
Project Planner Template

Name of Project: xxxx
	Project Partners – Nature and scale of commitment. 

	Name

xxxxxxxx
	Contribution (these are examples only)
(e.g. Line managing staff, project management and support with the development of the project.)

Notes: 

	xxxxxxxx


	(e.g. Support with the development of the project and with fundraising applications.)

Notes: 



	xxxxxxxx


	(e.g. Partner in the Steering Group)

Notes: 


	xxxxxxxx


	(e.g. Partner in the Steering Group)

Notes: 



	xxxxxxxx


	(e.g. Partner in the Steering Group)

Notes: 



	xxxxxxxxx
	(e.g. Support the steering group and staff with advice as appropriate.

(e.g. Provide information and sessions to the steering group as appropriate.)
Notes: 



	xxxxxxxxx


	(e.g. Support the steering group and staff with advice as appropriate.)

Notes: 




	Details of how stakeholders have been involved in developing the project. 

Stakeholder group

Days

Time

Number

xxxxxx

xxxxxx

xxxxxx

xxxxxx

xxxxxx




Section 2: Project Purpose and Benefits
	2B. Project Objectives 

	What will be the outcomes of the project? 

The main objectives for this project will be:

· xxxxxxxx

· xxxxxxxx

By working towards these objectives this project will xxxxx

The project will also have the aspirational aims of:

· xxxxx

· xxxxx




	2C. Project Description and Purpose

	The project will xxxxx

Overall, it aims to xxxxx
One of the main objectives of the Project is to xxxxx

In particular the project will:

· xxxx
· xxxx
· xxxx
· xxxx
Also:
· xxxx
· xxxx
· xxxx
· xxxx
· xxxx
The project will employ:

· xxxx
· xxxx
The Project Manager will be employed for x days a week (x hrs) at a salary of £xx,xxx - £xx,xxx

The Project Manager will: 

· xxxx

· xxxx
· xxxx
In addition an xxxx Manager will be employed for x days a week (x hrs) at a salary of £xx,xxx - £xx,xxx

The xxxx Manager will: 

· xxxx

· xxxx
· xxxx



	2F. What arrangements will be put in place to monitor the outputs of the project? 

	(e.g. Monitoring number of events, training, participants etc for the Quarterly Monitoring. 

In addition an activity report will be produced for every management meeting. There will be an annual report for the Management Group produced as well as the Programme Teams project’s annual review process.
Number of users and new users will be recorded using our standard monitoring form.

Monitoring benefit – Community interviews will be undertaken as part of the evaluation process towards the end of funding, but there will be on going feedback forms & increased levels of involvement in decision-making structures. )



Section 3: Delivering the Project

	3C. Please state the key planned milestones involved in setting up and running the project

	Key date


	Main Milestones (examples only)

	September 2008
	Jobs advertised and recruitment starts

	October 2008
	Shortlisting completed and approved

	November 2008
	Recruitment completed

	November 2008
	Job holders in post

	December 2008
	Fundraising plan in place

	February 2009
	Project Steering Group set up with terms of reference in place and representation within the steering group addressed

	February 2009
	First information event held 

	March 2009
	Training needs analysis completed

	March 2009
	First funding application submitted

	March 2009
	6 volunteers trained by Project Manager

	April 2009
	Engagement with external/wider community groups

	April 2009
	Workshop weekend for Trustees, Senior Staff Team and Project Manager to provide training around individual and collective roles and responsibilities for the management of the project and of staff

	September 2009
	Future options appraisal carried out by the Project Team 

	September 2009
	Project Event organised 


Section 5: Linkages and wider benefits

	Are there links to regional or local strategies or particular market conditions which will affect the project? If so, what are they?

	Regional Strategies

· xxxx

Local Strategies

· xxxx

Other market factors

· xxx




Section 7: Evaluation and Forward Strategy
	7A.  How, when and by whom will the project be evaluated? How will clients be involved in the evaluation? How will this link into the wider work of our organisation? How will the lessons learned from evaluation be passed on?

	xxxx




	6H. What arrangements will be put in place to assess the impact and outcomes of the project? 

	i. How will you monitor any changes in relevant baselines?

ii. How will consult and get feedback from partners and stakeholders?




	7E.  What will happen to the project once funding ceases? Outline the proposed forward strategy for the project

	If any assets are provided through the project, how will these be used when the current funding finishes? Who will be responsible for their safekeeping and maintenance or disposal?



This project outline was written and proposed by …………………….. date ………..

Approved by…………………….. date ………..
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