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Chapter-1
Project Management Methodology

1.1 Introduction

= We are often in a project without realizing it. ™4 \' \
» Projects are a part of our lives at all times, at all ages, in all fields: organizing-studies, going on vacation, forming a

sports team, starting your own business, etc. e
= Starting a project is simply “setting a goal and providing means to aehieve\t’ '

1.2 Projet dimensions : \
Every project has five dimensions: /) \
Economic / Personnel
Dimension X Dimension

\ 5 Temporal
Dimension

Social
~f - Dimension

Technical
Dimension
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1.2.1 Personal Dimension: A real learning process. The first and most obvious dimension. It concerns your ideas, what you
will contribute from yourself, what you will discover about yourself and others.

1.2.2 Social Dimension: You do not live in isolation. Your actions are necessarily embedded in an envir ent more or less
distant from your own. You will interact with it, engage in dialogue, and establish numerous ¢co ix\
to'be mastered. Starting

1.2.3 Technical Dimension: This concerns all the practical and material aspects of the project-that heed
on the right foot with good organization is essential. e

1.2.4 Economic Dimension: There is no project without a budget, and it mgst‘b/ cred\bl Evgone knows that money is the
lifeblood of action. Your project has a cost (you will need to find the neéQSS funding), but it can also generate wealth.

1.2.5 Temporal Dimension: To successfully carry out a prOJex:ft,/}gu nexitlme I;roject has a beginning, a middle, and an
end. It can be extended, developed, or renewed. @Vifg IK jct rgently without rushing is a true challenge.

1.3 Main steps of project management: Th'?/e, st/ps can e%dap d according to the nature of each project.

Idea Clarification: Clarify the project idea and objectives.

Evaluate the Current Situation: Condyct a’situational analysis or needs assessment.

Budget Development: CC:ate a pgeliminary budget for the project.

Project Formalizati0n° Formalize the project plan, outlining goals, tasks, and a timeline.

Flnd Partners?] Identl(fy and engage potential project partners or stakeholders.

Devel ctl n Plan: Create a detailed action plan that outlines tasks, responsibilities, and timelines.
Comm 10n Implement a communication plan to keep stakeholders informed and engaged.

Project eallzatlon Execute the project plan and carry out the defined activities.

Evaluation and Reporting: Assess the project's outcomes and report on the results.

Sustainability: Consider extending or continuing the project, if applicable, to ensure its long-term impact.

YVVVVYVVYVYVYVYY
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1.3.1 Step 1 : Idea Clarification

The objective is to know what you want and where you are heading. Therefore, you need to answer two relevant questions:
% WHAT ? What do I want to do ?
s WHY ? What do I expect from it ?

) | <
,-' ®®§ I / S )

y < B
E? /\/ \
This step should allow you to answer three relevan /ql/lo \SE

d actors involved?

* WHO does WHAT? Who are the ke st/ eh ders n
» HOW? What are the methods, proc¢ ur regu tlons and tools to be used?
< WITH WHAT? What It(man, financtal, and material resources need to be gathered for my project?

1.3.2 Step 2 : Evaluate the Current Situation

It is necessary to record all the collected information. These are essential for deepening and refining the project, building
the budget, and preparing the argument td convince your future contacts.

During thi}starge, cﬁéider(using the internet, specialized literature, but also reach out to your network, municipal services,

or associations. \ 3
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After a meeting or discussion, remember to fill out a contact sheet to summarize the gathered information. You will find
an example of a contact sheet in the annex, which you are free to adapt to your needs. /
<\ )

&\ N )

- e
1.3.3 Step 3 : Budget Elaboration (Development) / \ \
?1 (93‘[ expenses) and verify that you are able to secure

This step should allow you to determine how much y /r/pgect\g

the necessary funding (revenues). In this step, you should p\ e}ﬁl}a cial progression of the project in the same way as the

project's overall progression: <

“* When will I acquire expen(es»" \ >

*2’ When will I receive the funding?
* Does my cash flow allow m to pmﬁe an advance payment?

The proj ecte)ﬁdget ust acpurately reflect the analysis of your needs and the resources you have or plan to gather to
meet them. This task is an essential element of your project, demonstrating your seriousness, motivation, and the thoroughness
of your approach. In ase, a few principles must be strictly followed:

= Revenues and expenses must always be presented in balanced (equal) columns.

= Each expense must be justified (it is necessary to obtain quotes or note prices in stores).
* Provide an unforeseen margin of at least 8% of expenses.

