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Change Management Log Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]

2. Project Title:
[Title of the Project]

3. Change Log Introduction:
[Brief introduction explaining the purpose of the change management log in maintaining project integrity and transparency]

4. Change Log Entries:
Each change request should be documented with the following details:

· Change ID: [A unique identifier for each change request]
· Date of Request: [The date when the change request was made]
· Requested By: [Name of the person or department requesting the change]
· Description of Change: [A detailed description of the proposed change, including what aspect of the project it affects (scope, schedule, resources)]
· Reason for Change: [Explanation of why the change is necessary]
· Impact Analysis: [An assessment of how the change will impact the project, including any potential risks or benefits]
· Decision: [Indicate whether the change was approved, rejected, or pending]
· Approved By: [Name of the person or authority who approved the change]
· Implementation Date: [The scheduled date for implementing the change]
· Status: [Current status of the change implementation (e.g., in progress, completed, delayed)]

5. Change Management Process:
[Briefly describe the process for managing and approving changes to the project, including any necessary steps or approvals]

6. Monitoring and Review:
[Outline the plan for monitoring the implementation of changes and reviewing their impact on the project]

7. Record Keeping:
[Detail the approach for maintaining accurate and up-to-date records of all change requests and their statuses]

8. Communication Plan:
[Plan for how changes will be communicated to the project team, stakeholders, and other relevant parties]

9. Approval for Log Entries:
· Project Manager: [Name and position]
· Signature:
· Date:




Evaluation Plan Template for [Organization Name]
Project/Initiative Title: [Insert Project Title] 
Date: [Insert Date]
1. Evaluation Purpose:
· Clearly state the primary purpose of the evaluation.
· Briefly explain why this evaluation is being conducted.
· Align the purpose with the project's overall objectives and intended impact.
2. Evaluation Objectives:
· Define specific and measurable objectives that the evaluation aims to achieve.
· Ensure objectives are SMART (Specific, Measurable, Achievable, Relevant, and Time-bound).
· Link each objective back to the evaluation purpose.
3. Scope of Evaluation:
· Clearly define the boundaries of the evaluation.
· Specify what aspects of the project/initiative will be evaluated (e.g., specific activities, target groups, outcomes).
· Exclude any aspects not included in the evaluation scope.
4. Evaluation Criteria:
· Outline the key criteria that will be used to assess the project/initiative.
· Ensure the criteria are relevant and aligned with the evaluation objectives.
· Consider using established frameworks or standards, as appropriate.
5. Evaluation Questions:
· Formulate specific and focused questions that the evaluation will answer.
· Each question should relate to a specific evaluation objective and criterion.
· Ensure the questions are clear and unambiguous.
6. Methodology:
· Describe the evaluation methods and tools to be used.
· Explain how each method will address the evaluation questions and criteria.
· Justify the selection of methods based on their suitability and feasibility.
7. Data Collection:
· Detail the approach for collecting data, including:
· Data sources (e.g., beneficiaries, stakeholders, project documentation).
· Data collection tools (e.g., surveys, interviews, focus groups).
· Sampling techniques (e.g., random sampling, purposive sampling).
· Data collection timeline and schedule.
8. Data Analysis:
· Explain how the collected data will be analyzed.
· Describe the analytical techniques to be employed (e.g., qualitative analysis, quantitative analysis).
· Ensure the analysis is rigorous and transparent.
9. Stakeholder Involvement:
· Identify and engage key stakeholders in the evaluation process.
· Define the roles and responsibilities of each stakeholder group.
· Ensure open communication and feedback throughout the evaluation.
10. Timeline:
· Provide a realistic and detailed timeline for each stage of the evaluation process.
· Set clear milestones and deadlines for key activities.
· Allocate sufficient time for data collection, analysis, and reporting.
11. Reporting:
· Outline the plan for compiling and presenting evaluation findings.
· Define the format and content of the evaluation report.
· Specify the target audience for the report and the means of dissemination.
12. Budget:
· Estimate the total budget required for the evaluation.
· Include costs associated with data collection, analysis, reporting, and dissemination.
· Seek funding or allocate resources to support the evaluation budget.
13. Ethical Considerations:
· Address any ethical concerns related to the evaluation.
· Ensure informed consent is obtained from participants.
· Protect the confidentiality of data and ensure anonymity where appropriate.
14. Limitations:
· Acknowledge any potential limitations of the evaluation.
· Explain how these limitations might affect the findings.
· Discuss strategies to mitigate limitations and strengthen the evaluation design.
15. Use of Evaluation Findings:
· Describe how the findings will be used to inform future projects and organizational decision-making.
· Develop a plan for disseminating the findings and ensuring their utilization.
· Monitor the implementation of recommendations and evaluate their effectiveness.
Approval:
· Signature of Project Supervisor: ___________________
· Date: _______________
Additional Notes:
· This template provides a flexible framework and can be adapted to the specific needs of your project/initiative.
· Use clear and concise language throughout the evaluation plan.
· Ensure the plan is well-organized and easy to understand.
· Regularly review and update the plan as needed throughout the evaluation process.



