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Writing a Project Plan
The answers to the questions we ask on the Diocesan Funding Application form should be concise and direct. Your Project Plan is an extension of that and is a chance for you to give us more detail about what you propose to do and to help us appreciate it in a wider context. 

For us to understand your plans we would like you to take the opportunity to provide us with more information about your proposed activity or work.

There is no template for writing a project plan because your work is unique to you. If you are asking for a small amount of money to deliver a one-off event, then your plan will be simple and will cover one side of A4. If, however, you are asking us to consider a grant of several thousand pounds for a project that is intended to take several years you’ll need to provide us with more justification and detail.

The four main elements of plan should cover –

· Who we are

· What we want to do

· Why we want to do it

· The difference we hope to make

Who we are – Include here information about the context of your parish(es). Are you part of a benefice, for example? You might tell us about the pattern of life in your church(es) in terms of services/outreach/work with others in your community. 

What we want to do – Tell us more about the planned work or event in terms of practical delivery? How does this event/activity fit into the wider plans for transforming lives of people in your parish(es), ministry area and in the wider community?

Why we want to do it - How did the planning for this evolve? Are you responding to an identified need? What are your ‘aims and objectives’? What are the challenges you expect to face? What are the principal risks you have identified?
The difference we hope to make? – This is where you give us more detail about the planned outcomes. You must also tell us what impact this project will have on transforming your congregations and the wider community. Think about how you will measure the success of the project and what goals you will set for yourself.
You may also attach images, evidence in terms of data, letters of support, testimonies from people you have worked with in the past, where appropriate.
Project Plan – Checklist
1. Define the objectives

· What is to be achieved?
· How will you measure the success of the project?
· The required outcome or result to be delivered.
· Dates and budgets for project completion.
2. Appoint the project manager

· The project manager must be someone who has a proven track record and can plan and communicate all aspects of the project.
3. Establish terms of reference

· The terms of reference should specify the objectives, scope, time-frames and initial scale of resource required. 
· They should clarify any risks, constraints or assumptions already identified.
4. Break the project down into smaller tasks 

· Having established what the project should achieve, consider how to achieve it.

· Identify the smaller tasks/actions within the overall project – and the resources needed to achieve each one.
· Incorporate the smaller tasks into the project timetable.  Be realistic.
5. Plan for quality

· Planning for quality requires both paying attention to detail and ensuring that the project output or outcome does what it is supposed to or is ‘fit for purpose’.

· Quality measures should be built into the process from the beginning, not later when things (may) have started to go wrong. Use the formula below:


             Establish standards > Monitor performance > Take corrective action

6. Risk assessment

· Identify the project risks.
· Rank each risk by the probability of occurrence and the impact it may have on the project.
· Compose a risk register together with plans for mitigating the risks identified

· Regular monitoring and updating of risk register.
7. Plan costs
· This is a key area, as the most frequent error in project management is the under-estimation of costs.  Costs should be monitored whilst the project is in progress, and an appropriate level of contingency included in the budget.
8. Project scheduling

· The project should be broken down into the component elements, and a schedule produced showing how these will be carried out against a timeline.
9. Monitor and report progress

· Monitoring of in-progress costs, time-scales and quality is a vital factor and should be constant throughout the duration of the project. Quality is the hardest area to measure and, as such, is often at risk of neglect.

· Early identification of risks and issues can provide a basis for mitigation and, where required, for contingency planning, and help ensure the achievement of successful projects.
10. Deliver the output

· The penultimate stage before project completion is ensuring that the outcome of the project will be understood by and acceptable to the beneficiaries of the project.
11. Evaluate the project

· Build in a final stage of evaluation to gain a measure of the project's success and see what lessons can be learned; ideally there should be evaluations after each major phase of a project.

· The three key areas for review are quality, time and costs. Others include:

· staff skills gained or identified

· mistakes not to be repeated

· tools and techniques that were valuable

· what should be tackled differently.

· Evaluate the lessons learned and be open and candid about failures as well as successes.
· Look back at the planned outcomes and the goals you set for yourself – did you succeed in meeting these goals?
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