= In the revenues, include the resources you already have, i.e., self-financing.
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= For partners, it is necessary to specify whether they are secured, under negotiation, or to be acquired.
» Distinguish between direct financial contributions and in-kind contributions.

= Since the projected budget is flexible, always remember to date it. 7 /) :
A _ -
\ <<
|l _rf. 0 ::;"1\ o
1.3.4 Step 4 : Project Formalization )
Planning the implementation methods means mz th execution of the action, scheduling it over time, and defining
the necessary resources to ensure its completlon mng e 1mplementat10n methods helps to assess what is achievable or

not within the project. This phase sometimes leads\to medifications of certain project elements or allows alternative solutions
to be planned. From this stage onwaédﬂsﬁ

s WHO? Project leader and qrig 10 0 the project?

* WHY? sons-for the proj&c‘ﬂ

*I‘ FOR“WH ten<fed beneficiaries or target audience?
Ogiiuct services, etc.
«» WHERE’? Locations, cities, etc.
% WHEN? Detailed description, deadlines, and project location
s HOW? Technical approach (needs, skills, resources, etc.)
s HOW MUCH ? Financial approach

you shoul e able to answer the following questions:
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Answering all of these questions will give you a comprehensive overview of your project.

/)&

N\

Py 3\3

Finding partners means engaging individuals or organi 'ons)tl\latxgll get involved in the project. The forms of support
are as varied as the partners themselves: municipalitie},e(:lﬁpani S, reyil s, foundations focused on project assistance, etc.
onso

Depending on the organization, you may receiye s hip,patronage, credits, etc. The Sponsorship is financial support
in exchange for publicity benefits. The Patron%; is finang¢ial support without any direct return. Forms of support can include:

Q0

1.3.5 Step 5 : Find Partners

» In-kind assistance: Discounts on ¢ ipr,nent; use of a space, etc.
* Media sponsorship: Articles % reports about the project, etc.

= Adyvice or networking:\CQmecting you with other potential partners, etc.

O
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1.3.6 Step 6 : Develop an Action Plan

From this step onwards, you should be able to answer the following questions:
* What needs to be done?
= Who is doing it?

/)‘
* When? ¢ < \ \
The action plan is the project’s dashboard. It helps organize your work into major s‘{g{s sch dulsw ctivities and tasks

for each stage over time, and visualize the progress of the project. <
Each step in this plan is a target to achieve, with a measurable indicatgt <both s‘ua titative and qualitative - that defines
the goal to be reached and has a completion deadline. - \

i 2

e

c

Commu:iyt'_ng meafis deliver\mg a message to targeted audiences, using appropriate tools, in order to generate impact.
e ab?$t }Xﬁur,pr ject, you must:
< WHO? WHY? Identify the primary targets: social, economic, and private partners; public; families; adults; etc.
* WHAT? FOR WHOM? Define the message, position the project within the current context, identify the key arguments
in favor of the project, and adapt the form and content of the message according to the audience.

1.3.7 Step 7 : Communication

To communi
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« WHICH MEDIA? HOW MUCH? Choose the appropriate channels (media, audiovisual, internet, etc.), design
informational materials (brochures, posters, etc.), directly inform local stakeholders (or

ize) events, etc.), and
communicate about the project's evaluation (using external and critical perspectwes) /

Communication must be an integral part of the project and its progression. It sh

and allocated resources on par with other phases of the project. External commumﬁ‘gD
result in a loss of control over the message, as it is the journalist who dec@es/ hich

p anne in“advance, monitored,
n cha els (newspapers, radio, etc.) can
will be conveyed.

</

1.3.8 Step 8 : Project realizatio n{\Imp%eme ation)

Your project is ﬁn?hzed you neéd to take action. This step will allow you to move from the idea to the project, or from

reflection to/aetfon. /\ C
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1.3.9 Step 9 : Evaluation and Reporting

This step allows you to judge to what extent the objectives have been achieved (partially or entirely), identify any potential
errors, measure the impact of the action, its effectiveness, and how it was carried out, in order to ensure roﬂer follow-up or
adjust it. Based on the project’s objectives, it is necessary to: \

'2’ Define clear qualitative and quantitative indicators to measure the targeted re ults\ j
* How did the action proceed? What was the involvement of my partn( s)
< Was I able to gather the necessary resources?

J/
0
J/
*

** Were the deadlines and milestones met? Why or why nM

(’\L

Your project is a syecéss, and y%urmay be considering expanding it and building on your initial experience. Therefore, it
is important t singXSen\he foundations and further develop your project.

e

1.3.10 Step 10 : Sustainability

;;1,1;
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