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[bookmark: _Toc225864794][bookmark: _Toc207804402]Contact and reference information
	Your name:
	

	Organisation name:
	

	Your title/position in the organisation:
	

	Postal address:
	



	Email:
	

	Daytime phone number:
	

	Are you an incorporated group or a legal entity? (Yes/No, see below)
	

	If you are not an incorporated group or a legal entity, which group or organisation can you partner with that is?
	

	Do you have public liability insurance? (Yes/No)
	

	Have you managed projects with funds of $30,000 or more? (Yes/No)
	

	Which partner organisation(s) have you worked with in the delivery of environmental projects? 
Please list financial or in-kind project partners.
	

	Do you have delegated authority to represent this project? (Yes/No)
	

	
Signature:
	
__________________________________________


[bookmark: _Toc225864795]Project description
[bookmark: _Toc207804403]Problem statement and solution summary
Provide a description of the issue that your project will address. 
· Include information about the context, issue(s) or problem.
· Consider what the project will deliver that is restorative to the environment and / or the community.
The project does not have to directly relate to the circumstances of the offence for which the restorative project order has been made.
	


[bookmark: _Toc225863936][bookmark: _Toc225863937][bookmark: _Toc225863938][bookmark: _Toc225863939][bookmark: _Toc225863940][bookmark: _Toc225863941][bookmark: _Toc225863942][bookmark: _Toc225863943][bookmark: _Toc225863944][bookmark: _Toc225863945][bookmark: _Toc225863946][bookmark: _Toc207804404]Project scope
Clearly state what is and isn’t included in the project scope. 
· Be as descriptive and specific as possible. 
· Highlight any known variables.
Activities or deliverables that will be produced by other agencies or projects should be described as out-of-scope and included as dependencies at section 2.2.
	In scope
	

	Out of scope
	


[bookmark: _Toc225863948][bookmark: _Toc207804405][bookmark: _Ref225857075]Project deliverables
The next 3 sections request information on the project output/deliverables, outcomes and benefits. These relate to each other as follows:
	
	Output/deliverable
	Outcome
	Benefit

	Example:
	Data management system implemented
	Staff have faster access to information
	Reduction in time spent searching for information


Clearly specify the project outputs/deliverables. Consider how these will lead to project outcomes and benefits.
	


[bookmark: _Toc225863950][bookmark: _Toc207804406][bookmark: _Ref225855937][bookmark: _Toc127888331]Project outcomes 
Specify the project outcomes and how they will be measured.
	


[bookmark: _Toc225863958][bookmark: _Toc207804407]Project benefits
List the project benefits.
The benefits are the measure of success of the project. Each benefit is a measurable change or improvement that is achieved because of what the project has delivered. 
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[bookmark: _Toc207804408][bookmark: _Toc225864796]Project delivery
[bookmark: _Toc225863963][bookmark: _Toc207804409]Project key phases and milestones
Clearly describe the key phases of work and their milestones. This sets out how the project intends to deliver the scope and deliverables of the project. Make reference the deliverables set out in section 1.3.
Note. This can be a summary. A full schedule will also be required as an Appendix. 
	Phase
	Start date
	End date
	Milestone(s)
	Delivery date

	e.g Planning
	01/07/2025
	30/10/2025
	Options analysis paper completed 
	20/10/2025

	e.g Phase 1
	1/11/2025
	1/01/2026
	Guidance published on EPA website 
Pilot service delivered to users for testing  
	05/05/2026
01/03/2026

	e.g Phase 2
	02/02/2026
	31/03/2026
	Pilot tool enhanced for external EPA users
	31/03/2026

	e.g Implementation
	01/04/2026
	30/06/2026
	New enhanced tool provided to EPA users 
	30/06/2026

	e.g Closure 
	01/07/2026
	01/09/2026
	Lessons learnt workshop completed
Closure report completed
	16/7/2026
10/08/2026


[bookmark: _Toc225863965][bookmark: _Toc225863966][bookmark: _Toc207804410]Dependencies
If your project requires external input or requirements, detail them below.
	


[bookmark: _Toc225863968][bookmark: _Toc225864456][bookmark: _Toc225864549][bookmark: _Toc225864607][bookmark: _Toc225864701][bookmark: _Toc225863971][bookmark: _Toc225864459][bookmark: _Toc225864552][bookmark: _Toc225864610][bookmark: _Toc225864704][bookmark: _Toc225863972][bookmark: _Toc225864460][bookmark: _Toc225864553][bookmark: _Toc225864611][bookmark: _Toc225864705][bookmark: _Toc225864706][bookmark: _Toc225863974][bookmark: _Toc225864707][bookmark: _Toc207804412][bookmark: _Toc225864797]Project oversight
Project oversight is an important function to reduce risk and streamline the delivery of project activities. 
The level of oversight required depends on the specifics of the project. All projects must establish some form of project governance to support project delivery that is appropriate for the complexity of the project.
	


