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What is a project?

A project is a temporary venture
that exists to produce a defined
outcome. Each project will have agreed
and unigue objectives as well as its
own project plan, budget, timescale,
deliverables and tasks. A project may
also involve people from different
teams within an organization who are
brought together to accomplish a

specific goal.
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What is project management?

Project management can be
defined as the discipline  of
applying  specific  processes and
principles to initiate, plan, execute and
manage the way that new initiatives or
changes are implemented within an
organization. Project management is
different to management of business as
usual activity, which is an ongoing
process, as it involves creating new

work packages to achieve agreed ends

or goals.
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Key components of project management are:
O3RCHNO DSETBBOL &2 IO .

Time — the intended duration of the
work
Cost — the budget allocated for the
work
Scope — what innovations or changes
will be delivered by the project
Quality — the standard of the
outcome of the project.

Increasing or decreasing any one
of these components will affect the

others.
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For example, reducing
the time allocated to
complete the project will
also reduce the amount of
work that can be done
(scope), which may then
affect the quality and

the cost of the project.
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Project management stages

Although there are
different project
management
methodologies and
approaches, most
projects follow these

stages:
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Initiating the project — the project
manager defines what the project will
achieve and realize, working with the
project sponsor and stakeholders to

agree deliverables.

Planning — the project manager records -*

all the tasks and assigns deadlines for
each as well as stating the relationships
and dependencies between each activity.
Execution — the project manager builds
the project team and also collects and
allocates the

resources and budget

available to specific tasks.
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Monitoring — the project
manager oversees the progress
of project work and updates the
project plans to reflect actual
performance.

Closing — the project manager
ensures the outputs delivered
by the project are accepted by
the business and closes down

the project team.
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Project manager responsibilities

Project management IS
recognized as a distinct business
function  within an  organization
and project managers have a specific
role in and responsibilities for realizing
their projects’ aims. The project
manager will define and run the project,
lead the project team and decide how
to approach the work based on factors
including the type of project, the
business’ needs and the expertise of

colleagues working on the project.
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Project manager skills

Project managers are responsible
for realizing the projects they work on,
so they need a wide range of skills
including good verbal and written
communication, leadership, planning,
problem solving, time management
and negotiation. As the project
manager role now goes beyond basic
implementation of the project plan,
they also need good customer relations
and business skills in addition to their

traditional capabilities.
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Approaches of project managementO302€2500 A)e3E BEBOD eITIOSNSD

A 2017 study suggested that the
success of any project depends on how
well four key aspects are aligned with the
contextual dynamics affecting the project,
these are referred to as the four P's:

Plan: The planning and forecasting
activities.

Process: The overall approach to all
activities and project governance.

People: Including dynamics of how they
collaborate and communicate.

Power: Lines of authority, decision-
makers,  organograms, policies  for

implementation and the like.
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There are a number of
approaches to  organizing  and
completing project activities, including:
phased, lean, iterative, and incremental.
There are also several extensions to
project planning, for example based on
outcomes (product-based) or activities
(process-based).

Regardless of the methodology

employed, careful consideration must
be given to the overall project
objectives, timeline, and cost, as well as
the roles and responsibilities of all

participants and stakeholders.
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https://en.wikipedia.org/wiki/Methodology
https://en.wikipedia.org/wiki/Project_stakeholder

Traditional project management approaches
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Some of the most well known project management
approaches were developed for industries like
manufacturing or engineering, which produce physical
products such as buildings, cars, or computers. They
include:

Waterfall: Perhaps the most common way to plan out
a project, the waterfall method is a simple sequential
approach. Each single task must be completed before
beginning the next one, leading to the end deliverable.
These project plans can be easily replicated for future
use.

Critical path method: Similar to the waterfall

methodology, critical path method is a sequential

approach that allows project managers to prioritize
resources, putting more emphasis and investment into
the most important work and rescheduling lower-

priority tasks that may be slowing down the team.
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https://www.wrike.com/blog/critical-path-is-easy-as-123/

Critical chain project management
(CCPM):

This methodology focuses on the
resources needed for each task in the
project. Using this approach, the project
manager identifies and allocates
resources for the most crucial, high-
priority tasks — the “Critical chain” —
as well as builds in buffers of time
around these tasks to ensure the project’s

main deadlines are met.
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Agile project management approaches

Simply put, agile project management

iIs a collaborative methodology comprising

short development cycles called “sprints™ that

incorporate  feedback as the project
progresses, in an effort to embrace flexibility
and continuous Improvement. The
methodology was developed by 17 people in
2001 as an optimized approach for software

development. (Read the official Manifesto for

Agile Software Development.) Agile project

management focuses more on team

collaboration and less on a hierarchical
leadership structure. Some of the most

popular agile approaches include:
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https://www.wrike.com/project-management-guide/faq/what-is-agile-methodology-in-project-management/
http://agilemanifesto.org/

Scrum: This practice disperses the
traditional responsibilities of the
project manager among the team
members, with a Scrum Master
serving as a leader and facilitator.

Kanban: Suited for projects with
priorities that can frequently change,
Kanban is similar to scrum but
progresses on a continuous basis,
rather than iIn predefined sprint

periods. Work is pulled in when

needed and when capacity allows.
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https://www.wrike.com/blog/fundamentals-of-the-scrum-methodology/

Extreme programming (XP): The Extreme

Programming approach was developed

specifically for software engineering. It is
ideal for scenarios in which clients are not
100% sure what they need from the end
product, and therefore need many

opportunities for testing and feedback.

Adaptive project Framework (APF): This
approach is also suited to IT projects that

need a high level of flexibility and

adaptability. It was developed by industry

expert Robert K. Wysocki and is laid out step

by step in his book.
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https://www.agilealliance.org/glossary/xp/
http://www.extremeprogramming.org/when.html
https://www.techrepublic.com/blog/tech-decision-maker/adaptive-project-framework-a-new-level-of-agile-development/

Thank you
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Managing a project is no easy
feat, no matter what the scale and
scope are. From planning the minutia
to handling the ever-changing
demands of clients to shipping the
deliverables on time, there’s a lot that
can go wrong. When you divide the
project into manageable stages, each
with its own goals and deliverables,
it’s easier to control the project and

the quality of the output.
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In a project management guide, if you
are somehow in a position where you are
expected to manage projects for your
organization and are feeling overwhelmed,
it’s better to start learning the basics of the

project management lifecycle phases.

According to the PMBOK Guide
(Project Management Body of Knowledge) by
the Project Management Institute (PMI), a
project lifecycle consists of 5 distinct phases
that combine to turn an idea of a project into

a working product.
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Five phases of project management cswecxce Qsemm03 0w Bo3ned

The 5 basic phases Bl To BT
in the project  Zaohonve), 5 aweo
management  process
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Phase 1: Project initiation

The project imitation phase is the first
stage of turning an abstract idea into a
meaningful goal. In this stage, you need to
develop a business case and define the project
on a broad level. In order to do that, you have
to determine the need for the project and
create a project charter.

The project charter is an important
document consisting of details like the project
constraints, goals, appointment of the project
manager, budget, expected timeline, etc.

Once you have the project goals and
project  scope, identify key project
stakeholders—the people who are to be involved
in the project. Create a stakeholder register

with the roles, designation, communication

requirements, and influence.
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Cont..

While a clear goal of the project is
established in this phase, a project
charter does not contain any technical
details that happen in the planning
stage.

Consider the example of an
automobile manufacturer assigned to
develop an electric vehicle. The
selection of the design, capacity, and
battery power of the vehicle will not be
a part of the initiation phase. The only
certainty would be that an electric
vehicle will be developed within the

given timeframe and budget.
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Phase 2: Project planning

The project planning stage
requires complete diligence as it lays
out the project’s roadmap. Unless you
are using a modern project management
methodology like agile  project
management, the second phase of
project management is expected to take
almost half of the entire project’s time
span.

In this phase, the primary tasks
are identifying technical requirements,
developing a detailed project schedule
creating a communication plan, and

setting up goals/deliverables.
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There are several methods of setting up the project’s
goals but S.M.A.R.T. and C.L.E.A.R. are most popular.
S.M.A.R.T Goals:

The ‘SMART’ criteria ensure that the goals you set for
your project are critically analyzed. It is an established
method that reduces risk and allows managers to make
clearly defined and achievable goals.

