Project Description

11.4  Project Aim and Objectives


Overall Assumptions

	Who 


	Project intended to by used by:
	

	
	To be organised by:
	

	What 
	Project Title 
	

	When


	When will it be and is it based around a specific event? 
	

	Where
	Where will the project be held? 
	

	Why
	Why is this project needed?  What may be achieved by doing it?


	

	How


	How will the project be resourced and funded?


	


Details of time necessary

How much time will be necessary for…
	Who
	· Informing/including participants 

· Project management team meetings prior, during, post event/s

· Negotiating partners or support 

	

	What
	· Deciding, designing and delivering the project content


	

	When
	· Deciding, negotiating event/s with external timing constraints


	

	Where
	· Negotiating location pre event/s 

· Preparing location pre event/s 

· Cleaning location post event/s 
	

	Why
	· Encouraging participation in event 
· mentoring and outreach for participation 


	

	How
	· Raising the funding required
	


Success Measures

How will it be known (and how will people be told afterwards)…

	Who
	· If the right people were involved as planners, partners, participants or some were missing


	

	What
	· If the content of the project was pitched well or could have been changed


	

	When
	· If the timing was in line with the need of the event/s, participants, partners, community


	

	Where
	· If the location, location quality and resources and time of day/month/year were right


	

	Why
	· If it fulfilled the original purpose


	


Resources

Among many resources, you’ll need to provide resources or point to resources for help with…

	Who
	· Needs analysis 
· Marketing 

· Team working

· Finding partners 


	

	What
	· Content for activities 

· Activity delivery styles and methods


	

	When
	· Ways to find out local or national information 

· Ways to establish the timing of other events or activities 


	

	Where
	· Ways to find out the best locations for the events suggested 


	

	Why
	· Stories of similar activities which were successful 


	


Project Timetable

PROJECT TIMETABLE (EXAMPLE)

	Task
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	etc

	Call project planning meetings
	Volunteers Coordinator draws up list of possible members
	Centre Manger sends invitations
	VC and CM follow up
	Meet
	
	Meet

	Decide event/ project shape
	
	
	Gather some ideas from groups in your centre
	Look at suggestions
	Check out suggestions with those groups
	Decide the project shape from feedback

	Negotiate a venue
	
	
	
	Quick-think possible locations
	Check out locations with your centre groups
	Narrow down list

	Decide when to run project / event
	
	
	Contact the Council and Community Association
	Quick-think possible timing
	Check out timing your centre groups
	Agree draft timing – set date

	Secure Funding
	
	
	
	Quick-think possible funding sources
	Research funding sources
	

	Etc


	
	
	
	
	
	





 What is your Project?  Why is it interesting?
































Project Aim: 


Your overall goal.  Start with the words “The aim of this project is…”

















Project Objectives:


How this will be done – your major tasks – usually six to nine.  Objectives are usually statements starting with the word “To … “, 
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