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Copyright Notice 

 

 www.free-management-ebooks.com All Rights Reserved 

 

The material contained within this electronic publication is protected under 

international and Federal Copyright Laws and treaties, and as such any 

unauthorized reprint or use of this material is strictly prohibited. 

 

You may not copy, forward, or transfer this publication or any part of it, 

whether in electronic or printed form, to another person, or entity. 

 

Reproduction or translation of any part of this work without the permission of 

the copyright holder is against the law. 

 

Your downloading and use of this eBook requires, and is an indication of, 

your complete acceptance of these ‘Terms of Use.’ 

 

 

 

You do not have any right to resell or give away part, 

or the whole, of this eBook. 

http://www.free-management-ebooks.com/
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Welcome 

I’d like to personally thank you for downloading this free 

eBook from out online management library.  

You are someone who seeks out ways to improve what 

you are doing and to ensure your success. That’s why 

we have created this FREE eBook of the most popular 

templates that are used to manage a project team from 

our website visitors download every day. 

Our free eBooks, Templates and Checklists have been written and designed 

so that you get sound practical advice on how to approach the most 

common management tasks you will face in your career.  

They are organized into key skills sets such as finance, productivity, 

strategy, leadership, communications, coaching, career and project 

management. 

Don’t forget to click here to receive regular FME updates on the new 

management material available FREE from our website. You’ll also be able 

to take advantage of the special offers we find to help you perform at your 

best. 

By having these ten templates in one document you can easily find the one 

you need to become an outstanding manager and leader. 

 

Helen Bristoll 

Free Management eBooks (FME) 

 

P.S. If you can’t find the template you need send me an email as it’s 

probably one we’re working on & I’ll send you an advance copy.  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/subscribe/subscribe.htm
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Visit Our Website 

More free management eBooks (FME) along with a series of essential 

templates and checklists for managers are all available to download free of 

charge to your computer, iPad, or Amazon Kindle. 

 

The FME online library offers you over 500 free resources for your own 

professional development. Our eBooks, Checklists, and Templates are 

designed to help you with the management issues you face every day.  

 

We are adding new titles every month, so don’t forget to check our website 

regularly for the latest releases. 

 

Visit http://www.free-management-ebooks.com  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
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Introduction 

The role of a project manager has become more complex and the breadth 

of skills an individual must have to succeed has expanded considerably. 

You can no longer just be a subject expert you must have a working 

knowledge of key management skills. 

 

Being able to adapt generic templates to suit the needs of your specific 

project is an essential part of any project managers ‘tool kit’. These 

templates offer you the following benefits: 

 Save you time because you are not starting with a blank sheet. 

This ensures that you are productive and efficient. 

 Easy to modify and adapt to suit the exact needs of your project. 

 Provide a simple checking mechanism when writing the functional 

area management plans for your project. This ensures that you 

don’t forget anything vital. 

Project managers must have excellent written and verbal communications 

so they can express themselves competently when discussing: 

 Financial principles and statements 

 Strategy and planning 

 Project Management 

 Leadership and productivity 

 Sales and marketing 

Being able to express your decisions and requirements in the language of 

each discipline above has become a basic requirement of any manager.  

 

Knowledge in the form of market intelligence is the life-blood of 

organizations and managers are constantly asked to supply such data to aid 

in the analysis of the internal capabilities of an organization.  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/skills-communication.htm
http://www.free-management-ebooks.com/skills-finance.htm
http://www.free-management-ebooks.com/skills-strategy.htm
http://www.free-management-ebooks.com/skills-project.htm
http://www.free-management-ebooks.com/skills-leadership.htm
http://www.free-management-ebooks.com/skills-productivity.htm
http://www.free-management-ebooks.com/skills-sales.htm
http://www.free-management-ebooks.com/skills-marketing.htm


TOP FIVE HUMAN RESOURCES (HR) PROJECT MANAGEMENT TEMPLATES  7 

 

 www.free-management-ebooks.com                             7 

 

 

 
 

Our FREE management resources will help you acquire the level of such 

skills needed to perform your role effectively. 