The acronym SMART stands for
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C.L.E.A.R. Goals:

The ‘CLEAR’ method of
setting up goals is designed to
cater to the dynamic nature of
a modern workplace. Today’s
fast-paced businesses require
flexibility and immediate
results and CLEAR can help

you with that.
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The acronym for CLEAR stands for
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Cont..

During the planning stage, the scope
of the project is defined. There is a possibility
of changing the scope of the project
demands it but the project manager must
approve the change. Project managers also

develop a work breakdown structure (WBS),

which clearly visualizes the entire project in
different sections for the team.

A detailed project timeline with each

deliverable is another important element of
the planning stage. Using that timeline,
project managers can develop a
communication plan and a schedule of
communication with the relevant

stakeholders.
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https://en.wikipedia.org/wiki/Work_breakdown_structure
https://kissflow.com/project/project-management-timeline/

Risk  mitigation is  another
important aspect of project management
that is a part of the planning stage. The
project manager is responsible for
identify

potential risks and develop a strategy to

extrapolating past data to

minimize them.

An important element that

professionals often overlook is an
effective change management plan. As a
project manager, you must be ready to
incorporate a few changes in the project

to avoid bottlenecks and project delays.
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In the absence of a
working change management
plan, scope creep happens
and causes huge problems for
the project team in the later
stages of the project. So, it’s
best to reduce the possibility
of unforeseen changes as

much as possible.
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Phase 3: Project execution

The project execution stage is

where your team does the actual work.
As a project manager, your job is to
establish  efficient workflows and
carefully monitor the progress of your
team.

Another responsibility of the

project manager during this phase is to

consistently maintain effective
collaboration between project

stakeholders. This ensures that everyone

stays on the same page and the project

runs smoothly without any issues.
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https://kissflow.com/project/project-execution-phase/
https://kissflow.com/project/project-stakeholder-management/

Phase 4: Project monitoring and controlling

In the project management process, the third and
fourth phases are not sequential in nature. This
phase runs simultaneously with  project
execution, thereby ensures that objectives and

project deliverables are met.

As a project manager, you can make sure that no
one deviates from the original plan by
establishing Critical Success Factors (CSF) and
Key Performance Indicators (KPI).

During the monitoring phase of project
management, the manager is also responsible for
quantitatively tracking the effort and cost during
the process. This tracking not only ensures that
the project remains within the budget but also is

Important for future projects.
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https://kissflow.com/project/project-deliverables/

Most teams hold a reflection
meeting after the completion
of the project in order to
contemplate on their
successes and failures during
the project. This is an effective
method to ensure continuous
the

improvement  within

company to enhance the

overall productivity of the

team in the future.
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https://kissflow.com/project/team/how-to-increase-team-productivity-at-work/

Phase 5: Project closing

This is the final phase of the
project management process. The
project closure stage indicates the end
of the project after the final delivery.
There are times when external talent is
hired specifically for the project on
contract. Terminating these contracts
and completing the necessary

paperwork is also the responsibility of

the project manager.
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The final task of this

phase is to review the entire
project complete a detailed

report that covers every

aspect. All of the necessary

data is stored in a secure place

that can be accessed by

project managers of that

organization.
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Thank you



Project Planning Outline

Introduction:

Before commencement of any
project, the first thing that we need to do
IS project planning. Any reasonable
project manager* certainly understands
importance of planning a project well.
Carefully planned project takes into
account necessary aspects of a project
(e.g. tasks, milestone, schedule, risks,
communication, quality, etc.) and
provide a plan which project team can

refer during execution.
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What is project planning:

The project planning is commonly
perceived as creating 'Gantt Chart' alone, which is
incorrect. Gantt chart is merely visual
representation of project schedule. In fact project
plan is quite broader concept. A project plan
expresses the objectives & requirements of the
project in terms of
Project Scope
Project Schedule
Resource Requirement
project cost estimation
Project Quality and

Project Risk Management
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A project planning enables
project manager to translate project
requirement into Work breakdown
structure (WBS), tasks list, Gantt
charts, resource assignment and risk
register, etc.

Once project charter s
approved, the project is formally
initiated. Project planning activity
can begin based on the project
document,

charter project

requirement document.
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Why do we need project planning?

You see, careful & detailed planning
help us to reduces risk and in turn
uncertainty in any given project. In
meticulously planned project, project
planner attempts to make a provision for
potential occurrences of uncertainties in
advance.

It is true that project plan in advance,
cannot take care of all unforeseen events,
risks, and deviations nevertheless; we still,
are in a better position than having no
planning. Why? — We know what needs to be
done, we can organize our work and also,
with well-planned project we can better
equip ourselves to respond aptly to potential
risks, slippages, etc. Hence the bottom line is,
we are able to save on time, on resources

and as a result we can save on cost too.
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Elements of project plan




1. Project Scope Planning

Any project is expected to
provide its stakeholders with certain
outcome, which is commonly termed as
project deliverables. These project
deliverables depends on the scope of the
project. Analogically, defining a
project scope Is like drawing a map.
In the map, the boundaries are drawn to
Indicate  stretch/ extent of a given
territory;  similarly  project scope
outlines the extent of project

deliverables.
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cont

Essentially, project scope is the
definition of what the project is expected
to achieve and specify the budget of both
time and cost that needs to be provisioned
to create the project deliverables before the
project gets closed. For the best result, one
needs to take care of clearly carving out
project definition & the budgetary
requirements. More detailing & precision
during project planning definitely help the
team organize their work efficiently &

deliver the project more effectively.
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[cont

Project Deliverables

To define project scope, one needs to refer
project requirements. The project planner needs to list
down project deliverable items unambiguously stating
whether they are ‘In Scope’ or ‘Not in Scope’. So project
scope is about outlining the project deliverables. Based on
project scope, project planner(s) create(s) work break
down structure (WBS).

Work Breakdown Structure (WBS)

The WBS is a breakdown/ decomposition of project
work into distinct work items at higher level. These work
items are aligned with the project objective and can help
the project team to create  expected deliverables.
Generally the project team can refer to this work item
hierarchy to decide whether any given task is included in

WBS or not.
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Essentially, WBS is

decomposition of project work in a
hierarchical fashion wherein with each
descending level, it gives details of
deliverable from

project required

project team.

Triangular Constraints (TQR)

N

The project scope is generally constrained,
with respect to following aspects

Time
Quality
Resources
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Cont.

If you stretch any corner of the triangle in
Figure 3: Elements of Project Planning: the
triangle gets distorted; similarly any change in the
scope of the project has direct effect on (either
any or all) of time, quality and resources of given
project. Vice versa, any change in time or cost or
resource can make the project scope altered.

And each corner of this triangle in turn
has cost implication e.g. any addition of resource
to project can increase cost of project, any delay
in delivery can increase cost of project, any
compromise can quality can have further effect
on cost of the project. Hence cost of the project is
directly dependent on project scope & project
scope in turn is dependent on project delivery

time, quality parameters & resources assignment.
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1. Delivery Schedule Planning: cJ33500 a30%033¢3,, O3eC%S:

Once project scope is determined and work
breakdown structure (WBS) is created, the next
step is to create delivery timeline. For each of the
deliverable work item identified in the work
breakdown structure (WBS), project planner needs

to identify list of activities need to perform.

Activities/Tasks

Activities as mentioned above, become a
basis for estimation, scheduling, execution, and
monitoring and controlling of the project work. For
each of these activities he/she needs to figure out
How long will it take to complete each activity
(days, weeks)?

What kind of resource(s) — required for its

completion (skill set, experience, etc.)?
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Based on the estimate of efforts
required to carry out each activity, one
can sum up to get duration required
for each deliverable. Thus working
backward, project delivery timeline
can be tweaked further to provide
better estimates.

Milestones:

A milestone marks a significant
event in the project. Generally, project
sponsors would refer to list of

milestones to trace project delivery in

respect of timeline & cost overrun.
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Gantt chart :
The visual representation of project

schedule can be viewed through a Gantt
chart. Many portfolio managers & project
sponsors find it easy to work with Gantt
chart. Since referring the Gantt chart for a
given project, project manager/ project
planner & other stakeholder can optimize/
change the schedule further.

Generally, this is where project
sponsors start pushing for aggressive project
deadline which might have been indicated/
agreed earlier and sometimes it becomes a
real problem. In such case, the reasonable
way out is to consult the project sponsor team

& provide the details of project schedule.

cont
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Gantt Chart

Quarter 1 Quarter 2 Quarter 3

Lorem ipsum dolor sit amet,
TQS* 1 consectetuer adipiscing elit.

o Lorem ipsum dolor sit amet, _

Task 2 consectetuer adipiscing elit.

