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Introduction to Project Planning
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PROJECT PLANNER
Project Outline: 
Project Date/s: 
Project Time/s:  
	Item
	Action/Description
	By Whom?
	By When?

	Project aims

	
	
	

	How does this fit my organisation’s aims?

	
	
	

	What stakeholders are involved?

	
	
	

	Exact location?


	
	
	

	No. of volunteers / team members required?


	
	
	

	TEAM roles


	
	
	

	Volunteer & TEAM Management


	
	
	

	Selection/Training


	
	
	

	Resources required

	
	
	

	Transport 

	
	
	

	Budget requirements


	
	
	

	H&S

	
	
	

	Insurance

	
	
	

	Marketing & PR


	
	
	

	Contingency Plans


	
	
	

	Other Notes
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