[image: ][image: ]




Module 7 - Project management for sustainable development

IO1 – OUTSIDE Toolkit for Teachers




Session 3 - How to manage a green project

TEMPLATE 7c part A
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Given the template 7c part A, the trainer asks the teams to identify:

· the project timeline
· the potential risks
· expenses and estimate budget
· the main internal and external stakeholders of their project


SCENARIO A – planning the end of the school year party

SCENARIO B – organizing your best friend birthday

SCENARIO C – planning your summer vacation

SCENARIO D – organizing the fundraising for cleaning up the school area


Students are given 45 minutes to discuss together and sum up the results of the discussion by filling in the table on the next page. The appointed communication officer takes notes and prepares a few slides for the project presentation that will happen at the end of the 4 sessions.
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PROJECT TIMELINE (GANTT CHART)

	Activities/tasks
	Responsible
	Weeks/months

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	1.1 book a meeting with the school principal
	Project manager
	
	
	
	
	
	
	
	
	
	
	
	

	1.2 organize a meeting with the teachers
	Project manager
	
	
	
	
	
	
	
	
	
	
	
	

	1.3 identify the rooms/areas of the school to be used during the event
	Project team
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	




RISK MANAGEMENT PLAN

	Risk type
Select the risk type: management; technical; organizational; external; communicational
	Outcome
Describe the possible outcome for the risk identified
	Rating
Identify the rating: low, medium, high, extreme
	Likelihood
Identify the likelihood: low, medium, high
	Proposed actions to mitigate the risks
Describe the proposed actions:
	Risk owner
Indicate the team member responsible for monitoring the risk

	Ex. Rain - External
	Not being able to use outdoor spaces
	High
	Medium
	Think of a plan B and be ready to carry out the event indoor
	Project manager

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





FINANCIAL PLANNING

	COSTS
	
	INCOME
	
	
TOTAL

	Expenses type

Identify your expense type: material, equipment, travel, accommodation, food & beverage, services, other
	Expense description

List all the foreseen expenses
	Cost estimation


Estimate a cost for each expense item
	
	Income type

Identify your income type: sponsors, participants contribution, investors, own funding, public funding, other
	Income description

List all the foreseen expenses
	Income estimation


Estimate the income value
	
	

	Ex. food and beverage
	Catering for 200 people
	3000€
	
	Participants’ contribution
	Families’ contribution
	20€ per student
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
TOTAL:
	
	
	
TOTAL:
	
	
	




STAKEHOLDERS REGISTER

	Stakeholder name

	Stakeholder type

Internal/external
	Interest

low, medium, high
	Impact

low, medium, high
	Expectation

Describe what is expected from the stakeholders
	Comms requirements
Indicate communication channel and the contact

	Ex. Jim’s catering
	External
	low
	Medium
	Provide catering service for the party
	Email/ phone

	Ex. Jonh Doe (school principal)
	Internal
	High
	High
	Allow the party to happen, approval of the plan
	F2F meeting
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