- Lorem ipsum dolor sit amet,

Task 3 consectetuer adipiscing elit. e
P Lorem ipsum dolor sit amet,

Task 4 consectetuer adipiscing elit. -

e D Lorem ipsum dolor sit amet,

TBS{(S consectetuer adipiscing elit. —

S v & Lorem ipsum dolor sit amet,
T&SkG consectetuer adipiscing elit.

Gat e Lorem ipsum dolor sit amet,
TaSk 7 consectetuer adipiscing elit.

B Lorem ipsum dolor sit amet,
Task 8 consectetuer adipiscing elit.




cont

If there are differences, highly detailed
project schedule can help you — to make your
point. Based on the discussion, you may agree
to following options:

Reschedule project delivery timeline [Time
Implication]

Deploy additional resources [Resource
Implication]

Change the scope of project [Scope Implication]
Enforce additional/ lesser Quality checks
[Quality Implication]

As project team can manage timely
completion of project activities based on project
delivery schedule, it is quite imperative to perform
detailed estimation work on project schedule. To

estimate delivery timeline, generally, it involves

performing following processes.
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Five steps to create delivery schedule :cJ330590 a3¢¥0a3¢3,030:30, 323 A ) 80530 BOINED

2.1 Define Tasks/ Activities
Identification of individual & specific
tasks to be performed to create the project
deliverables.
2.2 Tasks/ Activities Sequencing
It is to take care of identification &
establishing relationships among the project
activities e.g. Product filling activity to start after
package labeling activity.
2.3 Resources Requirement Estimation
This process carry out estimation of the
type (skill set/ experience, etc.) and quantities
of material, people, equipment, etc. required to

perform any given activity.
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2.4 Task Durations Estimation

The process of approximating the
number of work periods needed to
complete individual activities with
estimated resources. One can arrive at
these estimates based on either of.

Expert’s judgment (consulting Subject
Matter Expert)

Three Point Estimate (Most likely,
Optimist, Less Likely)

Parametric Estimation (length & height of
compound wall, number of lines of code)
Sometimes, it’s a good idea to add
tolerance for duration of activity if you are
unsure of exact duration (e.g. 3 weeks +/-
2 days).

4.4 ToONE OIDVPNY OOTWRW) 0TI
ROBSRONELRODN 3ONY T
W ENREITRY ), BRPIENRRDIEN
eINB5e)NE TORT BN ROB;0NTY,
O D@ YO,  DTWSS,
eS0A (RYANON o8
3T WIBITN.

3%, 0 3DE (RO ABVOD 3%, T,
AOBVTERIR)TV)

0TV TINT D,

GDRTY  TOAN0EF 90T (BN,
3D AL, T T353)

D050 NEHT® 90O (ROONT. RRLTBOD
NG, 2N, V3T, TRE'S AOINY RO;)
TR, VDT DDTITT 9P 7R,
DWB3IONT T (T2, 3 DITNY +/- 2
DINeH) 2 E03E3TOD 93N
30eRI,BONTY, REDEITHTID 2 P,00T..



2.5 Schedule Development 25 NPRDE, ©J[D, WD WO

This is a critical process QTEODNT &y3j0DNOZIPNT),, BTTE),
wherein project planner analyses F3  wERETR BeteRne
N WO INIALN WFENRIEITNY

sequences of activities, for each
SINVESTAVA LAY DB LARIZ &I

activity what are the: durations
N3l  I9BPNYD, A0TSR

e 3y, VN S PT3E3,AN0TI
IMOLRDIANN! QWEOTINSD. o8

required, resource required, and

constraints arising due to

scheduling. The outcome from this 305 0850THT B30I
exercise is a project schedule. Once OANOICTN O 530 905363,030N 3.
project schedule is agreed by O3B0 e3FESOND, 3300
important stakeholders, it becomes a DF5RPTO0T 26, TROT SOIT,
baseline for the given project. O IDEH,; BRI WA

e3TNI 3.



These five steps will help
us create project schedule and
It would become a baseline for
a given project. The project
schedule may change as
project progress; this change
can be attributed to change In
deliverables,

SCOpe, quality

and risk aspects of the project.

cont
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3. Project Resources Planning

It is the people who make the
project work hence it is critical to plan
for project team. But project resource
is not just about the people to be
involved in the project, rather
materials, equipment required for
successful completion of the project.
Having mentioned this, generally

resource planning tends to revolve

about people/staffing management.
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Human Resource Plan

This plan tries to answer following

questions but rather precise details:

1. What kinds of people are required to

complete the project — necessary qty,
competencies?
2. What should they do - roles &
responsibilities?

3. Whom will they report to?

Thus human resource plan
identifies and document the staffing
requirements — skillset, roles,
responsibilities and also establish the
reporting structure of the project
resources. It also provides the staffing
plan which specifies timeline of
acquisition & release of staff.
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1.
2.
3.

The staffing plan in last decade has
become quite important for services
based companies where these companies
struggle with the pool of resource in
terms of their availability, utilization;
especially of the scarce resource having
special knowledge/skill sets.

To arrive at human resource plan,
project planner need to refer organization
structure & figure out necessary changes
and compliances required for project
requirement. Companies may have
following organization structure:

Hierarchical Organization

Matrix Based Organization

Flat organization
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What can we expect from human resource plan? 5= 3080, 03t SNI0E Toey) LD
QDL FOTITIN?

A Roles & responsibilities

This section of the plan broadly
describes how resources should be & how
they are expected to perform in order to
deliver the project outcome.

A.1 Role

For set of activities & work area,
Roles are identified to make resource
accountable e.g. business analyst to assess
& process business requirements

A.2 Responsibility

This section documents clearly
describes the work a project team
member is expected to carry out to
perform project activities.

A.3 Competency

If project team does not have
necessary competencies, project outcome
remains uncertain. To assess competency
requirement — this section describes the
skill  set, experience & capacity
requirement concerned about the
completion of project activities. Based on
resource competency requirements;
company can undertake hiring or training
activities.
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A.4 Authority

Authority is what marks the
difference between steering committee and
working committee. This section of the
document, describes who has what kind of
authority to perform/approve/reject, etc. e.g
authority to approve resource movement, the
right/authority to approve project schedule,
quality gate checklist, etc. Widely known
secrete - Team members operate best when
their individual levels of authority match

their individual responsibilities

cont
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cont

B  Organgram for project

This can be formal or informal chart to
indicate team members involved in the project
with  reporting/working relationship. It may
help project sponsors to take into account
organization designs already in place.

C Staffing management plan

This is an important section which if
implemented can have cost implication to the
organization. This section describes staffing &
training requirement, resource calendars,
release plan, rewards & recognitions, etc.

C 1 Resource acquisition

This section tries to answer following
questions:

1. Do we have resources of specified
competencies & experience?

2. Should we move internal resource to given
project or hire new ones?

3. If new resource is to be hired, should he be on
the co. roll or contract?

4. Will team work in a co-location or discrete
places across geographies?
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cont

5. What is the cost-benefit analysis for 5. &XII  03nPmen ST,
decisions made for above aspects? NRFTNVT 2325,,-0302303 IR HTI?

6. How staffing activities will be 6 A0 FENTEFNTR., sloed HOBWR oD

BBABLODN oelya AOTR3A°

synchronized with HR department?
e300 BINIS 3?

C 2. Resource calendars
2 2. BORBSVR. To;S30RT N

This section talks about following points
Jp S Dened S FENS OINY Wi,

1 The duration of each kind of team members

DI INRIE NN
required for project v SR eN3I0E  BIRBE0T D3O
1 Timeline for hiring (internal/external) — 3003 IBE0 930.
when should these be started ¢ ST 3503 FeNOD (303DT / 230y
[ Depicting resource requirement in calendar - YRIYNF D, 00N WYTOL R L.
of the project team during the entire « BEBICH FOTPRE WeDIEFIFHTC).
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C 3. Staff Training & release plan

This plan provides details of the
training to be provided for project team so as
to make them competent to perform project
activities. These could be in house training,
and certifications as

external trainings,

necessary  for  sponsors’  compliance
requirements.

