	
	
	




Clean energy careers
Project Plan Template 
Instructions
Please use the following naming convention when saving and uploading your Project Plan file: CEC_ProjectPlan_[OrganizationName]_[GrantOffering] 
“Grant Offering” refers to the funding area: Education & Training or Wrap Around Services. 
Example: CEC_ProjectPlan_SouthwestTrainingAlliance_Education.xlsx
· Use your organization’s full legal name or commonly recognized acronym.
· Avoid special characters (e.g., &, %, /).
· Use underscores (_) instead of spaces.
· Upload the document in SurveyMonkey when prompted. 
· Submit the Project Plan in Word or PDF.
Definitions & Guidance
Insert rows as needed. 
1. Activities
· In each row, list a key task to achieve your project objectives. List the tasks in the order that they will be accomplished.
· Describe the specific actions your organization will take to implement the project.
· Be clear and concrete (e.g., “Deliver OSHA-10 training to 25 participants”).
· Activities should be action-oriented and measurable.
2. Outputs
· Identify the direct, tangible result, product or deliverable resulting from each activity.
· Outputs should be tangible and quantifiable when possible.
· Avoid long-term outcomes (e.g., “participants gain employment”).
Examples include:
· Number of participants served
· Curriculum developed   
· Number of trainings delivered
· Credentials earned
· Number of transportation stipends
3. Responsibility
· Identify the role(s) responsible for implementing the activity.
· If applicable, include key partners or subcontractors.
· Use consistent naming across rows (e.g., “Marketing Director, [name of your company]; “Training Partner"; “CBO Partner”).
4. Timeframe
· Indicate when the activity will occur during the grant period, assuming a project launch of September 1 and and project completion date of August 30, 2027.
· Use months and years or project quarters (e.g., “Months 1–6” or “Q2–Q3, Year 1”).
· Timeframes should align with the overall grant period (September 2026 – August 2027).
· Activities may overlap.
5. Anticipated Outcomes 
· Describe the expected results of each activity. Outcomes should reflect changes or benefits resulting from the activity, not just the completion of tasks.
· Focus on participant-level or program-level impact.
· Include measurable targets when possible (e.g., % completing training, % placed in employment, credentials earned, and retention at 3 or 6 months).
· Avoid repeating outputs or listing activities in this section.
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Project plan 

	Activities
	Outputs 
	Responsibility
	Timeframe
	Anticipated Outcomes

	Example for Wrap Around Services: Identify pre-apprenticeship program participants who need transportation support for training courses
	Bus passes for up to 10 program participants
	 Program Coordinator  
	September - October 
	10 program participants graduate from the program

	Example for Workforce Education:
Acquire HVAC Training Boards for HVAC 2 courses
	2 HVAC Training Boards 
	 Program Coordinator  
	Fall Semester 2026: Purchase and install training boards
Spring Semester 2027: Use Boards in HVAC 2 courses
	40 students gain hands-on diagnostics skills from using the training boards 
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