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[bookmark: _Toc225449003]1. Introduction
This document presents the project plan for the “Run for Hope” Community Charity Fun Run, scheduled to take place on October 15, 2026. As the appointed Project Manager for the client, Hope Foundation (a UK-based non-profit organisation supporting mental health awareness), I am responsible for planning and executing this fundraising event. The event aims to bring the local community together, promote physical activity, and raise much-needed funds for mental health services across the region. This project plan follows the five phases of project management as defined by the Project Management Institute (PMI, 2017). It outlines the key activities, required resources, schedule, and risk management strategies to ensure the event is delivered successfully. The plan will serve as a guide for the project team, volunteers, and stakeholders throughout the project lifecycle.
[bookmark: _Toc225449004]2. Project Aim, Objectives, and Scope
Project Aim:
To organise and execute a safe, enjoyable, and profitable community fun run event that raises awareness and funds for mental health services provided by Hope Foundation.
Project Objectives:
The objectives follow SMART criteria (Specific, Measurable, Achievable, Relevant, Time-bound) as discussed by Bjerke and Renger (2017):
1. Financial: Raise a minimum of £50,000 in net proceeds for Hope Foundation after all event costs are covered.
2. Participation: Attract a minimum of 1,000 registered participants for the 5km run/walk.
3. Operational: Ensure all event permits, safety plans, and insurance are secured at least 30 days prior to the event date.
4. Quality: Achieve a post-event participant satisfaction rating of at least 85% based on survey feedback.
Project Scope:
The scope defines what is included and excluded in the project.
· In-Scope: Venue selection and permitting; marketing and promotion; participant registration system; volunteer recruitment and training; coordination of event-day logistics (route setup, water stations, timing, first aid); post-event cleanup; and financial reconciliation.
· Out-of-Scope: Long-term management of funds raised (handled by Hope Foundation); ongoing mental health programme delivery; and procurement of participant race t-shirts (to be managed by a separate sponsorship partner).
[bookmark: _Toc225449005]3. Project Management Methodology and Phases
This project will be managed following the PMBOK Guide (Sixth Edition) framework, which provides a structured approach suitable for event-based projects (PMI, 2017). The five process groups are applied as follows:
1. Initiation: This phase involves developing the Project Initiation Document (PID) that formally authorises the project. The PID includes the business case (fundraising for mental health), high-level scope, and initial stakeholder identification. Key stakeholders such as the Hope Foundation Director, local council, and sponsors are identified at this stage.
2. Planning: This phase focuses on creating the detailed roadmap. Key outputs include the Work Breakdown Structure (WBS) , a Gantt Chart for schedule management, the Resource Breakdown Structure (RBS) , and the Cost Breakdown Structure (CBS) . A Risk Register is also created to identify potential issues such as bad weather or low registration numbers.
3. Execution: This phase involves coordinating people and resources to carry out the project work. Activities include launching the marketing campaign, managing volunteer recruitment, setting up the event site on the day, and managing the race itself. Regular team meetings are held to track progress.
4. Monitoring and Controlling: This phase runs parallel to execution. It involves tracking actual performance against the planned schedule and budget. For example, weekly registration numbers are monitored against targets, and expenses are tracked against the CBS. Change requests (such as adding a new event sponsor) are managed through a formal approval process.
5. Closing: This final phase ensures all activities are completed properly. It includes post-event cleanup, collecting participant feedback, reconciling finances, and delivering a final report to Hope Foundation with lessons learned for future events.
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The project will produce the following tangible deliverables:
	Deliverable
	Description

	Project Management Plan
	Approved PID, WBS, schedule, and budget.

	Permits and Approvals
	Secured local council permits, road closure approvals, and event insurance.

	Marketing Materials
	Event website, social media campaign, posters, flyers, and email newsletters.

	Registration System
	Online registration platform with payment processing.

	Volunteer Programme
	Recruited, trained, and scheduled volunteer team for event day.

	Event-Day Infrastructure
	Start/finish line setup, timing system, water stations, first aid tent, signage, and sound system.

	Post-Event Report
	Financial reconciliation, participant survey results, and lessons learned documentation.


