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Project Planning Toolkit (Word Templates)

Project Selection Tool

Use this chart to help you compare project ideas. For each idea, think about pros and cons. Discuss! Then rank each project on a scale of 1 to 5 (1=not feasible, low impact; 5 = highly feasible, etc.). 


	What We Care About
	Project Idea 1:

Overall Ranking:
	Project Idea 2:

Overall Ranking:
	Project Idea  3:

Overall Ranking:

	Feasibility

Can we really pull it off?

· Scope

· Costs

· Time needed

· Time of year

· Expertise or skills needed

· Permission required

· Other potential barriers
	
	
	

	Potential Impact & Influence

What or who will we affect? 

· Results

· Audience

· Current community needs/issues

· Potential collaborators
	
	
	

	Logistics

Can we access what we need?

· Materials

· Funds

· Adult support

· Transportation

· Scheduling
	
	
	

	Your Environmental Ethic

If we could do anything, would this be it?

· Matches environmental ethic

· Personal and career interests

· Group member roles and contributions

· Time group members have

· Connections to other classes or activities
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Project Plan
Go to www.worldwidewaldens.org/data/plantoolkit.doc to download this tool in Word.
Group name: _____________________________________________________________

Group school/organization:  ________________________________________________

Title of project: ___________________________________________________________

Environmental problem you are addressing:

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Explain how your project helps to solve this environmental problem:

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

List specific tasks and products and when you will complete them.

        Task:







                  Date:

	1.
	Make list of resources needed and budget.
	

	2.
	Get necessary permissions.
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


Project Resource List 
Make a list of the resources and materials you will need for your project.
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


How will you get these resources (donation, loans, purchase, etc.)? If you plan to spend money to purchase some or all, please create a project budget (next page).
_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Project Budget
List any costs associated with your project. Use this worksheet or attach a copy of your budget.

        Items/Materials:                          Cost:                        Notes/Comments:

                  
	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	

	14.
	
	
	

	15.
	
	
	

	Total Cost
	


Total Cost in US Dollars (if other currency used):     
Project Planning Questions

Use these questions to help work out the finer details of your project plan.
1. Are the goals and desired outcomes of the project 100% clear? What do you want to be able to say when you come away from it?

2. Do you know enough about what you are doing?! At least enough to get started? What else do you need to learn about your topic or methods you might use?

3. What logistical information do you need? Think transportation, schedules, and chaperones!
4. Are there any rules? These might include rules associated with the site, school rules, or rules your class or team defines to keep the project on track.
5. Does everyone have valuable activities or tasks to do? Does each student understand his or her role and assignments before, during, and after the project?

6. Which tasks or assignments are “mission critical” …if they don’t get done well, the project will suffer enormously? How will you make sure they get done?

7. Are you allowing enough time for tasks?

8. Do you want to identify yourselves when in the field? Do you want to wear the same color shirt, a t-shirt designed for the project, name tags?

9. Do you have the necessary equipment including a camera, clean up materials and a first aid kit if needed?
10. What support do you need from adults? Do you need chaperones? Who will you ask?

11. For materials, who might provide them or give them as in kind donations? How and when will you raise any additional money required?
12. How will you show outcomes from the project?