General Project Proposal Template
Project Title: [Insert Title] 
Date: [Insert Date]
1. Executive Summary:
· Briefly introduce the project and its main focus.
· Highlight the significant issue or challenge the project addresses.
· Summarize the key activities, methodology, and expected outcomes.
· Emphasize the project's potential impact and broader significance.
2. Background and Rationale:
· Provide a comprehensive overview of the issue or challenge.
· Explain the context, urgency, and potential consequences of the issue.
· Analyze existing knowledge, research, and relevant initiatives.
· Clearly justify the need for the proposed project and its unique value proposition.
3. Project Objectives:
· List specific, measurable, achievable, relevant, and time-bound (SMART) objectives.
· Ensure each objective directly addresses the identified issue.
· Define clear indicators for measuring the achievement of each objective.
4. Project Scope:
· Clearly define the geographic boundaries or target audience of the project.
· Specify the thematic focus and range of activities covered by the project.
· Define any limitations or exclusions within the project scope.
5. Methodology:
· Describe in detail the project's approach and implementation methods.
· Explain the rationale behind chosen methodologies and their appropriateness.
· Provide a step-by-step breakdown of project activities, including timelines and responsibilities.
· Detail any tools, technologies, or resources required for project execution.
6. Stakeholder Engagement:
· Identify all key stakeholders involved or potentially impacted by the project.
· Define their roles, interests, and potential contributions to the project.
· Outline a clear strategy for engaging stakeholders throughout the project lifecycle.
· Specify mechanisms for communication, collaboration, and feedback exchange.
7. Expected Outcomes and Impact:
· Describe the anticipated short-term and long-term outcomes of the project.
· Quantify the impact using relevant metrics and indicators.
· Highlight potential positive changes and contributions to broader goals.
· Clearly demonstrate the alignment of outcomes with project objectives.
8. Monitoring and Evaluation:
· Define a comprehensive plan for monitoring project progress and evaluating its impact.
· Establish clear performance indicators and evaluation criteria.
· Specify methods for data collection, analysis, and reporting.
· Define a timeline for regular monitoring and evaluation activities.
9. Sustainability:
· Explain how project outcomes will be sustained beyond the project lifespan.
· Identify strategies for ensuring long-term impact and continued benefits.
· Consider capacity building, knowledge transfer, and institutionalization of successful practices.
10. Budget and Funding:
· Develop a detailed budget outlining all project costs.
· Clearly identify and specify the sources of funding for the project.
· Address any potential funding gaps and propose strategies for securing additional resources.
11. Risk Analysis and Mitigation:
· Identify and assess potential risks and challenges that could hinder project success.
· Develop effective mitigation strategies and contingency plans to address these risks.
· Monitor risks throughout the project and adapt mitigation strategies as needed.
12. Project Timeline:
· Present a clear and concise timeline for the project's duration.
· Specify key milestones, deadlines, and deliverables for each project phase.
· Highlight critical dependencies and potential delays.
13. Annexes (if applicable):
· Include any supporting documents, maps, charts, data tables, or other relevant information.
· Ensure annexes are clearly labeled and referenced within the proposal body.
Additional Notes:
· This template provides a flexible framework and can be adapted to the specific needs of your project.
· Use clear and concise language, provide accurate and detailed information, and ensure a logical and well-structured format throughout your proposal.

