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Project Name:



Date of original plan:



Date of review:




Date of next review:

ORIGINAL PLAN





REVIEW COMMENTS

	1. Goal & Aims e.g.
· What is the ‘project story’?

· What are the aims you, your colleagues and your funders want to achieve?

· (At review:) Have these goals and aims changed, and how?
	
	

	2. Resources required e.g.
· People, roles and responsibilities
· Equipment, facilities, locations, inc. timing of access if critical
· Supplies and data inputs, inc. timing of access if critical
· (At review:) Any changes to roles and responsibilities?

· Additional resources required?

· Any issues with access to resources, faciliities or data?
	
	

	3. Project plan e.g.
· Actions to achieve project goals
· Timeframes for actions, mid-term milestones (Gantt or othertimeline tool prepared?)
· Key processes, systems, how and when will you communicate
· (At review:) Assess overall progress against the plan
· Review performance of systems, processes and communication
	
	

	4. Budget e.g.
· Is the funding allocated adequate for all elements?

· Action required to secure/ enhance funding, and timeline 

· Is a detailed budget and monitoring system in place?

· (At review:) State of the budget and any changes from plan?
	
	

	5. Risks

· Identify main project risks (both negative and positive)
· Score all risks for likelihood (/10)
· Create plan Bs for risks scored 5 or more and share with team
· (At review:) Reassess and adjust risks, scores and plan Bs
· Add emerging risks, and score
	- Risk 1:

Score:

Plan B:

- Risk 2:

Score:

Plan B:

- Risk 3:

Score:

Plan B:     etc.
	

	6. Monitoring and Reporting
· Are project monitoring systems in place and responsibilities clear?
· Arrangements for team communications established?

· Stakeholders' preferences for updates/formal reports clear?

· (At review:) Monitoring and reporting systems operating well?

· Communications with project team and funders effective? 

· Progress to next formal report?
	
	

	7. Ongoing Project Review e.g.
· Lessons to be learned from the last review period?

· Changes to make to processes, systems, roles to improve results? 
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