Cooperation and Development Network €astern Europe (CDN) in partnership with the
Federation of Young €European Greens (FYEQG) and the European Confederation of Youth Clubs (€ECYC)

Project Supplies

- workbook on project management -

Project Project
idea application

Project
preparation

Project Follov:jl up
implementation and
evaluation
Logistical
management
Financial Communication
management management

Part of the Sustainable Knowledge publications and project Green Lab. Realised with the support of Council of
€urope, European Youth Foundation and Green Forum Foundation, Sweden



www.sustainableknowledge.net

Project supplies

WORKBOOK ON PROJECT MANAGEMENT

Keeping track of your training experience

Authors (in alphabetical order):

Aleksandar Jovanovic
Annina Hirvonen
llze Jece
Maarten Coertjens
Natalie Debono
Ska Keller



Project

. WORKBOOK
Supplies

Copyright ©2007 CDN

Reproduction of the material from this publication is authorised for non-commercial,
educational purposes only, provided the source is quoted.

Printed in Belgrade 2007, First edition

Publishers: Cooperation and Development Network Eastern Europe (www.cdnee.org) and
Green Lab project (www.green-lab.net)

This workbook is part of the Sustainable Knowledge publications and project Green Lab,
realised with the support of the Council of Europe European Youth Foundation and Green
Forum Foundation, Sweden. It is intended to be used together with the Project Supplies -
manual on project management.

The content of this publication does not necessarily reflect the position of the Council of
Europe European Youth Foundation or the Green Forum Foundation, Sweden.



Project

. WORKBOOK
Supplies

Name of project:

Location:

Team coordinator:

Prep-team members:




WORKBOOK

Notes:




Project

. WORKBOOK
Supplies

Introduction

When facilitating an activity either as a trainer or as a prep team member, one
often forgets to assess one’s own skills while being busy giving and facilitating
feedback sessions with the participants. Having created the Project Supplies -
manual on Project management, using our own experiences as the base to the
book, we realised how important it is to keep track on what one is doing. In order
to facilitate this better in the future, we have created the Work Book that you are
now holding in your hands to assist YOU to follow-up on your own achievements

and experiences as a trainer or a prep team member.

We have divided the book into three different phases: The preparation phase, the
activity phase and the follow-up phase, so you can start working with your Work
Book already in the early stages of preparing your activity. The Work Book was
developed in order to provide the trainers/prep team members with a_tool to
assess their own skills and reflect upon the things that were explained in the

Project Essentials Manual. Ideally, the Work Book should act as a trainer’s diary

for you during the activity, by providing questions and exercises to provoke

thoughts that will guide you through the whole project.
The Work Book has three transversal aims, which are the following:

Individual level: To have a prep team member/trainer who is able to reflect upon

her/his own way of working and is open to the feedback, including criticism, of
others and is capable of relating to her/his emotions throughout the process.
She/he should also be able to recognise the feelings in the future, i.e. get in touch

with the feelings during the activity.

Group level: The group should find a way of how to relate to each other. It is

advisable that ideas are not shot down but built on. To foster creativity, the group

members should suspend judgement.
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2. Activity phase

Arrival day

¢ Are all session outlines prepared for every day?
Yes [
No [I

# Things to be done: (See session outline example)

¢ What else needs to be prepared?

Things to discuss with prep team members:

Things to receive from the participants:

11
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Things to check with the ho(s)tel:

+ Did you check all practicalities and technical devises if they work?

[ ] Does the meeting room have enough chairs and tables and are they in the

order you want them to be?

[ ] Does the projector, overhead projector etc work?

[ ] Are light and heating working; can you provide fresh air?

[ ]did you prepare a flipchart with papers, pens?

[ ] will the food be ready in time?

¢ Are you and your team members mentally prepared and ready?

[ ] finish or postpone all other things to do so that you can focus only on the

project?

[ 1 know what you want to achieve with this project?

[ ] leave home in a good spirit so that nothing back home is worrying you?
[ ] are you looking forward to work with your prep team and participants?

[]..

/Space for comments: \

12
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¢ When and where are the prep team meetings going to take place?

+ls it a suitable time and place?

Prep Team meeting time:

Prep team meeting room:

¢ Here you can write freely, like in a diary at home.

Is there anything from your outside life that keeps worrying you? What is it?

Where or to whom can you put it so that you don’t have to think about it during

the activity?

What is worrying me in my life outside the project?

How can | approach it?

When will | deal with it?

13
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¢ What do you have to say or announce to your participants on the first

evening/day?

Info about...

[ ] Smoking

[ ]Food

[ ] Accommodation/Room division

[ ] Payments, receipts

[ ] Activities, programme

[ ] Time Schedule (waking up, meals, breaks]
[1..

+ What games/ activities have your foreseen for the participants to get to know
each others names and which games/activities will you use for the group
building?

Name game 1: Name game 2:

Group building game 2: Group building game 1:

14
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¢ Are these activities suitable for all your participants? Do they exclude

someone because of limited physical abilities or possible fears?
Is it suitable for..

[ ] shy people?

[ ] people of all heights and weights?

[ 1 people with different cultural backgrounds?

[ 1 people who meet for the first time?

[ ] people who might be tired after a long trip?