The project resources need to be
released Dbased on project activities &
progress made. This section describes the
approach to be taken in releasing resources
underlining the cost, quality & timeline

implications.

cont
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C 4 Incentive Program

This section to document clear
objectives & unambiguous conditions
for nominations & reward process

underlining the cost-benefit analysis.

cont
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Cost planning exercise helps to
baseline the overall project budget in
terms of money so that project sponsors &
project steering committee can agree on
project delivery schedule as well as the
payment schedule. It tries to identify cost
elements to be consumed during the
project lifecycles such as

Monetary resources requirement (people,
machinery, material, equipment, space,
etc.)

Provisions for risk management (people,
machinery, material, equipment, space

etc.)

4. Project Cost Planning:03,0€2s303) 2323, O3UaC2c
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Quite commonly, cost planning is
observed to be an iterative process
wherein project planner update the
cost of project based on information
updates available with him/her. As
you would have seen, in initial phase,
the ROM estimates are within a broad
range of +50% of the proposed
estimate and as project progresses, the
estimate may get updated to the tune

of £20% or less.

cont
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What can we expect from Project Cost plan? @09,2335, 2323, O3/ 30)I0TI Doeg) S

QDL ADTITI?

Cost estimates per activity :

Since activity/task form the basis for
estimation of effort, duration required;
project cost is generally is summed up based
on cost estimates of the activities involved.
Just like effort/duration estimate of an
activity/task, cost estimate of an activity
provides quantifiable assessment expressed
in terms of currency like Euro, USD, SD, etc.

It is expected to capture cost
implication of
People, equipment, facilities, etc. required
to complete given activity
Inflation, exchange rates applicable for

context of the activity
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5. Project Quality Planning: O3,0¢23030 MYe9e3éd B0 O3eC%sS

What does project quality planning 3

involves?
Quality Process & Policies:

The  policies about  quality
assurance process to be followed, quality
controls to be in place, process
improvement being adopted are detailed.

Cost-Benefit Analysis

Project planner need to build
the business cases to present cost-
benefit analysis of quality assurance
& control process to demonstrate
benefits of :

e Significant avoidance of rework .
* Increase in productivity.

 Quality & Reliability of deliverables,
etc. factors which would satisfy
quality expectations and
accompanying cost implication.
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cont

Cost of Quality:

This section gives stakeholders details of
estimated cost to be incurred during the project
lifecycle by virtue of quality control & quality
process: bifurcating/highlighting the cost projection in
terms of
Conformance cost (Prevention costs, appraisal cost)
Non-Conformance cost (internal failure cost, external

fail cost)

Quality Metrics

This section will establish the metrics based
on which quality controls can be applied. Establishing
quality metrics is very important to ensure stability
and performance of the project. The parameters &
permissible values such as availability (acceptable:
98.95%), failure rate (0.02%) & frequency, budget
control (cost overrun <4%), etc all these essentially

governs & indicate health of the project to the

stakeholders.
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Quality Checklist T)£9a30¢€3,03 BDACOT0TES,,

Based on the best
practices, the project quality
planner may provide quality
checklist to ensure specific set
of project activities are
performed in standardized
manner. Such checklists are

quite useful in quality controls.
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Control Charts Qo039 363,030,

This is chart representation to
visualize process stability &
performance. The project planner
needs to specify the boundary &
threshold limits to indicate when
project stability or performance is
getting compromised. At what levels

who’s intervention is expected etc is

being charted out.
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6. Supporting Plans : FRRT O3l INSD

6.1 Risk Management Plan: 9TOOD NI F BT O3 PCLWR:

Assuming you are responsible for
setting up of a power plant and in the
wake of recent mishaps occurred in some
other country, government has enforced
stringent compliance requirement of
failsafe mechanisms at every possible
stages of power generation & disposal
management. And this compliance
requirement will get applicable to all
existing as well as new power plants. You
would be stranded if you have not
thought of occurrence of this event. What
would you do? Wouldn’t you be better off,
if you have had risk mitigation plan to face

such event?
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The project risk is futuristic uncertainty
that may occur during life of a project and can
affect project deliverables. The risk can be
recorded through cause-effect analysis. The cause
of risk could be some hypothesis, limitation,
requirement, etc. and the effect could be slippage
of timeline, cost overrun/save, performance
degradation/improvement, etc. of the project for
example — new regulatory compliance may be
enforced on power projects, economic uncertainty

may lead to higher cost of labour, etc.

Project risk management is about assessing
future uncertainties which can have potential
Impact on project objectives and the exercise of
creating risk management plan, prepares team for

effectively managing those uncertainties.

ASatzSodd (STARIOWN) SR T3
903, 330350NT3), e9T3) O WoI¢ TN e
2200 3RO, R0 RTIE) 503y,
OWWOIE~IN oW D3CBNY a30¢e3 A OlPIN

RACBWIBIT. TOU-TBO0NT dZLRBOD
AWOIS LA STARIOWA W AR L NS LA M AN ETADIOW N
TV TOTY) < TOR, I, 9TTTI
YIDNPINTWITIT)  2NI), YWT  BOToRN)
SOl In[oW 35e30°¢3,°, 2323,83:30,
93TNRIRTY /| NVPRPTD, TODEFTDI
©ESS  / ARI0Hm YIDNFPINTOD/IT) -
VWPB/CW/I  BRA QONOIZT  LISNRTHBON,
RPTOCT €3 DRRAPTWBITI) ABRCBIND,
SDET 9D, I3 BB, TONET  3WB,B,
FTOTED2I0N2OTOIT.

DYBT,  OR%, Do B0E3F  PeITT
909, 33NT, DPEANIRITIHTI, VT O3B0
NBLING €3 FOYPe3s BV 2ICTOTITID
NI, 9T De3E BFF O3ULLRON, T3 RIS
2050305, €3 €90, 3INTN, TOFBNTOOOIIN
Qe RO 30T, AW TRAS .



What can we expect from project risk management plan?
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1. Risk Identification 1. ©TOD MHBISRIIF
1.1 YB3 RDATF &30
9O A)EEBBOA ODNTRY, A0
DI e9TDIODNY RO,
MB3RIEE). NI, TR  300TBIC).
project team in identifying & reducing BRtxDe  30Bay) IITIERE  IO-
effect of risks on project. This can be AHODHICDHR, ©e3O0WATHIT. @I
ANOMERNINETOVWIRAJE IOV OWWINVIVVC ER ROt
DODAAWT DI, 3I0BW ATION
well documented & is easy to understand OIBETDREOD, YT 2>2350NGE.3
for team members. BT, AINTINRRLRWTIT.

1.2 950D [nisneH
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1.1 Identification process.
The success of the risk management

depends on the pro-activeness exhibited by

facilitated if risk identification process is

1.2 Risk Categories

The project risk planner specifies NBIBE  sheed RoBHBAOD B2
categories of the risks based on the eS0T X3 TWIOINY  [NENFD,
ADERBRAZT V. WT03, 3CaJ),

potential impact on the project objective

_ TN, VI;W.
e.g. catastrophic, severe, low, etc.



2. Risk Assessment
2.1 Risk probability and impact

Well established criterions to
help team members to assess risk
probability & impact.

2.2 Risk Tolerance

The plan to indicate what could
be risk tolerance level that would be
acceptable to stakeholders and what
strategy to be adopted if risk level
crosses the tolerance level.

3. Risk Responses:

The risk planner must define under
what conditions response should be to
avoid, accept, mitigate or transfer the
risk.

4. Risk Management
4.1 Mechanism

It outlines what approach to take,
whom to consult, what utility to use,
etc.

cont
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4.2 Roles and responsibilities

This section specifies who
should do what if risk occurs. It is
not uncommon to find armies
world over have defined
personnel to command and own
specific responsibility.

4.3 Budget Provisioning

This section marks budget
provisioning for known &
unknown risks and provide
justification of doing so.