[bookmark: _Toc225449007]5. Work Breakdown Structure (WBS) and Activities
The WBS breaks the project scope into manageable components, ensuring all work is identified (PMI, 2017).
[bookmark: _Toc225449008]5.1. WBS Levels 1 & 2: Phases and Major Deliverables
· 1.0 Project Management
· 1.1 Initiation (PID, Stakeholder Matrix)
· 1.2 Planning (WBS, Schedule, Budget)
· 1.3 Monitoring & Control (Progress Reports, Risk Log)
· 1.4 Close-out (Final Report, Lessons Learned)
· 2.0 Event Planning & Approvals
· 2.1 Venue Selection
· 2.2 Date Confirmation
· 2.3 Council Permits (Road Closure, Noise, Public Assembly)
· 2.4 Insurance (Public Liability, Event Cancellation)
· 3.0 Marketing & Communications
· 3.1 Branding & Design (Logo, Flyers, Posters)
· 3.2 Digital Marketing (Website, Social Media)
· 3.3 Sponsor Engagement
· 3.4 Media Relations (Press Releases)
· 4.0 Registration & Participation
· 4.1 Online Registration Platform Setup
· 4.2 Fee Structure Definition
· 4.3 Participant Communication (Confirmation Emails, Event Updates)
· 5.0 Volunteer Management
· 5.1 Volunteer Recruitment
· 5.2 Role Assignment
· 5.3 Training Session
· 5.4 Event-Day Coordination
· 6.0 Event-Day Operations
· 6.1 Site Setup (Tents, Barriers, Signage)
· 6.2 Route Preparation (Marking, Water Stations, Marshals)
· 6.3 Timing & Results System
· 6.4 First Aid & Safety
· 6.5 Participant Check-in & Bib Distribution
· 6.6 Race Management
· 6.7 Site Pack-down & Cleanup
[bookmark: _Toc225449009]5.2. WBS Level 3: Detailed Tasks (Example: Work Package 6.1 – Site Setup)
	WBS Code
	Task Description

	6.1.1
	Coordinate with venue for access times and vehicle entry points.

	6.1.2
	Unload equipment from storage truck (tents, tables, barriers, signage).

	6.1.3
	Set up registration tent with tables, computers, and bib distribution system.

	6.1.4
	Set up start/finish arch with timing equipment.

	6.1.5
	Place directional signage along the route.

	6.1.6
	Set up sound system for announcements and music.

	6.1.7
	Set up first aid tent with chairs, supplies, and signage.

	6.1.8
	Set up sponsor booths and information tables.
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The project schedule is managed using a Gantt Chart, which visually displays tasks, durations, and key milestones. The table below outlines major milestones with their target completion dates.
	ID
	Milestone / Deliverable
	WBS Reference
	Timeline (from start)

	M1
	Project Initiation Document Approved
	1.1
	Month 0 (April 1)

	M2
	Venue and Date Confirmed
	2.1, 2.2
	Month 1 (April 30)

	M3
	All Permits and Insurance Secured
	2.3, 2.4
	Month 2 (May 31)

	M4
	Sponsorship Agreements Finalised
	3.3
	Month 2 (May 31)

	M5
	Online Registration Goes Live
	4.1
	Month 2 (June 1)

	M6
	Marketing Campaign Launched
	3.0
	Month 3 (June 15)

	M7
	Volunteers Recruited and Trained
	5.0
	Month 5 (August 31)

	M8
	Registration Closed
	4.0
	Month 6 (September 30)

	M9
	Event-Day Execution
	6.0
	Month 6.5 (October 15)

	M10
	Final Report and Financial Reconciliation
	1.4
	Month 7 (November 15)
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Effective resource planning ensures the right people and materials are available at the right time. The Resource Breakdown Structure (RBS) categorises resources, while the Cost Breakdown Structure (CBS) tracks the budget.
[bookmark: _Toc225449012]7.1. Resource Breakdown Structure (RBS)
· 1.0 Human Resources
· 1.1 Project Management: Project Manager, Event Coordinator.
· 1.2 Marketing: Marketing Lead, Social Media Volunteer, Graphic Designer.
· 1.3 Volunteers: Volunteer Coordinator, 50 Event-Day Volunteers (Course Marshals, Registration Team, Water Station Attendants, Setup/Pack-down Crew).
· 1.4 Specialist: First Aid Provider (St John Ambulance), Timing Company.
· 2.0 Material & Equipment Resources
· 2.1 Event Infrastructure: Tents, tables, chairs, barriers, start/finish arch, signage.
· 2.2 Equipment: Sound system, timing equipment, two-way radios, bib numbers, safety pins.
· 2.3 Consumables: Water bottles, snacks, first aid supplies, printed flyers, bibs.
[bookmark: _Toc225449013]7.2. Cost Breakdown Structure (CBS)
The CBS provides a framework for tracking all project costs against the budget. All figures are in British Pounds (£).
	CBS Code
	Category
	Budget Allocation (£)
	Notes