Grant Proposal Template:
1. Title of the Grant Proposal: [Provide a clear and descriptive title that accurately reflects the essence of your project.]
2. Organization Name: [Full legal name of your organization.]
3. Contact Information: [Complete contact details, including 
· Address 
· Phone number 
· Email address]
4. Executive Summary: [A concise overview of the entire proposal, highlighting: 
· The project's purpose and significance 
· Specific objectives and target population 
· Requested funding amount and anticipated impact]
5. Statement of Need: [A compelling description of the problem or need your project addresses, including: 
· Context and background information 
· Data or evidence to support the need 
· Why your project presents a viable solution]
6. Project Description: [A detailed plan for implementing the project, including: 
· Specific goals and objectives 
· Strategies and activities to be implemented 
· Timeline for project completion]
7. Target Population: [A clear identification of the individuals or communities who will benefit from the project, including: 
· Demographics and characteristics 
· Size and geographic distribution]
8. Goals and Objectives: [Clearly defined and measurable goals and objectives aligned with the project's purpose and the identified need, including: 
· Specific, Measurable, Achievable, Relevant, Time-bound (SMART) criteria 
· Quantitative or qualitative metrics for evaluation]
9. Project Activities and Timeline: [A detailed breakdown of the project's timeline and key activities, including: 
· Major tasks and milestones 
· Responsible individuals or teams 
· Estimated duration for each activity]
10. Budget Summary: [A clear and comprehensive breakdown of the requested funding, including: 
· Itemized budget categories 
· Justification for each expense 
· Total funding amount requested]
11. Evaluation Plan: [A comprehensive plan for measuring the project's success, including: 
· Evaluation methods and tools 
· Data collection and analysis procedures 
· Timeline for conducting evaluations]
12. Sustainability: [A clear plan for ensuring the project's lasting impact beyond the grant period, including: 
· Strategies for long-term funding and support 
· Plans for continued project activities and impact measurement]
13. Organization Background and Capacity: [A strong case demonstrating your organization's ability to successfully execute the project, including: 
· Mission and vision statements 
· Experience and expertise in relevant areas 
· Organizational structure and personnel qualifications]
14. Conclusion: [A restatement of your proposal's key points and a compelling call to action, emphasizing: 
· The project's potential for positive impact 
· The urgency and importance of supporting your project]
15. Appendices (if necessary): [Include any additional supporting documents that strengthen your proposal, such as: 
· Organizational charts 
· Letters of support 
· Data tables and graphs 
· Project brochures or materials]



Project Closure Report Template:
Organization Name: [Organization Name] 
Project Title: [Project Title]
Project Duration: [Start Date] - [End Date] 
Date of Report: [Insert Date]
 Prepared by: [Name and Title of the Person Preparing the Report]
1. Executive Summary:
· Briefly summarize the project's objectives, scope, and key achievements.
· Highlight any significant deviations from the initial plan and their justifications.
· Briefly state the project's impact and potential long-term benefits.
2. Project Performance:
2.1 Objectives Achievement:
· Assess whether each objective was met, partially met, or not met.
· Quantify the extent of achievement using relevant metrics and indicators.
· Explain any factors that contributed to achieving or not achieving the objectives.
2.2 Budget Overview:
· Compare actual budget expenditures to the planned budget for each major category.
· Identify any budget variances and explain the reasons behind them.
· Assess the overall financial performance of the project.
2.3 Timeline Compliance:
· Compare the actual project timeline to the planned timeline for each key milestone.
· Identify any delays or accelerations and explain the reasons behind them.
· Assess the overall efficiency of project implementation.
3. Key Deliverables and Outcomes:
· List and describe the main deliverables produced by the project.
· Explain how each deliverable has contributed to the project's outcomes.
· Quantify the project's impact and long-term benefits through relevant indicators.
4. Challenges and Solutions:
· Discuss any major challenges encountered during project implementation.
· Explain how these challenges were addressed and the solutions implemented.
· Analyze the effectiveness of the solutions and identify areas for improvement.
5. Lessons Learned:
· Identify valuable insights and learnings gained through project execution.
· Emphasize lessons that can be applied to improve future projects.
· Suggest specific recommendations based on the lessons learned.
6. Stakeholder Feedback:
· Summarize the feedback received from key stakeholders, including beneficiaries, staff, and partners.
· Analyze the feedback to identify areas of satisfaction and areas requiring improvement.
· Consider incorporating stakeholder feedback into future project designs.
7. Recommendations for Future Projects:
· Provide specific recommendations based on the project's experiences and learnings.
· Focus on improving project planning, implementation, management, and evaluation.
· Suggest potential modifications to methodologies, tools, or processes for future projects.
8. Project Documentation:
· Specify the location and accessibility of project documentation (reports, financial statements, contracts, etc.).
· Ensure documentation is organized, clearly labeled, and readily available for future reference.
· Provide access information and contact details for responsible individuals.
9. Approval:
· Project Manager: [Name], [Signature], [Date]
· Senior Management Approval: [Name], [Signature], [Date]
10. Annexes (if applicable):
· Include any additional information or documents relevant to the project.
· Organize annexes by category and label them clearly for easy reference.
· Ensure annexes are cross-referenced within the main report body.
Additional Notes:
· This template offers a flexible framework and can be adapted to the specific requirements of your project.
· Use clear and concise language, ensure consistent formatting, and employ visual aids like tables and graphs for improved clarity.
· Tailor the report to your target audience and focus on delivering valuable insights and recommendations.


