Basic Texts will be more readily available to students and the general public.

· Information about NA will be more assessable to those who are looking for it.

· The stock of obsolete 5th Edition Basic Texts will be put to good use.

· Addicts will have the opportunity to volunteer for service that will make a difference, some of them for the first time.

1.4. Long Term Goals
· To be a reliable resource for information about Narcotics Anonymous recovery and about access to our recovery process.


· To foster unity of purpose and a keen sense of mutual accountability and support.


· To build productive partnerships throughout our Region to fulfill our vision: relationships with other 
components of the service structure, local NA communities, and between committees and boards. 


· To be responsive and accessible, inviting involvement and dialogue, and ensuring efficient delivery of services.


1.5. Inclusions & Exclusions
Inclusions <List the categories of activities that will be done.  These are “in scope”.>
·      
·      
Exclusions <List the categories of activities that will NOT be done.  These are “out of scope”.>
·      
·      
2. Project Impacts
2.1. Key Assumptions
<List any known key project assumptions.  These issues are not part of the project, but exist outside the project >

· 
· 
2.2. Key Critical Success Factors
<Critical Success Factors (CSFs) are those qualitative criteria, listed in order of importance, that indicate that the project has been a success.  The key success indicator for each CSF is specific and measurable.>
	Critical Success Factor
	Key Success Indicator 

	<Example:  The workshop is well attended.>
	<At least 150 addicts attend the event.>

	
	

	
	


3. Project Steps
<Each project needs to be broken down into individual components or steps.  List them in chronological order as they would occur in the project.  A milestone is a key accomplishment during the course of the project work.>
	Key Deliverables / Milestones
	Assigned To
	Planned Start Date
	Planned Completion Date
	Actual Completion Date

	Project Initiation Approval
	MM/DD/YY
	MM/DD/YY
	
	

	Project Plan Approval
	
	
	
	

	Step 1 Complete
	
	
	
	

	Step 2 Complete
	
	
	
	

	Step 3 Complete
	
	
	
	

	Step N Complete
	
	
	
	

	Readiness Review 
	
	
	
	

	Implemented
	
	
	
	

	Project Closed
	
	
	
	


4. Budget Estimate
<Insert expenses and funding sources for your project budget estimates.>
	EXPENSES TO IMPLEMENT PROJECT

	Expense A
	
	$XX,XXX

	Expense B
	
	$XX,XXX

	Expense C:
	
	$XX,XXX

	
Sub-Expense 1
	$XX,XXX
	

	
Sub-Expense 2
	$XX,XXX
	

	Expense D
	
	$XX,XXX

	Expense n
	
	$XX,XXX

	Total Project Estimated Expenses
	
	$XXX,XXX


	FUNDING SOURCES  FOR THE PROJECT

	Income A
	
	$XX,XXX

	Income B
	
	$XX,XXX

	Income C:
	
	$XX,XXX

	
Sub-Income 1
	$XX,XXX
	

	
Sub-Income 2
	$XX,XXX
	

	Income D
	
	$XX,XXX

	Income n
	
	$XX,XXX

	Total Project Estimated Income
	
	$XXX,XXX

	Projected Surplus or Deficit (Income – Expenses)
	
	$XXX,XXX


5. Roles & Responsibilities

<List the key positions in the project and any individuals already assigned.>

	Role
	Name
	Responsibilities

	Project Manager
	
	

	Board Sponsor
	
	

	Team Member
	
	

	Team Member
	
	


6. Attachments

<List the names of all the Attachments from the preceding sections that are appended to this Project Plan.>
·      
·      
7. Approvals

Review and Approve

<List the names, position and approval method of individuals who will be approving the Project Plan.  Review/Approval Results: (Reviewed, Approved, Approved with revisions, Not Approved>

	Name
	Position
	Review/Approval Results, Date
	Approval Method

	
	Project Manager
	
	

	
	MNRSC Chair 
	
	

	
	MNRSC Vice-Chair
	
	

	
	MNRSC Secretary
	
	

	
	MNRSC Treasurer
	
	

	
	Regional Delegate
	
	

	
	Regional Delegate Alternate
	
	

	
	Fellowship Services Team
	
	

	
	Fellowship Services Team
	
	

	
	MNRSC
	
	


Review and Acknowledge

	Name
	Position
	Contact Information
	Reviewed?

	
	
	
	

	
	
	
	


PAGE  