 

Whether you need the detail of an eBook, the guidance of a checklist or 

template to help you perform and manage a specific task http://www.free-

management-ebooks.com website has a free resource you can download 

onto your PC, Mac, laptop, tablet, Kindle eBook reader, iPhone or 

Smartphone. 

Finance Strategy 

Leadership Productivity 

Coaching & Appraisals Communication 

Meetings Sales & Marketing 

People Thinking 

Project Management 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
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Top Five HR Project Management  

The following templates are the most popular downloads requested on our 

website and each one will help you to perform your role more efficiently. 

You no longer have to create your own template or wonder if you’ve thought 

of everything you need to do to perform a task the knowledge you need is at 

your fingertips. 

1. Human Resources (HR) Management Plan 

2. Communications Management Plan 

3. Assessment of Stakeholder Interest 

4. Stakeholder Register 

5. Stakeholder Management Plan 

Before each template there is a description of how it will aid your 

performance and some background information to clarify its purpose if you 

are using it for the first time. 

Human Resources Management Plan Communication Management Plan 

Assessment of Stakeholder Interest Stakeholder Register 

Stakeholder Management Plan 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-hrplan.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-commplan.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeholder.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakereg.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeplan.htm
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Human Resources Management Plan Template 

This Human Resources (HR) Management Plan is the essential document 

you will use to manage your project team to a successful completion. This 

template has been designed to help you develop a thorough and practical 

HR management plan for your project. It is within this management plan that 

you present your approach to developing the team members sufficiently so 

that the project can be completed on time and to budget.  

 

As project manager you define and describe in this plan the roles and 

responsibilities of each person in the team for the project. It describes how 

the personnel involved in this project will be selected, managed, assessed 

and developed to ensure the team has all the skills and expertise required 

for its success. 

 

This plans is closely linked to three other key project plans those 

of time, cost and scope management. The details of your HR management 

plan and the interactions with other project management plans are the 

building blocks for successfully managing the inevitable changes a project 

will undergo. 

 

Once this plan has been developed, as project manger you then have 

to acquire and develop the project team itself. Once you have your team 

HR Management Plan defines how Project 
Manager will build his/her 'project team'  

Develops & 
Recognizes 

Manages & 
Motivates 

Selects & 
Assesses 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-hrplan.htm
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you have to manage that team throughout the duration of your project. This 

commonly takes place in a matrix management environment that recognizes 

the specific needs of managing people who have two managers. 

 

The HR plan’s main purpose is to detail how members of the project team 

will be managed, assessed and 'rewarded' for the part they play in the 

project. For individuals the rewards should be on two levels. 

1. Firstly, organizational - receiving recognition in their annual 

appraisal for the contribution to the project. 

2. Secondly, personally - with the development of their skills and 

competencies. 

 

It defines each of the project roles, the skills needed, outlines areas of 

responsibility and their contribution to the project reporting requirements. 

This is usually represented in a project organizational chart. A consistent 

and constant supply of the key personnel especially those with a highly 

valued skills set is a continual issue for any project manager. 

HR Management Plan 

Matches skills & 
project needs 

Agrees acquistion 
& release to team 

Training needs & 
schedule 

Project Team 

Creation 
strategies 

Motivates 

Ensures 
recognition 

External Issues 

Complinace 
needs 

Safety 
requirements 

Identifies & Creates Project 
Organization Chart 

http://www.free-management-ebooks.com/
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Management of the project team is a continual balancing act and the HR 

plan gives you the opportunity to highlight potential issues, such as scarce 

resources, before the project starts.  The sign-off of this plan ensures 

agreement has been made on how best to manage these scarce resources 

within the organization to minimize conflict.  

 

One of the most popular tools is RAM (Responsibility Assignment Matrix) 

because it shows the connections between team members or groups and 

the work packages or activities as defined by the work breakdown structure 

(WBS). This method guarantees that a single person is accountable per 

task ensuring clarity and responsibility. The diagram below shows the most 

popular tools used in this process.  