Project Communication Plan Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]

2. Project Title:
[Title of the Project]

3. Purpose of the Communication Plan:
[Briefly describe the purpose and objectives of the communication plan in relation to the project]

4. Communication Goals:
[Define specific goals for project communication, such as stakeholder engagement, transparency, or information dissemination]

5. Target Audiences:
· Internal Stakeholders: [Identify internal stakeholders (e.g., project team, management)]
· External Stakeholders: [Identify external stakeholders (e.g., donors, community members, partners)]

6. Key Messages:
· [Outline the key messages to be communicated to different stakeholders, ensuring they are aligned with project objectives]

7. Communication Channels and Tools:
· Internal Channels: [Detail channels for internal communication, such as meetings, emails, and internal reports]
· External Channels: [List channels for external communication, like press releases, social media, public forums]

8. Communication Frequency:
· Regular Updates: [Schedule for regular project updates (e.g., weekly, monthly)]
· Ad Hoc Communications: [Plan for unscheduled communications in response to specific events or milestones]

9. Responsibilities:
· [Assign responsibilities for communication tasks to specific team members or departments]

10. Feedback Mechanisms:
· [Establish mechanisms for receiving and processing feedback from various stakeholders]
11. Crisis Communication:
· Crisis Communication Plan: [Outline the plan for communication during crisis situations]
· Key Contacts: [List contact details for crisis management team members]
12. Monitoring and Evaluation:
· Effectiveness Assessment: [Methods for assessing the effectiveness of communication strategies]
· Adjustments: [Process for making adjustments based on feedback and effectiveness reviews]
13. Documentation:
· [Detail the process for documenting communications and maintaining records]
14. Approval:
· Project Manager: [Name and position]
· Signature:
· Date:

Project Evaluation and Review Technique (PERT) Chart Template 
for 
Civil Society Organizations

1. Organization Name:
[Name of the Organization]

2. Project Title:
[Title of the Project]

3. Introduction:
[A brief description of the project and the purpose of using the PERT Chart]

4. Chart Components:
· Nodes: [Represent milestones or significant events in the project timeline]
· Directed Arrows: [Indicate tasks or activities leading from one milestone to another]
· Task Names and Descriptions: [Detail each task or activity required to complete the project]

5. Estimating Timeframes:
· Optimistic Time (O): [Shortest time in which an activity can be completed]
· Most Likely Time (M): [Most probable time to complete an activity]
· Pessimistic Time (P): [Longest time an activity might take if things don’t go as planned]
6. Calculating Expected Time for Activities:
· Expected Time (TE): [Calculate using the formula: \(TE = (O + 4M + P)/6\)]
7. Sequence of Activities:
· [Outline the sequence in which tasks need to be performed, highlighting dependencies]
8. Critical Path Analysis:
· Identifying Critical Path: [Determine the longest path through the network, which indicates the minimum time required to complete the project]
· Highlighting Critical Activities: [Mark activities on the critical path]
9. Slack Time Analysis:
· Calculating Slack Time: [Identify any slack or float time available for non-critical activities]
10. Chart Review:
· [Regularly review and update the PERT chart to reflect actual progress and any changes]
11. Visualization:
· [Create a visual PERT chart based on the above information using project management software or a chart-drawing tool]
12. Approval:
· Project Manager: [Name and position]
· Signature:
· Date:


