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You are required to document your role in administering a project. The project may
be set in a business, social, sporting, or family environment but must be of a
significant size and scale. If you do not have an actual project to write about you may
complete the project hypothetically. This report will be between three to six pages

in length. This is a significant research project.
Your report must address eaeh ONE of the following issues:

1. Identify and describe the purpose, scope, and objectives of the project.
Display this information using an appropriate tool.

2. Describe how the team is given an outline of the project.

3. Describe the strategies that are going to be set up to maintain
communication with the team members.

4. Describe the tools that are going to be used to monitor the goals, time
frames or milestones.

5. ldentify project milestones and activities. Display this information using an
appropriate tool.

6. Create a budget and link the costs to the key milestones for a project.

7. Describe how you are going to divide tasks and resources amongst a project
team. Display this information using an appropriate tool.

8. Briefly describe how the progress will be monitored.

9. How are current project records maintained? Who has responsibility for
this? provide some recommendations on how this process could be
improved.

10. Describe the current procedure for finalizing projects. Create your own
procedure and identify how you will evaluate the success of the project.

11. Legislation that may affect the project including health and safety, and anti-
discrimination legislation.

Best of luck...
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