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EXMOOR NATIONAL PARK PARTNERSHIP FUND 
Guidance notes for applicants  

‘Developing a Project Plan’ 

If you have any questions at any stage, or require any of the National Park 
Partnership Fund documentation in an alternative format please contact the Funding 
Officer on 01398 322237 / PartnershipFund@exmoor-nationalpark.gov.uk. Specialist 

officers within the Authority can also offer advice and support for certain projects. 
 

1.0 Introduction 
 
1.0.1 To deliver a successful project it is essential to have a good plan. The level of detail 

required will reflect the scale and complexity of your project. If you are applying for 
funding for a grant to part-fund your project, those appraising your application will 
not only want to know whether it is worthy of support; they will also want to have a 
degree of confidence that you have the ability and resources to see it through to a 
successful conclusion. 

 
2.0 Who needs to submit a project plan? 
 
2.0.1 A project plan should be submitted as part of your application to the Exmoor 

National Park Partnership Fund in any of the following circumstances:  
 

 You are seeking £20,000 or more (unless otherwise advised by ENPA Officers); 
 You are seeking support for a commercial or profit making venture; 
 You are seeking support for a particularly complex project (i.e. one involving 

extensive partners, one with multiple funders, or one requiring several 
interrelated actions in a particular order as examples).  

 
2.0.2 If you are at all unsure as to whether you are required to submit a project plan 

please speak to a member of staff within the Sustainability and Economy 
Team at Exmoor National Park Authority. 

 
3.0 What to include in a project plan? 
 
3.0.1 The template in section 4 below provides a guide as to the type of information that is 

typically required for a project plan as part of National Park Partnership Fund 
application. You can use this as a template in which to complete your own project 
plan, or to ensure an existing plan covers all the required points. 

 
3.0.2 The level of detail required under each heading will vary from project to project and 

is usually determined by the scope of the proposed project. Likewise what you 
actually describe under each heading will vary from project to project and it is 
important you consider carefully what is right for your particular project. 

 
3.0.3 Essentially the project plan should seek to demonstrate the ‘what’, ‘why’, ‘when’, 

‘where’, ‘who and ‘how’ of your project. 

mailto:PartnershipFund@exmoor-nationalpark.gov.uk.
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3.0.4 At times the information required in the application form may duplicate information 

within a project plan – in which case please feel free to cross reference the relevant 
material to avoid duplication. 

 
4.0 Project Plan Template 
 
4.0.1 You may find the following format useful for developing your project plan: 
 
4.1 The business case (project aims and objectives) 

 
4.1.1 What do you plan to do, why is the work needed and what will you achieve? 

The "business case" will show you and any potential funder the justification for your 
project and serve as a guide to setting up and running your project.  

 

4.1.2 There are three basic steps to developing and describing the business case: 
 

1. Define what you want to do, where and why, describe your objectives and 
intended outputs; 
 

2. Research to gather relevant evidence and information to help you decide if what 
you want to do is feasible, whether to change some objectives, how to go about 
delivering your project and how you will fit in relation to any competitors (i.e. what 
will make your project special?) 
 

3. Make decisions about how to develop your project based on the evidence you 
have found.  You will need to make decisions about: 
 

a) The community (or customer/s)  - who, where, what defines them? 
b) The need - the issues you intend to address. 
c) The product or service - exactly what you intent to offer the community / 

customer, how will you produce this, and the market you will place it in.? 
 
4.2 Project Team 
 
4.2.1 Who will be managing the project on a day to day basis, who will have overall 

accountability for the project and who else will participate in the project? 
An opportunity to show the credentials, qualifications and specific roles within the 
project of all those that will be involved, whether as paid staff, sub-contractors, 
consultants, volunteers, or other organisations.. In particular it is important to define 
who is to take overall responsibility and accountability for the project and any 
decisions that need to be taken and who is responsible for delivering the project on a 
day to day basis. 

 
4.3 Project Timetable 
 
4.3.1 What tasks need completing when to successfully deliver your project? 

This is one of the most important elements allowing anyone involved in the project 
(including funders, project workers and key stakeholders) to know what is to be 
expected and by when. 

