
 

SAMPLE PROJECT PLAN 

 
PROJECT PLAN: 

Speak Out Event 

What: 

 An event to get service users’ view of the service and ideas for improvements.   

 The event will include entertainment, complimentary therapies, information 

stands, etc.  

 

Why:  

 The service is for the people who use it so it is important to hear from them what 

it is like to receive the service, what works and what does not work and get their 

ideas for improvements or other things we can do.  

 Our funders require us to involve service users.  

 We want the event to lead to getting service users more involved. 

 

Who: 

 Current service users 

 Senior member of staff (e.g. director of operations, service manager) 

 Other staff (to be decided) 

 

When: Friday 20 October from 12.00 until 4.00pm (provisional date and time)  

 

Where:  Pleasant venue, away from the service (to be arranged)  

 

Estimated cost: 

 

Budget:  Service user involvement and service evaluation budgets  
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Tasks 

 

Who 

 

When by 

 

Comments 

Convene a working 
group to plan and 
organise the event  

Write a brief description of the 
working group: 

 Purpose 

 How often it will meet 

 How long the meetings will 
be 

 How long the group will 
exist 

 Information about payment 
(if any) 

 Information about 
reimbursement of 
expenses 

 What members of the 
group could get out of 
being involved 

 

SUI lead  Before 
May team 
meeting  

   

 Explain idea of event to 
colleagues at team 
meeting and give them 
description 

 Ask for 3 staff volunteers 

 Ask them to each recruit a 
service user to come on to 
the working group 

 Ask them to give the 
service users the 
description 

 

SUI lead  

   

 

Staff  

May Team 
meeting  

   

 Set a date for the first 
working group meeting 

 Book meeting room 

SUI lead  Beginning 
June  

   

Pre first working 
group meeting  

 Send out meeting invitation 
and agenda 
Sort petty cash for 
expenses and vouchers for 
payment  (if any) for SUs 
coming to working group 
meeting 

 Organise refreshments for 
meeting 

SUI lead  1-2 weeks 
before 
meeting  
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First working group 
meeting  

 Check that everyone 
agrees date and time of 
Speak Out event 

 Decide the programme for 
the event 

 Decide who to invite to the 
event 

 List of tasks to be done 
(see below sections) 

 Allocate tasks to members 
of group 

 Decide how to evaluate the 
event 

 Set dates for working 
group meetings 

 reimburse expenses to 
service users and agree 
payment mechanism 

Working 
group  
 
 

 

 

 

 

 

 

SUI Lead 

  

      

Find venue  

   

   

 Visit venues and find out 
about facilities & 
accessibility 

 Get prices and availability 

 Report back to working 
group for decision 

 Book venue 

Working 
Group 

      

Food and 
refreshments  
   

 Find caterers (if not 
provided by venue) 

 Get prices 

 Report back to working 
group for decision 

 Book 

Working 
Group 

      

Contributors  

   

 Find and book contributors 
who give will their time free 
– music, therapies etc 

 Invite someone to 
chair/host the event 

 Brief contributors 

 Organise thank-you gifts 

Working 
Group  

      

Design and 
produce the 
publicity  
   

Make sure service user members 
of the working group are involved 
in the content and design 

SUI Lead       

Invite participants 
and publicise  
   

 Book service 
manager/director of 
operations 

 Invite staff 

 Ask all members of staff to 
hand out publicity, invite 
service users and 
encourage them to attend 

 Distribute publicity in 

Working 
Group  
    
Staff  
   

   

By end 
July  
   
   
From mid-
Sept  
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places where service users 
most likely to see it 

Evaluation   Design evaluation forms 
for end of event – ask 
service users what 
questions should be on 
them 

 Record the process of 
organising the event– what 
went, well, what not so well 

 Decide on how to evaluate 
impact of event on staff, 
service delivery, service 
users 

Working 
Group 

      

Other preparations 
for the day  

 Get form ready so 
participants can sign-up for 
future SUI 

 Ask someone to take notes 
on the day – brief them 

 Ask someone to run an 
icebreaker on day 

 Purchase name badges 
and pens so participants 
can put their name on 
themselves when they 
arrive 

 Flip chart pens, pads etc if 
not supplied by venue 

 Blu tack, Post-it notes etc 

 Organise reimbursement of  
expenses 

Working 
Group 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SUI Lead 

      

Collecting views at 
event  

 Flip charts around the 
room with a question on 
each. Decide questions 

 Design questionnaire to 
complete on the day 

 Split participants into small 
groups – decide questions 
to be asked in the group 
sessions 

Working 
group  

      

On the day  
   
   

 Make sure refreshments 
ready for participants 
arrival 

 Have someone to greet 
people at the door 

 Get room ready 

Working 
Group 
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 Table for name badges etc 
near door 

 Put flipcharts up, check 
plenty of pens, post-it 
notes etc 

 Make sure the seating is 
arranged in a suitable way 

 Lighting and temperature 
check 

 Contributors set up 

 Find out housekeeping 
arrangements – toilet, 
smoking area, fire exits, 
etc 

 Brief chair so they can 
inform participants at start 
of event 

 Check note taker has what 
they need 

 Ask someone to collect 
flipcharts up at the end 

After the event  
   

 Collate the information, 
analyse it and write a 
report 

 Get responses from 
managers 

 Add feedback to the report 
and disseminate 

 Make sure that all service 
users get a copy and are 
thanked for attending 

 As soon as possible 
organise another 
opportunity to involve the 
service users who 
expressed an interest at 
the event 

Working 
Group 
 
 
 
 
 
 
 
 
 
 
SUI Lead 

      

 


