The work plan provides information on the key activities and timelines. Organizations often rely on detailed work plans to manage projects. For this application, only include the steps that will help achieve your objectives. Do not include all the steps you will take to manage the project, such as hiring an employee or reporting on your project. If the project is approved, you will need to report on all activities to the department. Writing reports will be easier if you only include the important activities.Work Plan


The key activities you propose need to:

· be realistic given the available funding
· be listed in chronological order
· be well-defined
· be linked to project objectives and deliverables
· have timelines that are feasible for the proposed activities
· show how project outcomes will last after the project ends

Read the Activities section for more information on those we can support.

You may include cultural and emotional supports in your activities.

For activities that will take place across Canada, you may include translation or other supports.

Compare the work plan to your budget to ensure you have the resources required to carry out the activities.

[bookmark: _Hlk188601782]You will enter your activities in the table on the next page. An example is provided within the table to guide you in entering your activities. The following description explains how to input the information:
# – Enter the activity number. This will help you track the total number of activities in your project.
Activity – A specific action undertaken to achieve the project’s goal or objective. 
Sub-Activity – Smaller actions that support the main activity, listed in the order they will be done. There can be multiple sub-activities.
Objective/Purpose – The reason for doing this activity and sub-activity. Explain why it is crucial for achieving the main activity and the overall project goals.
Deliverables – The specific results or products from an activity or sub-activity. 
Resources Needed – The people, materials, or other resources required to complete an activity or sub-activity. This must align with your budget form.
Key Performance Indicators – Measures to check if an activity or sub-activity is successful. 
Year 1, Year 2, Q1, Q2, Q3, Q4 – The time periods when each activity or sub-activity will happen. Write 'Yes' or ‘No’ in each quarter of the year to indicate when activities and deliverables are planned. This should also align with your budget form.

A quarter is indicated by the letter Q:
· Q1: April to June
· Q2: July to September
· Q3: October to December
· Q4: January to March

Kindly let us know if you have any further questions, by contacting our PDCP inbox at ps.pdcp-pcep.sp@ps-sp.gc.ca
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	Activity
	Sub-Activity
	Objective/Purpose
	Deliverable(s)
	Resources Needed (*This should correlate with your budget form)
	Key Performance Indicators
	Year 1
	Year 2

	
	
	
	
	
	
	
	Q1
	Q2
	Q3
	Q4
	Q1
	Q2
	Q3
	Q4

	1
	Public Training Workshops
EXAMPLE
	1.1 Identify key locations for in-person workshops
	Ensure workshops are accessible to key audiences
	List of locations
	Community engagement team, event planner
	Number of locations selected and confirmed
	Yes
	No
	No
	No
	No
	No
	No
	No

	
	
	1.2 Develop workshop content and materials
	Provide clear, informative content on “Red Flag” laws
	Training manual, presentation slides
	Content developers, legal experts
	Completion of materials, quality feedback
	Yes
	Yes
	Yes
	No
	No
	No
	No
	No

	
	
	1.3 Promote workshops through local channels
	Drive attendance and awareness
	Flyers, digital posts, email blasts
	Marketing team, design tools
	Reach, number of attendees registered
	No
	No
	No
	Yes
	Yes
	Yes
	Yes
	No

	
	
	1.4 Deliver workshops
	Educate participants on “Red Flag” laws
	Workshop reports, participant feedback forms
	Facilitators, venues, AV equipment
	Number of workshops held, participant satisfaction
	No
	No
	No
	Yes
	Yes
	Yes
	Yes
	Yes
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