 

Excellent communication skills and leadership skills are crucial for a project 

manager when managing his or her team. The project manager's role is to 

ensure success is attained with the people he or she has at their disposal. 

Establishing firm and clear ground rules is vital to any project and its 

importance increases when managing a project over multiple sites.  

 

Click on the template name to download your own copy of HR Management 

Plan. 

RAM Responsibility Assignment 
Matrix 

RACI Responsible, Accountable, 
Consulted & Informed 

ARCI Accountable, Responsible, 
Consulted & Informed 

LRC Linear Responsibility Chart 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-hrplan.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-hrplan.htm
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Communications Management Plan Template 

A fundamental skill of any project manager is his or her ability to 

communicate clearly and concisely to anyone connected with the project. 

This is why the Communications Management Plan plays such a vital role in 

a project’s success.  

 

This plan’s template ensures all formal communications with the project 

stakeholders are managed properly. Knowing the nature of a stakeholder’s 

interest in your project enables you to plan the depth and frequency of 

communication with that person throughout the project. 

 

The answers to these four questions will tell you as project manger the most 

effective way to handle the wide variety of working relationships that make 

up your project. It is your sole responsibility to manage project 

communications effectively. This means: 

 Getting the right information to people at the right time to perform 

their role. 

Project 
Communications 

Mgmt Plan 

Who to 
communicate to 

What to 
communicate 

When to 
communicate 

How to 
communicate 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-commplan.htm
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 Everyone should only receive relevant information. 

 A pre-defined escalation process identifies issues / problems at 

the lowest levels. 

 Creating an infrastructure for generating, collecting, distributing 

and storing all project communications 

 

For the project manager all project communications must offer reassurance 

and retain commitment throughout its lifecycle. It is important to avoid 

situations where stakeholders hear something about the project that leads 

them to make incorrect assumptions that lead to conflict. Communicating in 

a well-structured and informative manner allow issues to be resolved before 

they become show stoppers, keeps all parties focused on and motivated to 

attain the project objective. 

 

Click on the template name to download your own copy of Communications 

Management Plan. 

 

achieved through the 
Communications 
Management Plan  

Retention of 
Stakeholder 

Support 

Stakeholder 
Reassurance Avoidance of 

unanticipated 
Surprises 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-commplan.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-commplan.htm
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Assessment of Stakeholder Interest Template 

This Assessment of Stakeholder Interest template enables you to assess 

who your project stakeholders are and why the want / need to involved in 

your project. Using this intelligence you decide the most appropriate level of 

participation each stakeholder has in the overall project based on this role.  

 

This process also enables you to draw attention to any barriers, issues, or 

problems that are present between stakeholders. As with all areas of project 

management the more useful data you have gathered as part of your initial 

planning the more effectively you will be able to monitor and manage the 

project itself. 

 

A significant aspect of this intelligence enables you to appreciate the 

expectations and motivations of its key supporters and stakeholders. With 

this knowledge you can formulate how best to set and manage each of 

these individuals expectations. As project manager it is your responsibility to 

educate them on what is realistic to expect from the project. 

 

Building up a sound working relationship with your stakeholders takes time 

and is achieved through the information you pass to them and 

demonstrating your understanding and empathy. This template has been 

designed so that you gather as much information as you can to give you a 

Project Manager & Sponsor 

must have a thorough understanding of the 

Level of Influence, Interest & Contribution 

of each Stakeholder 

to assign a role & level of participation to each one 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-qualityplan.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeholder.htm
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thorough understanding of the motivations of your stakeholders. It helps you 

evaluate who needs to involved in your project and identify those who do 

not have a real interest. 

 

Once you have all this data you will meet with your project sponsor to 

decide who is essential to the projects success. Together you agree an 

appropriate level of participation of each stakeholder and define his or her 

role in the project at each phase.  