Project Initiation Document Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]
2. Project Title:
[Title of the Project]
3. Project Background:
[Provide a brief background of the project, explaining the context and rationale for initiating it]
4. Project Objectives:
[Clearly state the specific objectives the project aims to achieve]
5. Project Scope:
· Inclusions: [Detail what is included within the scope of the project]
· Exclusions: [Specify what is outside the project’s scope]
· Boundaries: [Define the boundaries or limits of the project]
6. Key Deliverables:
[List the key deliverables that the project is expected to produce]
7. Project Team and Roles:
· Project Manager: [Name of the project manager and their responsibilities]
· Team Members: [List of key team members, their roles, and responsibilities]
8. Initial Resource Estimates:
· Budget Estimate: [Provide an initial estimate of the project budget]
· Resource Requirements: [Detail the human, material, and technological resources required]
9. Stakeholder Analysis:
· [Identify key stakeholders and outline their interests and potential impact on the project]
10. Initial Risk Assessment:
· [Perform an initial assessment of potential risks associated with the project]
11. Project Timeline:
· Key Milestones: [Identify major milestones and their estimated completion dates]
· Overall Timeline: [Provide an initial estimate of the project’s duration]
12. Approval Requirements:
· [Specify the approvals required to commence the project, including any necessary sign-offs]
13. Change Management:
· [Outline the process for managing changes to the project scope or objectives]
14. Communication Plan:
· [Develop a plan for how project communication will be handled, including frequency, methods, and key messages]

15. Documentation and Record Keeping:
· [Detail the approach for maintaining project documentation and records]
16. Project Sign-off:
· Project Sponsor: [Name and position]
· Signature:
· Date:





Project Management Template for Civil Society Organizations
Project Title: [Name of the Project]
Organization Name: [Name of the CSO]
Project Manager:
· Name: [Name of Project Manager]
· Contact Details: [Email, phone number]
Project Overview:
A concise description of the project, including:
· Purpose: What problem is this project addressing?
· Objectives: What are the specific goals this project aims to achieve?
· Target Group: Who will benefit from this project?
Project Dates:
· Start Date: [Date]
· End Date: [Date]
Project Scope:
A clear definition of what is included and excluded in this project. This helps ensure everyone is on the same page about project deliverables and expectations.
Key Stakeholders:
· List all individuals and organizations with a vested interest in the project's success.
· Define their roles and responsibilities in the project.
Resources Required:
· Human Resources: List required personnel, including their positions and expertise.
· Equipment: Identify necessary equipment and resources for project implementation.
· Budget: Provide a detailed and realistic project budget.
Budget Details:
· Income: Specify all expected sources of funding, including grants, donations, and fundraising activities.
· Expenditure: Outline all projected expenses, categorized by major cost items.
· Financial Management: Describe how project finances will be managed and controlled.
Work Breakdown Structure (WBS):
Break down the project into manageable tasks or phases. This provides a clear roadmap for project implementation.
· Phase 1: [List tasks and deliverables]
· Phase 2: [List tasks and deliverables]
· ...
Timeline and Milestones:
· Create a timeline with key milestones and deadlines for each phase of the project.
· Use a visual tool like a Gantt chart to track progress and identify potential delays.
Risk Management:
· Identify potential risks that could threaten project success.
· Develop mitigation strategies to address these risks and minimize their impact.
Monitoring and Evaluation:
· Define clear indicators to measure project progress and effectiveness.
· Establish data collection and analysis methods for monitoring performance.
· Schedule regular evaluations to assess progress and identify areas for improvement.
Communication Plan:
· Develop a communication plan outlining how information will be shared with stakeholders.
· Specify frequency and methods of communication for different stakeholder groups.
· Ensure transparency and accountability throughout the project lifecycle.
Documentation and Reporting:
· Establish a system for documenting project activities, decisions, and progress.
· Define reporting requirements and frequency for internal and external stakeholders.
Sustainability Plan:
· Outline strategies for ensuring the project's outcomes are sustained beyond its completion.
· Consider factors like capacity building, community ownership, and long-term funding.
Approval:
· Signature and date from authorized personnel approving the project plan.
Additional Notes:
· This template can be adapted to the specific needs and context of the project.
· Regular communication and collaboration among stakeholders are crucial for successful project implementation.
· Flexibility and adaptability are essential to address unforeseen challenges and changing circumstances.



