Project Management Fundamentals
Lecture Five Exercises SAMPLE

Continue with the project management project you selected from the scenarios below:
a) Malaria eradication in Togo
b) Reintegration program for ex-militants in Colombia
c) Financial literacy program for the poor in Bangladesh
d) Microentrepreneurship program in India
e) Job placement program for professional Syrian refugees relocating to Canada

Based on your ideas regarding the project, complete the following activities:
1) Describe two issues that might occur during the project which could be resolved on site.

Students late for leadership training or volunteer activity; program begins with present participants, latecomers arrange own transportation.
Community service activity is not well received; alternative activities can be presented by other volunteers present.

2) Identify two issues that might occur which would require your attention as the project manager.  Create an issue log include a description of the issue and who the issue should be assigned to for resolution.
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3) Write job descriptions for three project staff you will need to hire for your project.

Program Coordinator: coordinate schedules of volunteers and community organization, confirm volunteer participation and organization visit one day before session via SMS; 6 months experience in small project administration
Leadership Trainer: lead a 6-hour training program for mentors participating in the program; 3 years leadership experience and 1 year teaching/training experience
M&E Data Analyst: collect organization and student feedback for ongoing monitoring, interim evaluations (end of semester) to assess actual outcomes vs. planned outcomes, and final evaluation (two years) to assess overall project outcomes; 6 months M&E experience OR undergraduate degree in development studies or similar field


4) Create an organization chart for a six-member project management team, using your judgment to determine team member roles and reporting relationships.
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5) Outline a half-day training program which would be appropriate for your team.

9:00AM – arrival
9:15AM – welcome from Program Director
9:30AM – volunteer introductions; university, major, why participating in program
10:00AM – group training, qualities of a successful leader (Leadership Trainer)
10:30AM – volunteer role plays (led by Program Director)
11:00AM – discussion, volunteering challenges (led by Program Coordinator)
11:30AM – goal setting/future visualization (Program Director)
12:00PM – end of training

6) Write a status report describing your project halfway to completion.

The project has completed its first year of the two-year project timeframe.  During the first semester, 17 student volunteers joined the program, we completed four leadership trainings, we identified a community organization and visited the organization in groups of four or more twice a week for two months.  During the second semester, 12 of the original volunteers were invited to continue the program for an additional semester and we recruited an additional 36 students from two new universities to expand the program to 48 volunteers, with a one-year commitment.  We added three new community organizations for volunteer activities.  At the end of the second semester, 30 of the 36 new volunteers were invited to continue in the program, and 10 of the original volunteers graduated as the first cohort.  Our budget for the first year was $800, and we were 6% over budget with actual expenditure of $848.


7) Create a RACI matrix for two field tasks and one administrative task relating to your project.
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8) Identify a product you will need to purchase (building materials, inventory, computers, etc.) and list four criteria (one should be price) you will evaluate in your evaluation of supplier proposals.

Computer: price, local availability, setup assistance, references/reputation

9) Select two categories of controls from the internal controls checklist and provide information to address the questions asked in each category.

Human resources
Documented HR policies providing procedures for recruiting, performance review, promotion, and termination are available
Project employees complete monthly report describing dates/description of project activities

Financial
Petty cash is controlled by the program coordinator; expenses are approved by the program director; checks are signed by program director and organization finance officer; bank reconciliations are prepared by organization finance officer; financial statements are prepared by organization accounting department; adequate segregation of duties (authorization/custody/reconciliation/accounting) are in place
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Reference Reported by Description Date Assigned to Date Status Date Resolution

1 Volunteer

Volunteer indicates he/she 

will no longer participate 15-Apr

Project 

manager 16-Apr

Discussion 

w/volunteer
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Volunteer decides to 

continue in program
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w/organization

6-May

Organization increases 

volunteer support
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