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Project proposal 
Project Name: <Insert Name of Project Here>
<This template is for completion and to be used as the basis for the project charter once the project has been approved. 
Please note that the project proposal is just the beginning and is one part of submission of a project plan, regular reporting, clear accountability mechanisms, engaging stakeholders and wider communications. Ideally a single project manager in one of the eye hospitals oversees all of these components with project group members from several member eye hospitals. The project proposal will be reviewed by the WAEH board and when chosen the progress needs to be reported to the board via a progress report every 6 months. >
<Any information in these brackets is to be deleted before finishing the document.>
	Estimated Project Cost
	EURO (insert direct and actual costs) xxxxx

	Project Leader(s)
	<This should be the CEO(s) of the Hospital leading this project>

	Members who will actively participate
	<Insert names of Hospitals and project members who you would like to invite to be actively and substantially participate in this project>


Overview
1.1 Background
<What the original issue(s) are, why the WAEH and /or it’s individual members need to do this project.  What has already been done previously.>

1.2 The Project in Brief

<What are we aiming to achieve? What is the role of the project members? >

Project Objectives
1.3 Objectives
<These are the specific items you are aiming to achieve, not necessarily the activities you will undertake to achieve it.>

1.4 Risks

<What can you already foresee will be an issue or barrier to you achieving your objectives?>

1.5 Benefits 
<What measurable positive outcomes will this project achieve for the WAEH as a whole and for the individual members of the WAEH? – and when will they be likely to achieve it?>

1.6 Outcomes & Deliverables
<What tangible items will result from your efforts in this project? E.g. Best practice guidelines / new system?>
1.7 Communication

<How do you plan to communicate the outcomes and deliverables to the other members of the WAEH? Via the knowledge hub, via e-mail, via a workshop during the WAEH annual meeting, via the annual report, via the newsletter?>

2. Project Plan
2.1 Stages and Timeframes
<How is the project going to be broken up? By phase or piece of work? Methodology.> Who will do what by when. When will the project start?
2.2 Scope

<What’s in and what’s out? E.g. All Public documents, Annual Report for all members, Cataract services only or all sub specialties. All employees, or only Theatre Nurses?>

Project Activities
	No
	Description
	Start Date
	Due Date

	1
	
	
	

	2
	
	
	

	3
	
	
	


Cost and Resource Requirements -  Direct Costs to be paid
	No
	Resource
	Once off
	Recurrent cost

	1
	
	
	

	2
	
	
	


< include only direct costs that will have to be paid for in cash.in Euros >

Cost and Resource Requirements -  Members In-Kind Contribution

	No
	Resource
	Once off
	Recurrent cost

	1
	
	
	

	2
	
	
	


< include costs /time in hours required to be contributed by members, that will not be reimbursed by WAEH >

2.3 Project roles & responsibilities
Project Leader (Name): Responsible for project oversight, governance and progress reporting. <this will be the CEO named as the project leader on page1>

Project Manager (Name): Responsible for achievement of project objectives, plan, budget and project resource organisation < person who will coordinate all required communication and project activities>
<insert any others with significant roles, eg staff from other participating hospitals, with a brief description of what their role and activities in the project will be>

2.4 Reporting


< The progress needs to be reported to the WAEH Board via a progress report every 6 months. The board will review this report during the board meeting. >

Stakeholder Management and Communication

<List which members are actively going to be involved in this project How will the communication take place between project participants eg skype fortnightly, weekly progress email etc? >

Risks & Issues
	No
	Description
	Likelihood of happening
	Impact if happens
	Mitigation Strategy

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


<NB: The difference between an issue and a risk is that a risk can never be resolved, it is only mitigated to a point where if it happens, the consequence is very small.>
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