 
4.3.2 In order to produce a clear project timetable the different tasks required to complete 

the project will need to be identified. One of the best ways to present a project 
timetable is in a simple bar chart format, known as a Gantt Chart. 
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4.3.3 The timetable should be realistic and where appropriate include adequate 
contingency time in case some tasks take longer than expected. Critical moments in 
the project can be highlighted as opportune moments to review progress. 

 

 
4.3.4 The example Gantt chart above shows the tasks leading up to a fundraising concert. 

The chart shows the different tasks required to organise the concert and shows the 
sequence of activities that need to take place in the weeks running up to the 
performance night in wk. 8, and the start and end point of various activities. 

 

4.4 Project Costs  
 
4.4.1 What will your project cost to set up? Where will you source the required funds 

from? How will you sustain your project in the long term (where applicable)? 
Here you should provide a detailed breakdown of the costs needed in your proposed 
project, as well as the expected income. This may be taken from your application 
form, or for more complex projects you have the opportunity of providing further 
detail. 

 
4.4.2 Where a project is either part of a commercial / profit-making business or reliant on 

a continued income stream to sustain the work beyond the project you should 
demonstrate how the necessary cash flow is to be achieved giving a forecast of 
income and expenditure over the coming years, along with details on what this is 
based (e.g. market research).  

 
4.5 Project Reporting and Monitoring  
 
4.5.1 How will you ensure your project is on track, and how will you report on its progress?  

This section details how different people involved within the project will report on 
progress and any issues that arise to both those managing the project (the project 
team) and other key stakeholders. It should identify what format reporting will take 
place (e.g. bi-monthly written progress reports and oral reports given at quarterly 
steering group meetings). 
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Confirm date 

             

Book venue and performers         

Review progress         

Print tickets         

Book catering         

Arrange programme order         

Advertise         

Sell tickets         

Set up hall         

Test sound         

Set up catering stall         
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4.6 Communications Strategy  
 
4.6.1 How will you tell people about the project – particularly key stakeholders (those with 

an interest, or who are likely to be affected in any way by your project)? 
Communication is critical to delivering a successful project. Internal communication 
is dealt with in project monitoring and reporting, the communications strategy should 
detail how you will communicate with wider stakeholders. 

 
4.7 Project Risk Assessment  
 
4.7.1 Many projects fail as a consequence of a failure to consider and adequately manage 

risks. You need to establish:  
 What are the potential risks to your project?  
 How likely are they to occur? 
 How severe will they be if they do occur?  
 What can be done to minimise or eliminate these risks?  

 
4.7.2 The risk assessment should consider all risks that might impact on the success of 

the project including those related to the delivery of the project (e.g. information 
being available, statutory consents, staff changes etc) as well as those related to 
health and safety. It is good practice to assign responsibility for monitoring each 
individual risk identified to a named individual. Risks should be reviewed on a 
regular basis to ensure that they are being well managed and to be alert to any new 
risks.  

 
4.7.3 An example template of a risk assessment is set out below.  
 

Risk Probability  

1 - 3 (low– 
high) 

Impact  

1 – 3 (low – 
high) 

Risk score 

(probability x 
impact) 

Response Risk Owner 

Use one row 
to identify 
each risk to 
your project 
and its 
successful 
delivery. 

Rate the likely 
probability of 
this risk 
occurring. 

Rate the likely 
impact on your 
project should 
the risk occur. 

Multiply the 
probability by 
the impact to 
provide a risk 
score – the 
higher the 
number the 
greater the risk 
to your project 

Explain how you 
will seek to 
minimise the 
probability of the 
risk occurring, 
and the measures 
you have in place 
to limit the impact 
should they occur. 

Who is 
responsible for 
managing and 
monitoring the 
risk? The 
project 
manager, 
steering group, 
contractor etc. 

 

5.0 Implementing a project plan 
 
5.0.1 If your funding bid(s) is successful your project plan will provide a blueprint for 

delivery. It will guide you, and keep you focused on the agreed tasks and costs.  
 
5.0.2 The Project Plan may need updating from time to time as your project progresses, 

but be sure that you do not introduce project ‘creep’ and include additional tasks that 
do not directly relate to the original aims and objectives of the project. This is 
particularly important with grant aided projects where the budget is fixed. 

 
5.0.3 At key review points (highlighted in your project timetable) you should take a 

moment to review progress against your plan and instigate (and communicate) any 
changes required.  