¢ Are all special needs of the participants and prep team members cared for?

(child care, special diet...)
Did you arrange...

[ ] extra bed for the child
[ ] child care

[ ] vegetarian/ vegan/ halal/ kosher food? Is it suitable for all people with

allergies in your group?
[ ] accessibility for people with wheel chairs or other disabilities?

[ ] other special needs that you know of or might occur?

@pace for comments: \

15
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During the activity - from the first day to the last day

This section is aimed at assisting you to go through each of the days of the activity.
You don’t have to fill in answers to all of these questions, just the ones you feel

that are the most important ones to you.

You can just fill in as many days as you need, depending on the length of your

activity. You can add more days, should your activity be longer than 7 days.

16
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities

17
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Material

[ 1pens

[ 1 paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:

18
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?

19
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No

20
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?

21
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?

22
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well- interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:

23
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

¢ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ 1No

Things to do:

24
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities

25
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Material

[ ]pens
[ 1paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:

26
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?

27
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No

28
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?

29
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?

30
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:

31
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

+ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ INo

Things to do:

Go through the questions 1-12 of the programme days

32
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities

33




Project

. WORKBOOK
Supplies

Material

[ ]pens
[ 1paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:

34
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?

35
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No

36
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?

37
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?

38
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:

39
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

+ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ INo

Things to do:

Go through the questions 1-12 of the programme days

40
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities

41
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Material

[ ]pens
[ 1paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:

42
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?

a3
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No

44
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?

as
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?

46
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:

47
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

+ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ INo

Things to do:

Go through the questions 1-12 of the programme days

a8
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities

49
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Material

[ ]pens
[ 1paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:

50
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?

51
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No

52
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?

53
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?

54
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

+ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ INo

Things to do:

Go through the questions 1-12 of the programme days
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities
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Material

[ ]pens
[ 1paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:

58
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?

59
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No

60
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

+ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ INo

Things to do:

Go through the questions 1-12 of the programme days
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1. What do you need to announce to the participants?

Schedule:

Programme (changes):

Accommodation/ food:

2. What needs to be prepared for each of the session?

Payments and reimbursements:

WORKBOOK

[ ] projector

[ ] overhead

[ ] flipchart

[ ] space for working groups
[]..

[]..

Technicalities
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Material

[ ]pens
[ 1paper

[ ] coloured paper

3. What is the aim of each of the sessions?

[ 1 knowledge on...
[ ] reflection on...
[ ] achieving an output ...

[ ] raising awareness on....

4. Who is going to do what during each of the sessions?

Me:

Prep team:

Participants:
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5. Do you explain well to the participants what exactly they should do?

Did you tell them:

[ ]in which groups to go?

[ ]what is the learning aim?

[ ] what to discuss?

[ ] what to write down?

[ ] when to come back? / when the session ends?

[ ] what to present and how to?

[]..

6. What should be the result of each session?

Session 1

Session 2:

Session 3:

Session 4:

Does it fit together?
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7. Which working method are you going to use for the different sessions?

[ ] presentation/lecture
[ ] working groups

[ ]role play

[ ] open space

[ ] fish bowl

[ ]theatre

[ ]1world café

[ ]

L

See the Manual for a description of these working methods

8. How does the session fit into the flow of the activity?

9. Do you have a reflection session?
[ ]Yes

[ 1No
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10. In which way will you do it?

WORKBOOK

[ ]plenary

[ ]small groups
[ ]individually
[]1..

[ ] talking

[ ] writing

[].

\

¢ What material is needed?
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11. What are the outcomes of the reflection groups?

WORKBOOK

Positive

Negative

Ry

Proposals

12. Was there enough free time for the prep team?

[ ]Yes

[ 1No

¢ When would it be needed?
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Prep team meeting
¢ How are you and your team colleagues?
angry frustrated satisfied relieved Unsatisfied | home sick
happy tired enthusiastic | optimistic pessimistic fine
¢ Did you encounter any difficulties during the last day? Which?
¢ How did each of the sessions go?
the
participants it was well interesting
good good outcome ) )
took part prepared discussions
actively
not so many outcome is some people
Not so well people took lacking didn’t take
part actively (completely)/ part

¢ Is there any tips or advice you want to give to the team members?

This is done very well:

This could be improved:

This is how it could be improved:
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¢ Is there anything you could improve about your own work?

WORKBOOK

[ ] on your presentation
[ ] on your preparation

[ ] on your way of leading a group

[ ..

[ ]in your way of participating in the prep team?

7

+ Do any of the participants have a problem? How can you help solving it?

¢ Is everything prepared for tomorrow?

[ ]Yes

[ INo

Things to do:

Go through the questions 1-12 of the programme days
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3. Follow-up phase

. How did you do according to your own opinion?

. What went well? Describe it in a few words

. What didn’t go so well? Describe it in a few words

. What new things did you learn during the activity?

. Did you get new contacts for future co-operation? New friends? Write or draw

something about them, something that you will remember them by.
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6. How did it go in relation to your strengths and weaknesses that you
determined in the beginning of the activity?

7. What was the best moment of the activity?

8. What was the worst moment of the activity?

9. Who were your favourite participants?

10. Describe your ideal participant here!
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My notes:




