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PM Documentation Every 
Admin Should Know 
As an administrative professional, you’re probably not an “official” Project 
Manager by title. However, you certainly act as an “unofficial” PM, taking 
on the duties and responsibilities of the role often without any formal 
training. Additionally, you may find yourself interacting with “official” Project 
Managers regularly. 

One of the best ways to enhance your confidence and credibility in 
this area is to understand the documentation associated with project 
management. 

Why Is This Knowledge Useful? 
 ¡ Leaders may specifically ask for these documents
 ¡ You may want to create these documents for your own benefit or 

the benefit of your team 
 ¡ You may be tasked with reviewing and/or analyzing these 

documents 

The Most Common PM Documents 
Projects generate a lot of documentation, but some items are more useful 
than others. Here are the ones that are most important to understand. 

Business Case
Prior to the launch of a project, a business case may be used to justify it. 
This document outlines a proposed initiative. The business case generally 
identifies:

 ¡ The issues (problems or opportunities) being addressed 
 ¡ The possible solutions evaluated and the one being 

recommended
 ¡ The criteria used for assessing possibilities
 ¡ The associated risks with the solution (and risks of NOT 

addressing the situation) 
 ¡ The estimated required investment 
 ¡ And more
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Project Charter 
According to the Project Management Institute, the project charter is,  
“a document that formally authorizes the existence of a project, and 
provides the project manager with the authority to apply organizational 
resources to project activities.” This is usually one of the first documents 
created in the project initiation process. It outlines the overall parameters 
for success, including:

 ¡ Project objectives and goals 
 ¡ Project team members 
 ¡ Key dates and general timeline 
 ¡ Parameters for success 
 ¡ Overall scope (what is included in the project and what is not)
 ¡ Signatures (project sponsor, project manager, key stakeholders, 

etc.) 

The project charter acts a useful reference throughout the project. You can 
always go back to it to remember what was agreed upon.

Project Plan
The project plan is a robust document used to guide the execution and 
control of a project. It includes much deeper detail and outlines all the 
various steps required to achieve the success defined in the project 
charter. At a minimum, a project plan usually includes: 

 ¡ All the work required broken down into milestones and activities 
 ¡ Who will do the work 
 ¡ The budget 
 ¡ The schedule 

Depending the size and complexity of the project, this document may also 
contain additional items, such as: 

 ¡ Change management plan 
 ¡ Communications plan 
 ¡ Cost management plan 
 ¡ Procurement plan 
 ¡ Quality assurance plan 
 ¡ Resource management plan 
 ¡ Risk management plan 
 ¡ Training plan 
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Gantt Chart 
A Gantt chart is a graphical illustration of a project schedule. It is a very 
popular tool with traditional project managers and leaders. It is a type of 
bar chart that shows the relationship between project activities. The tasks 
to be performed are listed down the left-hand side of the chart, and time 
intervals are listed across the top. Each task has a horizontal bar that shows 
its duration. At a glance, you can see: 

 ¡ The various activities 
 ¡ When each activity begins and ends 
 ¡ How long each activity is scheduled to last 
 ¡ Where activities overlap with other activities and by how much 
 ¡ Which activities are dependent on one another 

Many PM software systems will generate a Gantt chart for you (once you’ve 
input the necessary data). However, it is also very easy to create one 
manually in Excel. 
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