 

During your research any issues, problems or barrier that may exist 

between stakeholders will be discovered. In some instances you may need 

to re-assess a particular stakeholders role and level of participation. Due to 

an individual’s role in an organization you may have to retain them as a 

stakeholder despite seeing that they will cause problems. Such findings will 

be incorporated in the Stakeholder Management plan and the 

Communications Management plan so that any disruption is minimized. 

 

Our template's tabular format enables you to have a visual representation of 

how stakeholders' interests and benefits in the project match or conflict with 

each other. This allows you to group stakeholders in a logical way for 

communications. You can also begin to identify potential roles they could 

perform in the project and match these to the attributes and expertise they 

bring to the project. This will also help you to identify potential issues and 

assess the risk to the project these could pose and how you could 

counteract them to ensure the project's success. 

 
Click on the template name to download your own copy of Assessment of 

Stakeholder Interest. 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeholder.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeholder.htm
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Stakeholder Register Template 

The management of a project’s stakeholders is a significant part of 

managing the project team. This Stakeholder Register template helps you 

document all the information needed to establish and manage a good 

working relationship with each one. A common definition for a stakeholder 

is: 

Any individual that has an interest in the project. It does not matter 

whether this interest is of a positive or negative nature. 

Their role and your understanding of their wants and hopes are key to your 

project success.  

 

Your first action is to assign a category to each stakeholder based on his or 

her level of interest, influence and involvement in your project. This 

documents what they want from the project and their expectations of what 

will happen on completion as it relates to his or her role and organization. 

 

Your ability to communicate in an appropriate manner with each one is 

critical to retaining their support and backing as you manage the project 

team. The category you give each stakeholder will determine this level and 

content of communication. Some will be actively involved in the project 

others are affected by the implementation of or on its completion.  

 

This register ensures you and your sponsor understand how much influence 

each stakeholder can wield during the project and what their level of project 

Stakeholder 
Register 

assesses the impact 
each has on the 
project through: 

Inter-
dependencies  

Involvement 

Interests 

Influence 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-stakereg.htm
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engagement. It will be one of the project management plans key inputs. The 

sensitive nature of the information this register contains means that it must 

be highly selective as to who has access to, especially as it alters as the 

project progresses. Often only the sponsor, project manager and one, or 

two, trusted project staff will be privy to its contents. 

 

It is one of the most important contributory documents used when putting 

together the stakeholder management plan. It ascertains what and when a 

stakeholder will receive project communications. Its importance impacts 

other project areas and its overall success. 

 

The knowledge of stakeholders has a key role to play in defining a projects 

scope, managing its quality, identifying potential risks and in ensuring the 

necessary resources are procured. Their expert knowledge may be 

invaluable when selecting third parties to incorporate into the project team. 

 

Click on the template name to download your own copy of Stakeholder 

Register. 

 
 

Stakeholder 
Register is 

key to: 

Scope 
Management 

Managing of 
Quality 

Procurement 
Management  

Managing Risk  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-stakereg.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakereg.htm
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Stakeholder Management Plan Template 

This Stakeholder Management Plan is one of the critical documents you 

need to be able to properly manage your project team. This template 

provides you with a structured means to record all essential data and 

information you need to identify and categorize project stakeholders. 

 

The level of ‘interest’ for a stakeholder is assessed by how much influence, 

involvement and interest in the projects outcome that individual person or 

organization has. Having established this you can then develop a strategy 

for communicating and managing each one. This ensures your interactions 

with each stakeholder match their level of interest and influence over your 

project. 

 

This management plan ensures that stakeholder involvement is based upon 

the individual’s awareness of their responsibilities, and where 

communication between them is clear and comprehensive. Stakeholder-

based contributions to project success include executive support and 

effective use of the organization's infrastructure to support the project. 

