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There are several key steps in planning a project
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Identifying Need


Providing a Reasonable Response to this Need 


Defining aims, outputs and outcomes


Planning Resource Requirement


Costing the Resource Requirements - Budget 


Planning Monitoring and Evaluation





IDENTIFYING NEED





This is your starting point, you need to identify a need and plan a project which meets that need.  But, how do you know there is a need for your project?





When you are planning a project you must provide evidence that there is a need, and there are a number of ways to do this;





Statistics – health, crime, education, data, population, trends, unemployment





Experience – information you have recorded whilst providing your existing service, current usage, profile of users e.g.) age, location, whether you are able to meet current demand





Consultation – do other people also agree that there is a need, discuss and consult with users of your service, you can use public meetings, or questionnaires, informal feedback or focus groups.





Similar Services – is anyone else providing a service which would meet the need you have identified?  Talk to statutory agencies like the local council, Health and Education if relevant and other voluntary groups.  If the need is already being met, do not try to duplicate the service, look at ways of complimenting existing service provision.





PROVIDING A REASONABLE RESPONSE TO THIS NEED





Your project must have a sensible and realistic project plan.  It should fit in with your other activities and experience.  It should be achievable and respond to the need you have identified.  When you are planning your project, be realistic about your expertise and skills and the ability of your group to manage the project.
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DEFINING AIMS, OUTPUTS AND OUTCOMES





Your project must have clear aims and objectives, which clearly state what your project will achieve and what difference it would make. Your objectives should be “SMART”





Specific


Measurable


Achievable


Reviewable


Time





(Decide how you will deliver the project e.g.)





Buying equipment and using it


Employing a worker


Setting up an office or project base


Refurbishing a building


Setting up training courses


Providing specific services and activities e.g.) advice service or crèche





PLANNING RESURCE REQUIREMENTS





The sorts of resources you may need to include:





Premises – rent, refurbishment


Staff and volunteers


Equipment – furniture, computer, telephones


Running costs – postage, stationery, insurance


Training budget


Publicity





COSTING THE RESOURCE REQUIREMENTS - BUDGET





Your project budget should show that all elements of the project have been costed accurately.  The budget should be a cost-effective way of delivering the project.  You can use a range of sources to get costs, including quotes, stationery catalogues, specialist firms, other voluntary and statutory organisations for pay scales and cost of floor space per foot etc.





PLANNING MONITORING AND EVALUATION





Plan how you will monitor or record your achievements using statistics and other quality measures.  If you have clear objectives you should be able to monitor how well you have met these.  Show how you will evaluate your project, how you will identify successes and problem areas and learn from this and use it to inform future plans.





For more information on Project Planning visit http://www.communitycvs.org.uk/


			





Acknowledgement for information in this leaflet is to the Community Fund Project Planning Workshop – Information Conference 2001.
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