Community Inclusion Fund Project Plan

This project plan template is provided for you to assist in planning your Community Inclusion Fund project. 

The use of this template is optional and you may adapt it to suit your particular needs. Your application will not be assessed down if you choose not to use it.

1. Project Objective
(Ensure you are consistent with Project Description in your application form)
Objective reveals what the project will produce. The objective should be concrete, specific, manageable and achievable. 

Example: The aim of [name of project] is to implement a program which improves school engagement and attendance amongst the target population.

2. Key Stakeholders
(Ensure you are consistent with Details of Applicants, Criterion 1 and Criterion 4 in your application form) 

· [Your organisation/s]

· [Government partner/s]

· [Service user/s]

· [Other]

3. Project Overview
(Ensure you are consistent with Project Description, Criterion 1 and Criterion 5 in your application form)
Insert a brief overview description of your project here. Keep in mind issues raised in the selection criteria.

· Brief background information on why your project is important;

· Outputs (activities) of your project; and

· Outcomes (impact on your target group) of your project. 

4. Project Governance
(Ensure you are consistent with Criterion 4 in your application form)
Document how decisions will be made and by whom. How will you report to your project partner/s and your own organization?

5. Project Deliverables
(Ensure you are consistent with Criterion 5 in your application form)
List all deliverables for your project (outputs or activities) and who is responsible for producing the deliverables. Use the framework below. 

	Deliverable
	Responsibility

	
	

	
	

	
	

	
	

	
	


6. Staff
(Ensure you are consistent with Project Staff in application)

Number of project staff to be employed and for what purposes

	Staff position ( level if known)
	Roles/Responsibilities 

	
	

	
	

	
	


7. Risk Management

Identify the risks associated with the project and how you will manage these using the following framework.

Complete this section using the definitions and tables provided below.
1) Identify the risk events e.g. timeframe slippage, change of partner.

2) Identify the likelihood of each risk event occurring.

3) Identify the consequences should the risk event occur.

4) Decide on the level of risk associated with that event (Likelihood x Consequence).

5) How will you respond to that risk?

	Risk Events
	Likelihood
	Consequence
	Level of Risk
	Response

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1. Risk Events

Risk Events are events which may impact on your project. They often fall into categories:

	1. Business
	Project not delivering products that achieve the expected benefits

	2. Supplier
	Third party suppliers

	3. Organisation
	Personnel related issues

	4. Technology
	Implementation of technology

	5. Stakeholder/Client
	Client or stakeholder actions and expectations


2. Likelihood

Definitions for ‘Likelihood’ (the frequency or probability of an event occurring given x circumstances). 

	Almost certain
	Will occur in most circumstances

	Likely
	Will probably occur in most circumstances

	Moderate
	Will occur in some circumstances

	Unlikely
	Could occur in some circumstances

	Rare
	May occur in exceptional circumstances


3. Consequence

Consequences in relation to the project schedule, priorities and financial arrangements.

	Extreme
	Major impact on project schedule, priorities and financial arrangements.

	Very high
	Major impact on the schedule(s) / priorities; some impact on financial arrangements.

	Moderate
	General disruption/delays to the project schedule(s) / priorities; some impact to financial arrangements.

	Low
	Minor impact.

	Negligible
	Little or no impact.


4. Levels of Risk

Relationship between likelihood and consequence applicable to the event.


       

	
	Extreme
	Very High
	Moderate
	Low
	Negligible

	Almost Certain
	severe
	severe
	high
	major
	moderate

	Likely
	severe
	high
	major
	significant
	moderate

	Moderate
	high
	major
	significant
	moderate
	low

	Unlikely
	major
	significant
	moderate
	low
	very low

	Rare
	significant
	moderate
	low
	very low
	very low


5. Response

The actions you will take to address the risk events identified as priorities (ie. significant, major, high, severe). 

8. Project Schedule
(Ensure you are consistent with Project Milestones in your application form)
Insert your project schedule here. The schedule should link to the project milestones in your application.
 
	Phases and
Activities
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8
	Week 9
	Week 10
	
	
	Week 20

	Development of activities program
	
	
	
	
	
	
	
	
	
	
	
	
	

	Consultation
	
	
	
	
	
	
	
	
	
	
	
	
	

	Amendments to the program 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Start of the program
	
	
	
	
	
	
	
	
	
	
	
	
	

	First quarterly report and evaluation
	
	
	
	
	
	
	
	
	
	
	
	
	


9. Budget
(Ensure you are consistent with Expenditure in your application form)

Provide additional details relating to the budget submitted with your application, if necessary.

Consequence





Likelihood