 

The purpose of the stakeholder management plan is to ensure stakeholder 

remains engaged with the project and defines the extent of that 

involvement. Managing this particular group of your project team means that 

you have to address issues that affect their interest in an expedient way and 

The plan identifies the appropriate strategy for each stakeholder 

Actively Involve Retain Support Reassure 
Prevent 

Surprises 

Stakeholder Management Plan assess each one's level of 

Involvement Interest Influence 

Stakeholders are: 

Affected by project in a 
+ve or -ve way 

Person / Organization 
Involved / Interested in 

project 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeplan.htm
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that the project continues to meet the stakeholder's needs. As such there is 

a very close link to the project communications management plan that 

defines the nature of each communication as shown in the diagram below. 

 

Projects exist in an interactive environment that is impacted by external 

forces that it can do its best to anticipate but inevitably some issues are 

difficult to predict and as such changes need to considered and made in 

order for the project to meet its end user requirements. That is why 

stakeholders need to be kept informed of additions to the change log or 

register as they occur so that they can assess its impact on their own 

interests and feedback their thoughts as part of the decision making 

process. 

 

Good management of stakeholder's interests from the outset will help you to 

avoid unnecessary diversions that arise from a lack of understanding of their 

needs and interests. 

 

Click on the template name to download your own copy of Stakeholder 

Management Plan. 

 

Items Used to Manage 
Stakeholder Engagement 

Change Log / 
Register 

Procedures, 
Policies & 
Processes 

Stakeholder & 
Communications 

Mgmt Plans 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeplan.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-stakeplan.htm


2

0 

TOP FIVE HUMAN RESOURCES (HR) PROJECT MANAGEMENT TEMPLATES  

 

20                          www.free-management-ebooks.com  

 

 

Free Online Library for Managers 

We have over 500 free eBooks, templates & checklists to help you gain the 

advanced skills you need to become an outstanding leader. The 

management resources are organized into different skills areas:   

 Productivity 

 Leadership 

 Finance 

 Communications 

 Strategy 

 Project Management 

 Coaching 

 People 

 Career Development 

 Meeting 

 Appraisal 

 Sales 

 Marketing 

 Technology 

 Thinking 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/title-list.htm
http://www.free-management-ebooks.com/skills-productivity.htm
http://www.free-management-ebooks.com/skills-leadership.htm
http://www.free-management-ebooks.com/skills-finance.htm
http://www.free-management-ebooks.com/skills-communication.htm
http://www.free-management-ebooks.com/skills-strategy.htm
http://www.free-management-ebooks.com/skills-project.htm
http://www.free-management-ebooks.com/skills-coaching.htm
http://www.free-management-ebooks.com/skills-people.htm
http://www.free-management-ebooks.com/skills-career.htm
http://www.free-management-ebooks.com/skills-meeting.htm
http://www.free-management-ebooks.com/skills-appraisal.htm
http://www.free-management-ebooks.com/skills-sales.htm
http://www.free-management-ebooks.com/skills-marketing.htm
http://www.free-management-ebooks.com/skills-technology.htm
http://www.free-management-ebooks.com/skills-thinking.htm
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Other Free Resources 

The Free Management eBooks website offers you over 500 free resources 

for your own professional development. Our eBooks, Checklists, and 

Templates are designed to help you with the management issues you face 

every day. They can be downloaded in PDF, Kindle, ePub, or Doc formats 

for use on your iPhone, iPad, laptop or desktop. 

eBooks – Our free management eBooks cover everything from accounting 

principles to business strategy. Each one has been written to provide you 

with the practical skills you need to succeed as a management professional. 

Templates – Most of the day-to-day management tasks you need to do 

have already been done by others many times in the past. Our management 

templates will save you from wasting your valuable time re-inventing the 

wheel.  

Checklists – When you are working under pressure or doing a task for the 

first time, it is easy to overlook something or forget to ask a key question. 

These management checklists will help you to break down complex 

management tasks into small controllable steps.   

FME Update – Subscribe to our free regular updates and stay in touch with 

the latest professional development resources we add every month. 

Social Media - Share our free management resources with your friends and 

colleagues by following us on LinkedIn, Facebook, Twitter, Google+, and 

RSS.  

Visit www.free-management-ebooks.com 
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