Project Monitoring and Control Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]
2. Project Title:
[Title of the Project]
3. Project Overview:
[Brief summary of the project, including its scope and objectives]
4. Monitoring Framework:
· Performance Indicators: [List the key performance indicators (KPIs) to track the project's progress]
· Data Collection Methods: [Describe the methods for collecting data on these indicators]
5. Progress Tracking:
· Milestone Checkpoints: [Detail significant project milestones and their expected completion dates]
· Activity Status: [Regularly update the status of each project activity]
6. Budget Monitoring:
· Budget Allocation: [Detail the budget allocated for different project components]
· Expense Tracking: [Keep a record of actual expenses against the budgeted amounts]
7. Risk Management:
· Risk Register: [Maintain a register of identified risks and their mitigation strategies]
· Risk Review: [Regularly review and update the risk register]
8. Quality Control:
· Quality Standards: [Define the quality standards the project must meet]
· Quality Assessment: [Detail the procedures for assessing the quality of project outputs]
9. Reporting:
· Internal Reporting: [Outline the frequency and format of internal project reports]
· External Reporting: [Plan for any external reporting requirements, e.g., to donors or stakeholders]
10. Stakeholder Communication:
· Stakeholder Updates: [Schedule regular updates to stakeholders on project progress]
· Feedback Mechanisms: [Establish mechanisms for receiving feedback from stakeholders]
11. Change Management:
· Change Requests: [Define the process for handling requests for changes to the project]
· Change Log: [Maintain a log of all approved changes and their impact on the project]
12. Evaluation and Lessons Learned:
· Post-Project Evaluation: [Plan for an evaluation of the project upon its completion]
· Documentation of Lessons Learned: [Record lessons learned for future project improvement]
13. Control Measures:
· Corrective Actions: [Detail the process for identifying and implementing corrective actions]
· Adaptive Strategies: [Outline strategies for adapting the project plan based on monitoring outcomes]
14. Approval:
· Project Manager: [Name and position]
· Signature:
· Date:


[bookmark: _Int_W9NrNbWZ]Project Proposal Template:
1. Project Title:
[Provide a concise and descriptive title for the project.]
2. Organization Name:
[Your organization's name.]
3. Contact Information:
[Your organization's contact details, including address, phone number, and email address.]
4. Project Summary:
A brief overview of the project, outlining the main objectives and expected outcomes.
5. Background:
A short explanation of the context and reasons for undertaking the project.
6. Project Goals and Objectives:
List the specific goals and objectives of the project, making them clear and measurable.
7. Target Beneficiaries:
Identify the groups or individuals who will benefit from the project, explaining how they will be impacted.
8. Implementation Plan:
Outline the key activities, timeline, and resources required for project execution, demonstrating a clear plan for management and monitoring.
9. Budget Overview:
Provide a detailed breakdown of the projected budget, including major expense categories and justifications.
10. Expected Impact:
Clearly describe the expected impact and benefits of the project, quantifying them whenever possible.
11. Monitoring and Evaluation:
Outline the methods you will use to assess the project's progress and impact, demonstrating a commitment to accountability.
12. Sustainability:
Please explain how the project's benefits will be sustained beyond its duration, ensuring a lasting positive impact.


Project Risk Assessment Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]
2. Project Title:
[Title of the Project]
3. Introduction:
[Briefly describe the project and the importance of conducting a risk assessment]
4. Risk Identification:
· List of Potential Risks: [Identify potential risks that might impact the project. This should include risks related to project scope, timeline, budget, resources, external factors, etc.]
5. Risk Analysis:
· Severity Assessment: [Assess the potential impact of each identified risk on the project]
· Likelihood Assessment: [Evaluate the probability of each risk occurring]
· Priority Ranking: [Rank the risks based on their severity and likelihood]
6. Risk Mitigation Strategies:
· Preventative Measures: [Outline strategies to prevent or reduce the likelihood of risks occurring]
· Contingency Plans: [Develop plans for responding to risks should they materialize]
7. Risk Owners:
· [Assign a responsible team member or department for managing each identified risk]
8. Monitoring Plan:
· Monitoring Mechanisms: [Detail how each risk will be monitored throughout the project duration]
· Review Schedule: [Set a regular schedule for reviewing the status of risks and the effectiveness of mitigation strategies]
9. Communication Plan:
· [Outline the plan for communicating about risks with the project team and other relevant stakeholders]
10. Documentation:
[Specify how risk assessment and mitigation activities will be documented and recorded]
11. Review and Update:
· Adaptation Mechanism: [Establish a process for adapting the risk assessment as the project progresses and new risks emerge]
· Update Frequency: [Set how frequently the risk assessment will be updated]
12. Approval:
· Project Manager: [Name and position]
· Signature:
· Date:

