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1 Introduction

At the UKCPA Business Planning meeting in February 2011, it was acknowledged that many UKCPA Groups are keen and active in developing and carrying out projects within their Groups, on behalf of the Association, or in collaboration with other organisations. For project management purposes, it was agreed that a tool would greatly benefit those Groups or individuals conducting the project in monitoring the stages of the project and its outcomes. Additionally, for governance and transparency purposes, it was agreed that Groups would benefit from a document which could be completed and submitted to the UKCPA General Committee for approval, which would also allow the Association to be aware of the projects being undertaken by its Groups.

A small working group, on behalf of the UKCPA General Committee, has developed this document - the ‘UKCPA Project Planning Document’ - based on the PRINCE project management methodology. 

The document provides a framework to assist UKCPA Groups in developing and defining a project, including project goals and objectives, outlining measures of success, and identifying risks. The document also serves as a project management tool so that the project manager(s) can map the progress of the project, measure success and outcomes, and identify risks.

This document will allow consistency in seeking approval for UKCPA projects, both for the applicants and the UKCPA General Committee (or nominated representatives) who will approve the project.
The document should be submitted to the UKCPA General Committee (via Marie Matthews, General Manager, at mmatthews@ukcpa.com) for approval for any projects undertaken under the UKCPA name. If financial support from UKCPA is required, please also complete the Funding Request Form and submit with this document.
In summary, the purpose of this Project Planning Document is to:
· Assist in defining and developing a project
· Provide a standard form which UKCPA General Committee can use to consider and provide clear approval to proceed
· Provide a basis for management of the project
· Provide a basis for evaluating the overall success of the project
· Ensure that adequate resources are secured to deliver that success.
Please note that projects will vary in size and complexity and as such the level of detail required in this document will vary.

2 PROJECT DESCRIPTION
2.1
Aims and objectives

[Please outline the overall project aims and objectives here]
2.2 Alignment with UKCPA vision

[Please describe here how the project fits within the overarching vision, mission statement, objectives and strategic direction of UKCPA]
2.3 Benefits

[Please describe here how the project will benefit UKCPA, its members and/or the pharmacy profession. Please also describe how the results of the project will be used.]

2.4 Background

[Please describe here the background to the project: why it is needed and/or the problem which is to be addressed.]

2.5
Plan


[Please describe here the design of the project with key stages and methods outlined]

2.6
Scope

[Please provide details of the scope of the project, eg geography, target population, timeline, etc]
2.7
Collaborations

[Please provide details of any collaborations with other UKCPA Groups or outside organisations, if applicable]

2.8
Timeline for project delivery
[Please provide an estimated timeline for project deliverables]

2.9
Measures of success

[Provide details of the measures used to evaluate the success of the project]

3
PROJECT DELIVERABLES
[Please describe here the objectives and deliverables of the project. This can be divided into workstreams if necessary. Please insert more boxes if required.]

	Objectives & key deliverables 

	Project Lead:
	Project Team:

	[Workstream 1: Objectives]
· Objective 1
· Objective 2
· Objective 3

	[Timeline]
[Timeline]
[Timeline]


	[Workstream 1: Deliverables]
· Deliverable 1
· Deliverable 2

· Deliverable 3


	[Timeline]
[Timeline]
[Timeline]



4. 
STAKEHOLDERS
[Stakeholders are the individuals or groups who could impact (positively or negatively) on the success of the project, by virtue of their role or influence. Their issues should be identified and managed to ensure the project is successful. Please state here the key stakeholders and how they relate to the project.]
5. 
MANAGEMENT AND REPORTING/ACCOUNTABILITY
[Please describe here how the project will be managed on a day-to-day basis and how it will be supervised overall. Please also describe any advisory groups, reference groups or patient involvement, if applicable, and their role in the project. 
Please also describe the links between these groups and how they will report to each other, including a communication strategy, and frequency of meetings, if applicable.
Please also describe how the project manager will report progress to UKCPA.

Please feel free to include a diagram if you wish.]
6. 
QUALITY ASSURANCE
[Please describe here how the project manager will monitor the quality of the project and its outcomes.]

7. 
RISK MANAGEMENT
[Please describe here any risks to the project and how these will be identified and minimised.]              
8. 
RESOURCES
[Please outline here the resources required to complete this project (including individuals’ time) and how you intend to provide those resources. If additional financial or other resources are required from central UKCPA funds, please complete the UKCPA Funding Request Form.]                                                                                
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