[bookmark: _Toc225863976][bookmark: _Toc225864462][bookmark: _Toc225864555][bookmark: _Toc225864613][bookmark: _Toc225864709][bookmark: _Toc225863979][bookmark: _Toc225864465][bookmark: _Toc225864558][bookmark: _Toc225864616][bookmark: _Toc225864712][bookmark: _Toc225863980][bookmark: _Toc225864466][bookmark: _Toc225864559][bookmark: _Toc225864617][bookmark: _Toc225864713][bookmark: _Toc207804413][bookmark: _Toc225864798]Project reporting
Outline how you will report on your project, how often and in what format. 
Reporting should: 
· happen at agreed regular intervals (milestones)
· include a progress update
· identify any risks in delivery and outcomes.
All projects must provide a closure report at the conclusion of the project.
	#
	Reported by 
	To whom
	Reporting requirements
	Frequency
	Proposed Format

	Example
	Project manager
	EPA project contact
	Progress report
	Monthly
	Word document

	1
	
	
	
	
	

	2
	
	
	
	
	


[bookmark: _Toc225863982][bookmark: _Toc225864468][bookmark: _Toc225864561][bookmark: _Toc225864619][bookmark: _Toc225864715][bookmark: _Toc207804414][bookmark: _Toc225864799]Stakeholder analysis
Conducting a stakeholder analysis process is essential to understand who is impacted and/or interested in your project.
· Interest means: how important is the project to the stakeholder?
· Impact means: how much will the project impact on the stakeholders/community members?
Assess your stakeholders in the matrix below. Make sure you consider all stakeholders.
	
	Low interest
	High interest

	High impact
	Raise their understanding of the project and actively support their involvement. 
E.g. Local businesses
	Engage actively with these stakeholders  
E.g. Local environment groups, residents impacted by pollution

	Low impact
	Consider informing these stakeholders.
E.g. Wider community
	Raise their understanding of the project and keep them in the loop.
E.g. Local government, relevant environmental scientists 


[bookmark: _Toc225863984][bookmark: _Toc225864470][bookmark: _Toc225864563][bookmark: _Toc225864621][bookmark: _Toc225864717][bookmark: _Toc225863985][bookmark: _Toc225864471][bookmark: _Toc225864564][bookmark: _Toc225864622][bookmark: _Toc225864718][bookmark: _Toc225863988][bookmark: _Toc225864474][bookmark: _Toc225864567][bookmark: _Toc225864625][bookmark: _Toc225864721][bookmark: _Toc225863989][bookmark: _Toc225864475][bookmark: _Toc225864568][bookmark: _Toc225864626][bookmark: _Toc225864722][bookmark: _Toc225863990][bookmark: _Toc225864476][bookmark: _Toc225864569][bookmark: _Toc225864627][bookmark: _Toc225864723][bookmark: _Toc225863991][bookmark: _Toc225864477][bookmark: _Toc225864570][bookmark: _Toc225864628][bookmark: _Toc225864724][bookmark: _Toc225863994][bookmark: _Toc225864480][bookmark: _Toc225864573][bookmark: _Toc225864631][bookmark: _Toc225864727][bookmark: _Toc225863997][bookmark: _Toc225864483][bookmark: _Toc225864576][bookmark: _Toc225864634][bookmark: _Toc225864730][bookmark: _Toc225864009][bookmark: _Toc225864495][bookmark: _Toc225864588][bookmark: _Toc225864646][bookmark: _Toc225864742][bookmark: _Toc225864021][bookmark: _Toc225864507][bookmark: _Toc225864600][bookmark: _Toc225864658][bookmark: _Toc225864754][bookmark: _Toc225864022][bookmark: _Toc225864508][bookmark: _Toc225864601][bookmark: _Toc225864659][bookmark: _Toc225864755][bookmark: _Toc207804416][bookmark: _Toc225864800]Project budget 
Outline the project budget using the tables below. Add rows or columns as needed.
[bookmark: _Toc225864024][bookmark: _Toc207804417]Total Project Budget (ex. GST)
	Cost category
	FY 2025/26
	FY 2026/7
	Total

	
	Amount
	Amount
	

	Salaries & Wages
	e.g. $150,000
	e.g. $150,000
	e.g. $300,000

	OPEX
(e.g. consultants, contractors, licences)
	e.g. $250,000
	e.g. $250,000
	e.g. $500,000

	CAPEX 
(e.g. hardware, software)
	eg $50,000
	eg $50,000
	e.g. $100,000

	Contingency
	
	
	

	Total budget
	
	
	


[bookmark: _Toc225864026][bookmark: _Toc225864029][bookmark: _Toc225864035][bookmark: _Toc225864106][bookmark: _Toc225864120][bookmark: _Toc225864147][bookmark: _Toc225864165]Project budget forecast break-down by month (ex. GST)
Add more tables to cover the full duration of the project.
2025-26
	Budget Category
	OPEX category
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Total

	CAPEX
	-
	
	
	
	
	
	
	
	
	
	
	
	
	

	OPEX
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Salary
	-
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2026-27
	Budget Category
	OPEX category
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Total

	CAPEX
	-
	
	
	
	
	
	
	
	
	
	
	
	
	

	OPEX
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Salary
	-
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	


[bookmark: _Toc225864169][bookmark: _Toc225864170][bookmark: _Toc225864171][bookmark: _Toc225864268]Project budget forecast break-down by delivery component (ex. GST)
Provide a full breakdown of all project costs, resources, assets and any other costs incurred by the project per financial year.
	WRef
	Key Component
	Resource Type
	Unit of Measure
	Cost Type
	FY 2025/6
	FY 2026/7
	Total

	1
	e.g. Project Management resource
	Staff
	0.6 FTE
	Salaries	e.g. $50,000
	e.g. $50,000
	e.g. $100,000

	2
	e.g. Tree planting
	Contractor (s)
	2 (contracts)
	OPEX	e.g. $0
	e.g. $100,000
	e.g. $100,000

	3
	e.g. Plants
	-
	1
	CAPEX	e.g. $0
	e.g. $50,000 
	e.g. $50,000

	
	
	
	
	Total
	e.g. $50,000
	e.g. $200,00
	e.g. $250,000


[bookmark: _Toc225864367][bookmark: _Toc225864370][bookmark: _Toc225864407][bookmark: _Toc207804418]Anticipated procurement (If required)
Provide a summary of the projects procurement requirements. Include related activities, and the supporting management approach. Examples may include hiring a contractor, purchase of product, vendor engagement, etc. 
Add columns or rows to this table to meet your project needs.
	
	Procurement 1
	Procurement 2
	Procurement 3

	Product or services required
	
	
	

	Value of procurement 
	
	
	

	Procurement approach
	
	
	


[bookmark: _Toc225864801]Project risks and issues
Risks
A project risk is an event or condition that, if it occurs, could impact the project’s objectives.
List all known risks below and add the associated impact and mitigation strategy.
	Risk
	Impact
	Mitigation plan

	Example:
A key supplier might go out of business during the project.
	
This could delay delivery of critical components.
	
Identify alternative suppliers in advance.

	
	
	


Issues
A project issue is a current problem that is already affecting the project. Issues require immediate attention and resolution.
List all current issues below and add the associated impact and resolution that will be actioned.
	Risk
	Impact
	Resolution

	Example:
The project’s lead developer has resigned unexpectedly.
	
Immediate disruption to the development schedule.
	
Reassign tasks and begin hiring a replacement.

	
	
	


[bookmark: _Toc225864420][bookmark: _Toc225864511][bookmark: _Toc225864662][bookmark: _Toc225864758][bookmark: _Toc225864421][bookmark: _Toc225864512][bookmark: _Toc225864663][bookmark: _Toc225864759][bookmark: _Toc225864431][bookmark: _Toc225864522][bookmark: _Toc225864673][bookmark: _Toc225864769][bookmark: _Toc225864436][bookmark: _Toc225864527][bookmark: _Toc225864678][bookmark: _Toc225864774][bookmark: _Toc225864440][bookmark: _Toc225864531][bookmark: _Toc225864682][bookmark: _Toc225864778][bookmark: _Toc225864444][bookmark: _Toc225864535][bookmark: _Toc225864686][bookmark: _Toc225864782][bookmark: _Toc225864448][bookmark: _Toc225864539][bookmark: _Toc225864690][bookmark: _Toc225864786][bookmark: _Toc225864694][bookmark: _Toc225864790][bookmark: _Toc225864695][bookmark: _Toc225864791][bookmark: _Toc225864802]Submitting your plan
Email your completed plan to restorative@epavic.gov.au.
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