4.4 Risk Tracking

It details who would track
risk, in what frequency, with what
inputs, etc

cont
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6.2 Communication Plan 03303 O30S
Projects get successfully delivery
only when people work together. Project
team can work together only when they
know what they should do and they
would know this, only when they are
informed about it. That’s the precise
reason why organizations should have
communication plan. Communication
plan is about establishing appropriate
channels to let correct information flow

top-down as well as bottom-up manner.
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cont

Identifying Project Stakeholders ASeeHIod NP8 MOV,

B3RP T
The first thing that needs to be done A3 3moN 203BS
at the time of creating communication plan B IODNT,  TWBREI  ReDOHTE),

2003 23CTOTI RRTOIONTI,
for a project is, to identify stakeholders of \

ABPEIOD PR BT, 03,
the project and their information relevance 9533 3393303 AECEIOWAN
(extent of information & time of MBI3ARTY (23503030 ), eI,

2300203 000, 2 LTRSS /

receiving/sharing information). Stakeholders
BOWBTRPS ANON). N 3A NOTT
could be customers (internal/external), o330 (£30303 / 20Ds),
vendors, employees, partners, etc. and of e300 ENMTTY, VTBRLNNSD,
DODIITD, N3, DB T,
ROTEIDHEA. NI BOINT).
WRDO3T B8RP, DYND;3 03I,
Importance & influence over project. O3RLZO3 308e3 23953 LTI,

course at different levels in the project

organization with differential interest,



Planning project communication:

It is important for project manager to
categorize project stakeholders & identify apt

communication channels as per stakeholders’

category. Such arrangement will save project
managers’ time during project execution while
dealing with amount of information he/she receives

& has to communicate.

Just for example, some stakeholders
necessarily have to receive certain information (e.g.
project sponsors to know about achievement/failure
to achieve milestones in respect of specific timeline)
similarly; project planner can identify categories of

project stakeholders such as follows.

cont
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For each of the identified

stakeholder category, there has to
be modes of communication that we

need to establish as appropriate to

the context of the project.
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Project manager need to be clear about how

information would be gathered & shared-

Receiving information: should it be
through meeting (e.g. User Acceptance
Test meeting with customer) or over
email (collect status of activities/issues
over email or s/w tool from team

members )or some other means.

Sharing Information: should it be done
through meeting (e.g. stakeholder
meeting) & then sharing MoM mail or
over email (project activities are to be

completed by team members).

2300303 000, SBT3 TI0:
9T APOD NPT YTWIZ (SVT.
NYBTICLRODN  WPIWOTT A LT0T
RBOCT, 7)) 90 Y3’ eNPOT
(WENWEITNY 2, 38 / ARDARNY Qadoter®
NPT 9P S0BHW AWAO0T s /
W QBT  AOMA) 95300
B3T IPOINY 2NRDT.

003030V, BOW TR ,H)T:
BT, APOAD 2NPOT  35r323T
(QVTR. XRsANRCT AI) a0, SO3T
MoM &3¢ 9300 Bl eDROT
BOWBTRLICD (O3B
WENBEITAYI), 3IoBT  ITR
FPRENRPAICD).



6.3 Procurement Plan: 2002 Q300

Project procurement plan
documents purchase policy illustrating
buy/lease/rent

purchase  process,

decisions, vendor selection,
negotiation, financial concurrence,
duration, legal concurrence, etc. Also it
should chalk out roles authorized to
make tendering process, financial &

legal concurrence, and

approval/rejection decision.
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What can we expect in
procurement plan?

Apart from above factions
project planner needs to specify
how procurement statement of
work (SoW) or RFQ/RFT to be
organized or tracked, sourcing
criterion, vendor selection
criterions as well document the
make-buy decision approach &

escalation matrix for the same.

DOCD 03RCHRoH). o) EATVA

RDOCE TWIITI?

BT WINY BRTIN
DYBT, VAST® TOAW AONDH
LT (SoW) €953=39 RFQ / RFT €930,
DR ROFTEIRID 9P €39)5T°
e300 23T, ALCAEOTT 2T OT,
300008 MTT 303,
ROIWOBNEY DI, &9k O3
3000F-DVCE)  DPIEFT PO
N3, VO, LINR T ,IT O
e00583T% €980, TRV RLILB.



NGO Governance: An Accountability and Transparency cdc), 2. STRBPS:
20003 BPBNDT N3, VOTWIETI

Definition of Accountability:

Accountability, as its simplest,
means holding officials responsible for
their actions, and establishing criteria to
measure the performance of officials, as
well as rights and mechanisms to ensure
that the standards are met. The UNDP
states that, those who are chosen to
make decisions in government, business
and civil society organizations should be
accountable to the public, as well as

institutional stakeholders’.
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NGO Accountability works at
the macro-level as well as the
micro-level. Accountability at the
macro level implies ensuring
congruence between institutional
policy and actual implementation
and the efficient distribution and
use of organizational resources. This
requires not only  financial
accountability but also effort on the
parts of internal and external actors
to monitor the overall economic

performance.
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Sources of funds for NGOs: ), 2.TPT BT aDROTISD:

Internal

Members‘ subscription
Service charges
Sale proceeds

Transfers from
commercial ventures

Income from
investments

Donations
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Government

* direct allocation

e partnership/subcontract
Private donations from

* the general public

e the corporate sector

Borrowing from:
 PKSF
 commercial banks
* NGOs

Local
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Foreign
* International NGOs
* Foreign governments

* Foreign private
donations

 Multilateral agencies
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Macro - Financial Accountability e350530,¢ - 3BeT0R) BRBMEDF

There are two main aspects of
macro accountability: financial
accountability and accountability for
Financial

economic performance.

accountability involves proper
functioning of the accounting system for
effective expenditure control and cash
management, and an external auditing
system, which reinforces expenditure
control by exposure and sanctions
against bad spending and corruption. It
also includes mechanisms to review and

act on the results of audits and to

ensure remedial action.
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Accountability for economic

performance relates to the

effectiveness of NGO policies and

implementation, efficiency and

efficacy of resource use. Internal

actors (governing board) as well as
(government and

external actors

donors) have a responsibility to
monitor the efficiency of resource use

by the NGO sector.

[cont
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Micro- Citizen Voice and Accountability:
RRTF, VONOT ) a0, YVZTOON3I,:

Accountability at the micro-
level is increasingly emerging as a
focus of the NGO sector in
Bangladesh. It entails shifting of
accountability directly to citizens and
service receivers. There are two types
of mechanisms to enforce micro-level
accountability,. They are  exit

mechanisms and voice mechanisms.
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Exit mechanism denotes the
scope of service users to exit from
an unsatisfactory service. Such an
exit risks incomes and affects the
job security and pay prospects of
the service provider‘s contracting
out and promotion of competition
within NGO sector. The crucial
element in all these measures is
competition, enhancing better

performance, and discouraging

monopolies.
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The voice’ mechanism allows
articulation  of  preferences and
demands by the service users. It is
empirically proven that accountability is
increased when NGOs are made more
responsive. Information dissemination
among the service users is one way to
enhance accountability. The voice can
be heard through participatory
planning, evaluation of NGO programs.
Besides, incorporating the service users
in the decision making body (e.g.
Executive committee of the NGO) can
create the opportunity to raise the voice

of service users.
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cont

Though these mechanisms are some
extent in operation their effectiveness has
not been uniform. Both these mechanisms
are availed mainly by rich people. The
poor cannot often demand accountability
from NGO officials, as they do not have
enough voice. Besides they cannot easily
exit from services because of economic
restrains. More recently, there have been
efforts to include poor service receivers in
decision— making and regulatory bodies of
NGOs. Still it is debatable how much space
and

is made available to the poor

marginalized people.
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Free Flow of Information and Accountability:

23093038 2NI), BRHBNROTOD W33 BOD):

The free flow of information is crucial
for accountability. The need for the free
access of information goes beyond the
facilitating accountability. Vital data such as
that relating to NGO accounts, composition
of board members, employment, cost of
programs, day to day expenditures and the
project components are frequently withheld
from the public. But such information is
essential to permit public debate of the
performance of a NGO. Moreover, good
social and economic data are important for
development planning and their absence is a

hindrance to development.
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Transparency: 0T ET3:

A critical dimension of NGO
accountability is transparency. Transparency
allows stakeholders to use critical information
and hence, defend their interests. Transparent
systems have clear procedures for decision-
making and open channels of communication
between stakeholders and NGO officials. They
made a wide range of information accessible.
Responsive NGOs must be transparent and
function according to the rule of law if they are
to be equitable. Transparency protects against
authoritarian decisions, the misallocation of
resources, and corruption. Transparency in
decision-making, implementation and easy
availability of relevant information by program
actors is an essential element for good

governance. It helps reinforce accountability.
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From a human rights
perspective, transparency is a
people’s right to know about
the actions of the NGOs. In this
context transparency is
essential. Transparency is a
prerequisite  for  successful
beneficiary  participation in
program design and

implementation.
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For NGOs practically it means making
readily available for public scrutiny all NGO
accounts and audit reports, a practice that
most NGOs strongly resist for obvious
reasons. There can be little justification for
secrecy and any exceptions need to be
carefully limited up to a certain range. This is
not a question of government intervention in
their internal matters, but a matter of good
governance which NGOs always try to
promote and propagate. More importantly
every citizen has a right to know about the
financial as well as programmatic information

of NGOs.
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An Operational Framework for NGO Accountability and
Transparency d), 2 BRBMDT 03D, DOTWIETINoN FoOIE2FTTBOD