	1.0
	Permits & Insurance
	£3,000
	Council fees, public liability insurance, event cancellation cover.

	2.0
	Marketing & Promotion
	£5,000
	Social media ads, flyers, banners, website hosting.

	3.0
	Event Infrastructure
	£8,000
	Tent rental, barriers, signage, portable toilets.

	4.0
	Equipment & Services
	£4,500
	Timing system, sound system, first aid provider (St John Ambulance).

	5.0
	Participant Materials
	£6,000
	Bibs, medals, water bottles, snacks.

	6.0
	Volunteer Support
	£1,500
	T-shirts, meals on event day.

	7.0
	Contingency (10%)
	£3,000
	For unforeseen expenses.

	Total Costs
	
	£31,000
	

	Projected Revenue
	
	
	

	Participant Registration (1,200 x £45)
	£54,000
	
	

	Sponsorship (Local businesses and corporate partners)
	£30,000
	
	

	Total Revenue
	£84,000
	
	

	Net Proceeds to Charity
	£53,000
	
	


[bookmark: _Toc225449014]8. Risk and Stakeholder Management
[bookmark: _Toc225449015]8.1. Risk Management Register
A Risk Register is used to identify, assess, and plan responses for potential risks (Zwikael and Smyrk, 2019).
	Risk ID
	Risk Description
	Probability
	Impact
	Risk Score
	Mitigation Strategy

	R-001
	Bad weather (heavy rain) on event day.
	Medium
	High
	High
	Secure an indoor backup venue (local sports hall). Communicate weather contingency to participants via email and social media. Procure event cancellation insurance.

	R-002
	Lower than expected participant registrations.
	Medium
	High
	High
	Launch marketing campaign early. Offer early-bird discounts. Engage sponsors to help promote through their networks. Monitor registration numbers weekly against targets.

	R-003
	Insufficient volunteers on event day.
	Low
	Medium
	Medium
	Begin recruitment 5 months in advance. Over-recruit by 20% to account for last-minute cancellations. Maintain a waitlist.

	R-004
	Injury to participant requiring medical attention.
	Low
	High
	Medium
	Contract professional first aid provider (St John Ambulance). Train marshals on emergency procedures. Ensure ambulance access route is clear.

	R-005
	Road closure permit denied or delayed.
	Low
	High
	Medium
	Submit permit application 4 months in advance. Build strong relationship with local council. Identify alternative route options within a local park.
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Stakeholders are managed using a matrix based on their power and interest (Aaltonen and Kujala, 2016).
	Stakeholder
	Power
	Interest
	Classification
	Engagement Strategy

	Hope Foundation (Client)
	High
	High
	Key Player
	Weekly progress meetings. Provide detailed updates on registration numbers and budget. Involve in key decisions.

	Local Council
	High
	Medium
	Keep Satisfied
	Regular communication on permit status. Ensure all requirements are met. Invite councillor to be an official starter.

	Participants
	Low
	High
	Keep Informed
	Regular email updates. Active social media engagement. Post-event survey to gather feedback.

	Sponsors
	Medium
	High
	Keep Informed
	Provide regular visibility reports. Ensure logos are displayed prominently. Offer post-event impact report.

	Volunteers
	Low
	High
	Keep Informed
	Regular communication before event day. Provide clear role instructions. Hold appreciation event after the run.

	Local Residents
	Low
	Medium
	Monitor
	Letterbox drop to inform of road closures. Provide contact number for concerns.






[bookmark: _Toc225449017]9. Conclusion
This project plan provides a clear and structured approach for delivering the “Run for Hope” Community Charity Fun Run. By following the five phases of project management as outlined by PMI (2017), and by utilising key tools such as the Work Breakdown Structure, Gantt Schedule, Cost Breakdown Structure, Risk Register, and Stakeholder Matrix, the project team is well-equipped to manage scope, schedule, budget, and potential challenges. The plan demonstrates a clear understanding of the resources required, the activities to be performed, and the milestones to be achieved. With effective execution, this project will successfully raise £53,000 for mental health services, engage the local community, and provide a positive experience for all participants and stakeholders involved.
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