Project Stakeholder Analysis Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]
2. Project Title:
[Title of the Project]
3. Introduction:
[Briefly describe the project and the purpose of the stakeholder analysis]
4. Stakeholder Identification:
· List of Stakeholders: [Identify all potential stakeholders, including individuals, groups, organizations, and institutions that are impacted by or can impact the project]
5. Stakeholder Analysis:
· Stakeholder Name:
· Organization/Group (if applicable):
· Role in Project: [Describe their role or relationship to the project]
· Interest Level: [Assess their level of interest in the project - high, medium, or low]
· Influence Level: [Evaluate their level of influence over the project - high, medium, or low]
· Potential Impact: [Identify the potential impact this stakeholder could have on the project]
· Engagement Strategy: [Outline the strategy for engaging with this stakeholder, considering their interest and influence]
6. Stakeholder Prioritization:
· Prioritization Matrix: [Create a matrix to prioritize stakeholders based on their interest and influence]
· High-Priority Stakeholders: [List stakeholders who are high in both interest and influence]
7. Communication Plan:
· Stakeholder Communication Needs: [Detail the communication needs and preferences for each stakeholder or stakeholder group]
· Communication Frequency: [Plan the frequency of communication with each stakeholder]
8. Monitoring and Adjustments:
· Monitoring Stakeholder Dynamics: [Plan for regularly monitoring changes in stakeholder interest, influence, and impact]
· Adjustment Strategy: [Outline how adjustments will be made to the stakeholder engagement strategy based on monitoring outcomes]
9. Documentation and Reporting:
· Record Keeping: [Detail the approach for documenting stakeholder analysis and communication records]
· Reporting Mechanism: [Define how and to whom stakeholder analysis findings and updates will be reported]
10. Approval:
· Project Manager: [Name and position]
· Signature:
· Date:


Project Sustainability and Exit Strategy Template

Organization Name: _________________________________________________________
Project Name: ____________________________________________________________
Template Creation Date: _______________________
Template Review & Update Schedule: As needed based on project lifecycle

Section 1: Introduction
Purpose of the Project Sustainability and Exit Strategy Template:
This template is designed to guide [Organization Name] in planning for the long-term sustainability of [Project Name] and outlines strategies for a responsible exit or transition, ensuring lasting impact and continued benefit to the community.

Section 2: Sustainability Planning
· Identify sustainability goals for the project.
· Outline strategies to ensure ongoing project impact (e.g., community training, partnerships).
· Plan for long-term financial sustainability (e.g., funding models, income-generating activities).

Section 3: Community Involvement and Capacity Building
· Assess the level of community engagement and ownership.
· Develop a plan for increasing community capacity (e.g., skills training, leadership development).
· Establish community-led monitoring and evaluation systems.

Section 4: Partnerships and Collaboration
· List current and potential local and international partners.
· Develop a strategy for strengthening partnerships.
· Plan for transferring responsibilities to partners or other stakeholders if needed.

Section 5: Resource Management
· Inventory of resources currently used in the project.
· Plan for resource reallocation or handover (e.g., equipment, facilities).
· Procedures for scaling down resource use over time.

Section 6: Documentation and Knowledge Transfer
· Document best practices and lessons learned.
· Develop materials for training and capacity building for successor entities.
· Plan for archiving project documents and data.

Section 7: Exit or Transition Scenarios
· Define potential scenarios for project exit or transition (e.g., completion, handover, merger).
· Develop specific plans for each scenario, including timelines and key actions.

Section 8: Communication Plan for Exit or Transition
· Internal communication strategy regarding exit or transition.
· External communication plan with stakeholders (beneficiaries, partners, donors).
· Schedule for regular updates during the exit or transition phase.

Section 9: Impact Assessment and Reporting
· Plan for final impact assessment of the project.
· Schedule for final reporting to stakeholders.
· Procedures for sharing success stories and achievements.

Section 10: Contingency Planning
· Identify potential risks to sustainability and transition.
· Develop contingency plans for identified risks.
· Regular review and update of contingency plans.

Section 11: Final Evaluation and Closure
· Procedures for conducting a final evaluation of the project.
· Checklist for closing the project (administrative and legal closure).
· Celebration of achievements and recognition of stakeholders.

Section 12: Approval
This template has been reviewed and approved for implementation:
· Name:
· Title:
· Signature:
· Date:
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