FOBE,

The NGO accountability can be
analyzed and understood from two
perspectives i.e. internal and external
accountability mechanisms. NGOs’
accountability to themselves usually means
internal accountability, i.e. accountability to
their goals, aspirations, mission, and staff.
This internal accountability is not always
useful. In the ultimate analysis it s
performance of the staff and
appropriateness of their judgment for which
NGOs must be held accountable. Internal

accountability mechanisms of NGOs suffer

because of:
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the case with which they tend to
change their goals and the
inordinate influence of charismatic
leaders, plus a rapid turnover of
staff and the need to keep an
united front against the enemy ...
and lead to rule by a self-selected

and self-perpetuating minority.
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External accountability
mechanisms work when an organization
and its functionaries answer directly to
stakeholders. For NGO these
stakeholders can be government,
patron/donors as well as
clients/beneficiaries. NGO
accountability to patrons includes
within its realm relationship between
NGOs and donors — internal and
external. Internal donors are individuals
who make small contributions usually
for much broader activities of NGOs.
Governments, foundations, bi-lateral

and multi-lateral organizations and

other NGOs constitute external donors.
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They make  substantial financial
contributions to NGOs for undertaking
specific activities. In this mode donors
make NGOs responsible by ensuring
that their financial contribution is spent
for specific and designated purposes.
NGO clients comprise beneficiaries of
their programs. The beneficiaries
receive goods and services from NGOs.
In the case of the direct beneficiaries,
NGO works directly with them. The
indirect ones include those who are in
the catchments of NGO activities’,

community and the state.
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In sum, internal and external
accountability of NGOs and the issue of
transparency can be well understood
from three perspectives: The NGO
governance in is concentrated within

these three areas.
Accountability to the people (internal)

Accountability to government rules

and regulations (external)

Accountability to funding organizations

(external)

cont
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NGO Accountability QD(S&?A) @D%@Q@Oﬁbéd

¢ O DBRBNRDT

Accountability to the people
Accountability to government . ﬁ@?_dﬁ, DRHBNOOT

Accountability to funding e DA/ ﬁoﬁaﬁ
organization o3 UC&DO&)@
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The big question is how this
accountability and transparency are to be
achieved. Participation of clients in NGO
decision-making is one of the established
ways of achieving it. But participation in
many instances has not succeeded. Rather,
participation turned out to be a tool that
enabled local communities to agree with
what NGOs already intended to do. In the
following section we shall explore the
accountability frameworks (both internal and
external) and processes exist in Bangladesh
and try to critically analyze the effectiveness
of these mechanisms to the mandates,
claims and constituencies of development

NGOs in Bangladesh.

cont
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NGO Accountability in Bangladesh
230073 GCBTIC). D), 20 SV TN I,

Accountability of NGOs in Bangladesh can
be analyzed from internal and external
perspectives. Internal accountability includes
mechanisms available within a particular NGO and
the external accountability covers mechanism
which from outside monitor and evaluate activities
of an NGO. Internal accountability can be equated
to some extent with downward accountability, as
the role of client/beneficiary is included in this
category beside purely mechanisms available
within a particular NGO’s organizational set up.
External accountability is also termed as upward
accountability in the literature and includes
government NGO and donor-NGO relations. In
other words, in Bangladesh multiple layers of

accountability, though flawed, are noticed.

e030T  NI), WOBs YR TRISNPOT

239070 B3T3 DV RWNY BPTBMNRDFTONT),
dFLARVTIT). S03DT  BRBWMOTON)  DDER,
VW), (SYAINIOAV LRIOWTNIARIVATE NV

WPRPROBT NI, LB/; BRBWMNIDTON) BRTNNOTI
RN0B%  FENTEITAPD, P50 BN 2300
D), FPOEIOBVS eI TOODE I3,
WHNRORT. 303DF BRBMEDTONNY, A&, a0E3,N
FTPRNY  BRBMROTABRODR RedXNTORWIID,
NDTOWT ADFR, NOVWS AW0AT  AOIBIONE),
©35edTVE  ROTJPE  TOONEIPOSNY BRTIoN
T 408F | POONPINY TS, B SRERD,
ADRINT. 0BV  DRABMROTONST), A 353E).
RN BPBWMOOT DO TEONIMIET NI,
RTETT D)% NI, DON-D), 20 AOWOBNFI,
WFNRODT. 3¢3 0e30H ). B Pe) T3,
WO CAIWE).  DVRBMDITOD  OXF  JWONSD
BRLRTPDIDNTS B NedIT, T3 &3.






Guidelines for Project Writing:

9T, WIORBNRN HenFIo3ned

1. Fox_od i, e
ROAO0D A, MONS) N3,
SN, BBPS DoBY |/
NOBPOD AWRST Jad3T, AP0

I. Information about the Organisation

Give the year of establishment,

aims and objects of the organisation,

profile of the governing body/ board 3533633, SBLT0I, T Go33
members,  periodicity of  meeting, (BTN BSRESPNYESY), AT
administrative structure (preferably an 3RDTRE 3000, e
organogram), pattern of decision making, )T, NOBE TLINY nee3
focus on key trust areas and capacity to FCORLTDA 203, CSJAOTNINAN
raise funds. RO RIS ADNTIE 330y ~IEED..
I1. Mission Statement Il 120. B 3eCB LT JBTH
Define the principles and objectives of the ROXLOD  SgMeh 203y, HTLINTD,
eJa3DA.

organisation.



lll. Projects Implemented/Under Implementation
O3RN 9NTWI,S / LIRS TS

Information on projects implemented
and their status. Also indicate the sources of
funding giving separately views and
comments of agencies that funded the
earlier projects or those under
implementation, life styles and class of
beneficiaries, geographical area covered and
project duration. Main features of the
project and its short and long term outcomes

expected outlined.

Zo0R 308 ABHINT) NI,
OIYNY A 3N3ANY 3. 0D
RBAEINPR  OF0 IDVER,ST,
WwPBE, NDBI NS, RS FOneh
TN, VOO INY BNE, LPNRCPT
BT 203, ABBLHIOT 93PN,
)35 TeooN 0B AT QPN
ENRONTI), A AR, ORI
NYs OTLANY) e2NI), 9TV IO
DI, DETIERPOD POIOINF I,
Je30RNG.



IV. The Project O30@€2:

Demographic data of the proposed
beneficiaries, socio-economic conditions
prevailing in the intervention area (s), and
the problem(s) the proposed programme/
project aims to address. While giving the
justification and the rationale for the
project, note may also be made about the
availability or otherwise of similar
programmes in the given area, their
location, activities during the
implementation phase and services to be
provided by the sponsoring organisation,
the nature and extent of community

participation in project activities.
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Give information about staff
needed in house and from
outside the organisation, for
implementing the project. To the
extent feasible, requirement of
each staff member, level,
designation and job description
should be furnished and an

organogram attached.

V. Human Resource Requirement: sddoced A0R S INI;

OWOI-INIOWINAN
EINTW,INAPID) NI,
N3), ROA 0D BVRTNIOTI
eINB5edTe3 AW, 0NY 073,
3003038 DEE. TOONE RO 5a00T
DENR, TS AW,0D ATRC
93TsTI, aDNE,, BT, NI,
FOAT eJe3TBTBONT
22BN LI NI,
eSNESRNY® ONS RLICH.



VI. Objectives of the Project:
O3RLBOD NT L3NS

The project objective should

SMART: Specific, Measurable,
Achievable, Realistic, Time
bound-should reflect how
envisaged activities would lead

expected achievements.
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VII. Project Beneficiaries Q30023030 BI03d23edN S

OWOIE N OV SIS IROIN O]
320N DI,  BTETN
ANOWOIK VA« IOV VI @
RO0B 00V, ARWAWTIT.

The number of people likely

to benefit directly and indirectly
from the implementation of the

project may be indicated.



VIIl. Project Implementation Strategy: O3, €% €930,

303J

The  strategy of the
organisation as a whole and for
different stages of project
implementation should be lucidly
explained. It may be useful to

furnish a detailed step by step or

stage wise implementation plan.
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IX. Project Monitoring

Briefly outline the process, the
mechanism, for implementing the
project and spell out how and at what
intervals and by whom will the progress
of the project be reviewed so as to
ensure that it proceeds as planned with
the given objective in focus. The review
must also provide for corrective steps
where required. In house staff of the
organisation and external experts
associated with the project, may also be

involved with project monitoring.
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X. Duration of the Project 03¢0 93D

Information about
the time span assigned
for implementing the
project overall and in

stages may be given.
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XI. Budget :2023¢&3°

It should give details of all
components of the project, such as
capital expenditure, recurring
expenses, and total project cost, the
extent to which it will be financed by
the agency on its own or with local
contributions; unit cost may be
worked out and funds allocated for
various activity components

specified.
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XIl. Agency’s Own Contribution: &23c) O X003 TRTIN

The extent to which the

agency would meet the cost
of the project from its own
resources should be

Indicated.
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XIil. Publicity to the Donor/Funding Agency
) | RRTOOD DT, &3)2300

Whenever a donor/funding  agency
provides funds for implementing a project, it looks
forward naturally to the sponsoring agency’s public
acknowledgment of the former’s contribution to
the project cost and appropriate mention in
different for a about donor agency’s interest in and
anxiety to help speed up the process of
development and socio-economic empowerment
of the people concerned. An idea of how the
organisation would try to spread awareness of the
donor agency and its philanthropic and other
activities of interest may be given. Featuring the
donor/funding agency on banners, pamphlets,
newsletters, website of the organisation etc. is no
longer the only tool available to build up the image

of an organisation.
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XV. Project Time Line

A time track about planning and
implementation of the project should be
clearly outlined and expected date/month
of completion of each segment also
shown in tabular form. All activities
mentioned in the project implementation
strategy, should be written on the left
hand side of the table. Separate columns
should be provided for each, tick marked
or shaded against the activity and the
time by which it is expected to be

completed indicated.
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2.

Documents to be submitted with project proposals
ARBRLBION TR INLRODN WNSNPT), A JLICT

Nature or organisation (Trust,
Society etc.) along with date and
number of registration and

certified copy of the registration

Certificate.

Certified copies of the basic
documents (Trust Deed/Bye-
laws/Memorandum of

Association/Rules and Regulations/
Name & Addresses of Trustees or
Governing Body

Members/Objectives, etc.)

DT0T NI, SECOWD FODBs 203,
SEEOBHD  FyehoeBIE 353003683
B3 BRI [T T XN0A, (EYRT,

APRLES AI;!).

DR WODSBNY W33 [ANS (AT,
BT / ARSI /
OAPCARBNRT® DRV PTI0OBR® /| TR
0T VMR, /| &ANY BRTY DI,
LDPOANY) BP0 SWPI DDOBY ABAT) /
VW L3NS, BIosD)



. . c RAOANODN BSBLI DOBPL O AWRSTD,
3. Details of governing body members of the 9530 FOONETS), BIRNYD, SVTZRLLT,
organisation, their manes, designations, ?%%g%ggggigggg%dﬁ%ﬁ

occupation, address and expertise in any

, , ¢ AFPFALST R Tje0R I B)3
particular field etc.
. ¢ FRIONTWIN &B)TEITI 2ONET
4. Copy of FCRA Certificate BB B (330030N FH3 3
. IRENYD)
5. Copy of the last published Annual Report

(Preferably last 3 years) ¢ S3B,TD3RCEFT SO 203, 23053,
ICES (3NCIIN FFT 3 B3RENDD)

6. Auditor’s report and balance sheet (Preferably

¢ DI3NY TPIOD 37,30FCEIOD

last 3 years) BELTOR) eI T3 33 (G0N
7. Certified copy of the last audited statement of T 3 23RETI)
accounts (Preferably last 3 years) ¢ 300 30N )OS A3, Togn°
R0 530, BBLIS HDAHLIIOD
8. Income tax exemption status, PAN number and A

copy of the latest notification



9. Brochure of the organisation comprising brief
history or background of the organisation
along with brief description of earlier
projects implemented/executed by the

organisation.
10. Administration structure of the organisation.

11. Certificate from the organisation stating that
it is not receiving funds for the activity
mentioned in the proposal from any other
national or international donor agency or

State Government.

12. Signed declaration by the Chief Executing or
Head of the organisation accepting
responsibility for the project proposal and its

contents.

cont
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Project Formulation

Project - meaning of

A Project, in common
parlance, is a plan with specified
objectives to be achieved within a
specified time frame and with
specified resources. With
reference to NGOs, a project Is a
means to bring certain desirable
changes In the conditions of a
target group, within a specified
time period and cost.
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b)

Project Formulation

The process of project

formulation involves
Project planning keeping
project ‘idea’

Comparative appraisal for determining
priority the project should receive, for

allocation of resources within the financial

constraints.

The exercise of project formulation is
necessary to ensure that the project is
technically sound, economically viable and
socially desirable and fits within the overall
economic objectives of the

donor/sponsoring body.

in view the
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project formulation requires
lot of time, labour and monetary
Inputs. A project has to meet the
various criteria of the implementing
and funding agencies. In case the
project idea is not acceptable to the
organisation or donor/sponsoring

body, whole labour, time and

money spent on preparing it shall

go waste.

cont
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Following steps should be followed in project formulation process

Step - Conceptualization 30 3- VOTO_ ;S

a) Identifying the Problem: Rz0R 0300, MYTISRIeY)T:

Conceptualizing the problem is first step
as it has a direct bearing upon the nature of
program activities. Program activities are the
conscious efforts to reduce or eliminate

problems.

The problem can be of some innate need
which may be economical, medical, educational
or recreational which hampers or undermines a
person’s adequate living, or it may be of stress
social,

(psychological, physical or

environmental) which renders the person
ineffective or disturbed in carrying out his social
roles. One must understand the community
problem, consider the background and the

theoretical aspects of the problem.
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Different tools and sources
may be used to have realistic

Interpretation of  problem.

group
meetings, focussed interaction,

Individual contacts,
surveys, secondary data, research
studies, records available with
different groups organisations or
departments, etc. are the most
common ways of data collection.

cont
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b) Finding Solution to the Problem =) BDTBOT33), TOTIGEOINIHTI)

Program activities are the possible
solutions to the problem this requires a logical
understanding and analysis of the problem. The

problem may be deals in two ways.

1) Remedial approach provides an immediate
solution and is generally of short-term nature.

2) Developmental approach envisages on
providing a permanent solution to the problem

and has generally a long-term effect..

The solutions can be evolved through
team work by involving other like minded

people, staff and outside experts in the field.
c) Listing the Activities:

Possible activities to achieve the
envisaged solution should be enlisted. Program
activities need not necessarily reduce the effect
of hindering factors only, but also take care of

the promotive activities.
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d) Building Consensus opinion: 2,53, 3% €92)a09,00a3:3, a)eddE R TI:

A project is a team work involving
community people, volunteers and staff. All
aspects of the problem, possible solutions
and action plan should be thoroughly
discussed amongst the entire time.
Concerted interaction will ultimately result
in removal of visualisable impediments and
refinement of the action plan so as to make it
successful. Various components of the
project, their relevance to the people,
requirement of resources, implementation
strategy, etc. should be discussed in detail. It
necessary advice of experts of experts in the

concerned field may also be obtained.
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Step II- Planning : 003 Il- Q302

Planning is a conscious thinking and
deliberations for creating logical means of
achieving desired goals. It fosters the
thinking of a group of people, posed for
development, and synchronizes their
thoughts with their needs and abilities for a
well considered action, resulting in their
welfare. Planning is necessary for providing
effective services, constructing
infrastructure, setting up an administration

organising conferences, raising funds etc.
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The basic principles of planning are:o8etx80d e 33, Ned

a) Participation at all levels:

Planning involves discussions with all
concerned departments and individuals. It
should not just come from the top. Planning
ensure participation of all levels instead of
one man at the to deciding everything on his

own thinking.

b) Continuity:

Planning is a continuous process.

Consistent review and introspection is
required, so that any pitfalls in the plan are
removed if the plan is not achieving the
targets. Planning thus has to be done on a

continuous basis.

a.
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c) Objectivity: In order to
make a plan effective, Its
objectives must be stated In
advance, iIn clear and

unambiguous terms.

d) Evaluation:  Effective
methods of  evaluation
should be used to ensure the

effectiveness of planning.
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Step llI- Objectives :3003 Ill- QLT L3S

Objectives are statements of what an
organisation intends to accomplish. The general
purpose of NGOs is to render service to humanity.
However, each NGO has a particular goal which
should be stated in a clear statement, for example, to
provide education to poor children, to provide
vocational training to school dropouts, to extent
soft-loans to farmers, to tackle dowry deaths. Etc.
the objectives should always be stated in positive

terms.

The objectives of the organisation should
preferably be stated as yearly targets, either in
advance or on a year- to year basis. The targets may
or may not be achieve but the targets should be

realistic and pragmatic.

The yearly targets will then transform into

yearly action plans and budgets.
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Step IV- Organising: 303 IV- §05*é3R1) T3>

Organising means systematic
arrangement and allocation of resources
(including human, goods, services and
financial resources) with a view to achieve
the pre-determined goals in the most

effective manner.

Organising involves-

Drawing an activity plan based on the targets
set;
Seeking volunteers for delivering the

services;

Staffing of paid employees, to the extent
necessary;

Arranging necessary supplies by way of
donations in kind or by procuring from the
market;
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cont

Arranging finance for the activities of .
the organisation which are not being
supported by donations, and for the

administration and overheads.

Once the resources have been
acquired they need to be co-ordinated,
optimally used and controlled in such
a manner that they are instrumental in
the achievement of the desired goals

In the most cost-effective manner.
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Step V- Budgeting 003 V- 2023¢3°

Once the resources necessary in
achieving the organisation’s objectives
have been identified, these are then
translated into monetary terms. The
various sources from which the
necessary funds can be tapped are also
identified. This process in know as
budgeting which involves stating the
various sources from which money is to
be raised during a particular period and
the activities on which the money will

be utilised.
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A Dbudget is thus, an important
document for assessing the financial
requirements of an NGO. A budget should
normally be prepared for a period of 12
months, which may be financial year or

calendar year.

The income (sources of funds) and
expenditure (application of funds) sides
should always be balanced showing deficit or
surplus. If there is a deficit then the sources
from which it shall be met or the measures to

reduce expenditure should be indicated.

A budget should be prepared well in
advance. It should be realistic and accurate,
while also providing for certain unforeseen or

abnormal expenditure.
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Donors play an important role in

translating a project idea into reality.

Donors have to be influenced to consider a
project, convinced about the project’s
viability and persuaded to extend their co-
operation. Raising funds for a project

involves:

Identifying the donors: Potential donors

may be individuals, corporate bodies,

industrial houses, other

trusts/organisation,  funding  agencies,

should be

identified with respect to availability of

government etc. donors
funds with them and their conviction to a
particular social cause. To ensure continuity
of its operations, an Ngo should not
depend on one agency alone, it should

rather be supported by a number of

Step VI- Rising Funds 3003 VI- G3AOTY 5O,
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b) Communicating with the donors: the

most common means of
communicating with the donors are

through post, personal visits, giving

advertisements/pamphlets in
newspapers/magazines, distributing
handbills, etc. The initial

communication should be brief but
convincing and persuasive. Interested
donors may be sent detailed proposal

either by post or personally.

cont
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c) Preparing Project Proposal: Usually

large funding agencies such as
Government, foreign agencies and
big  industrial houses require
information about the project in their
own format. However, they may at
times leave this job to the NGO.
Besides, if the NGO has prepared a
detailed project proposal it will be
helpful in furnishing the information

in the format of the funding agency.
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A project proposal should

have sufficient information on the
credibility of organisation the
problem and why it is necessary to

find  solution, feasibility or

programme, resources required,

achievements made so far, etc.

cont
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Thank you
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What is Project?

Project characteristics?

www.projektor.ee/pm/#framework
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Project Characteristics

Temporary

Unique

Definite beginning and end (finite)
One-time

Interdisciplinary

Innovative

Incremental

www.projektor.ee/pm/#framework
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Project Definition

Project Is a temporary effort using limited
resources in order to create the unique and
measurable outcome
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Project VS Operational Work

* Project - temporary and unigue
* Operational work - ongoing and repetitive

?
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Projects and Strategic Plans

Project objectives should be based on real life needs:
Market demand

-Organizational need

Customer request

*Technological advance

Legal requirement

www.projektor.ee/pm/#framework
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Project Management Definition

Project management is the application of
knowledge, skills, tools and techniques to
project activities to meet project requirements
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Project Management Includes

ldentifying requirements
Defining project objectives

Balancing the competing demands of quality, scope,
time and cost

Balancing expectations of different stakeholders

www.projektor.ee/pm/#framework
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PM Triple Constrain

« Higher quality
* Lower price
« Shorter duration

Quality

Price Time



Project Lifecycle and Areas of
Expertise

www.projektor.ee/pm/#framework
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Project Phases and Processes

'Execution Control
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Initiation Planning Execution/ Control Closing
Scope Scope Scope definition Scope verification
statement WBS Scope control
Time Activity definition Schedule control
Duration estimation
Activity sequencing
Schedule development
Cost Cost estimation | Budgeting Cost control
Quality Quality planning Quality assurance
Quality control
Resources Organization planning Team building Team close
Resource planning Team management
Info Communication planning | Info distribution Final report
Reporting Archiving
Risk Risk identification Risk monitoring
Risk analysis and control
Response planning
Procurement Purchase planning Contract Contract
Plan contracting administration close
Sellers selecting
Integration Project charter | Project plan Change control Project close




Initiation

Scope
definition

Project Planning

!

Quality
planning
WBS Activity Activity Duration Schedule |
— definition sequencing estimation development
Organization Resource
planning planning |
Communica- . Project
.O . If:a Budgeting olec
tion planning plan
Procurement Plan Seller Select
planning contracting responses sellers
Risk Risk Qualitative IQuantitative Response
management| |identification analysis analysis planning

www.projektor.ee/pm/#framework
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Project Execution and Control

Team |
development

Schedule

—3
control

Information ——j Project [ Scope Change L

o Reportin e
distribution execution P & [ verification management

Closing

Planning

Procurement Cost
management control

Quality
control

Risk
monitoring

—
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Project Classification

Construction and industry projects
Product development and production
Management projects

ICT projects

Health care projects

Research projects

?
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Project Organizations

Functional
Weak matrix
Balanced matrix
Strong matrix
Projectized
Temporary team

www.projektor.ee/pm/#framework
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Project Manager’s Role and Org Structure

Organization Matrix
Structure

Project Projectized
Characteristics Weak Matrix | Balanced Matrix | Strong Matrix
Project Manager's ; o Low to Moderate High to
Authority Litye:or hons Limited Moderate to High Almost Total
Resource . . Low to Moderate High to
Availability Little or None Limited Moderate to High Almost Total
Who controls the Functional Functional ibad Project Project
project budget Manager Manager e Manager Manager
Project Manager's . . . . i
RoIJee % g Part-time Part-time Full-time Full-time Full-time
Project Management ; . ; . ,
Administrative Staff Part-time Parttime Part-time Full-time Full-time

BMBOK Guide
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Role of Project Manager

Project management body of knowledge (PMBOK)
Application area knowledge

Understanding the project environment

General management end knowledge skills
Interpersonal skills

www.projektor.ee/pm/#framework
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PM Standards

 PMI — Project Management Institute — www.pmi.org

 PRINCE 2 - Projects In Controlled Environments —
www.axelos.com/best-practice-solutions/prince2

* IPMA — International Project Management Association
— www.ipma.world

www.projektor.ee/pm/#framework
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Project Management Software

www.projektor.ee/pm/#framework
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Desk Top Software

MS Project (PC) — www.microsoft.com/project

Oracle’s Primavera (special versions) -
www.oracle.com/us/corporate/Acguisitions/primav
era

Libre Project (free) — www.projectlibre.org

Omniplan (mac) - www.omnigroup.com/omniplan
Turbo Project — www.turboproject.com

www.projektor.ee/pm/#framework
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Online Environments

MS Project Online — www.microsoftproject-
online.com

Zoho — www.zoho.com/projects
Trac — trac.edgewall.org

?
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The End of the Framework
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