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Terms of Reference 
[bookmark: _Toc526132797]2.1.1 Background

Service personnel within our Battalion are fully occupied with activities and deployment on operational and non- operational tours around the world. Operational tours and exercises are mandatory and therefore needs to be achieved to meet the Armed forces requirements. If the Commanding Officer authorises the proposal, the Battalion would have a Battalion sports day event. The sports day event’s date would be agreed by the various company’s Officer Commanding. The budget cost of the event is £3000. This fund will be provided by the battalion’s general fund. The event is organised to create team cohesion and identifying sporting talents in the battalion. Various Regiments and Battalions across the armed forces have organised sports day events either for charity or team cohesion within the workplace. This event would be organised in line with the commanding officer’s policies. At the end of the event the Battalion will successfully achieve its objectives by provide athletes to perform at inter service level or at higher formation and having a workforce with better team cohesion.
The Administrative Officer (AO) would be selected as the Project Manager for the upcoming sports day event. The sports day event is a project with minor risk to manage. These risks can be managed by the Project Manager effectively. The major role of the AO is the staffing of the project, managing costs effectively and coordinating with other project stakeholders.


The Project Manager will direct at least one kick-off gatherings to create plans for the accompanying exercises: 

· Set up the project office. 
· Create project arrangements and techniques. 
· Start refining the extent of work, the calendar, the financial plan, and the project execution plan. 

Contingent upon the many-sided quality level of the project, these gatherings can be long and exceptional. Apparatuses, for example, work process charts and obligation grids can be useful in characterising the exercises and adding clearness to extend foundation amid the task start-up. 

Basically, the project start-up includes working heaps of hours building up the underlying arrangement, staffing the project, and building both interior and outer connections. The project start-up is the primary open door for the Project Manager to set the tone of the project and set desires for every one of the project team members. The project start-up stage on complex activities can be tumultuous, and the Project Manager must be both agreeable in this condition and ready to make comfort with the customer and colleagues. To accomplish this level of individual solace, the Project Manager needs suitable apparatuses, one of which is a powerful arrangement process. This is one reason there are countless amid the start-up of project with a high-many-sided quality profile. Define the processes involved within project start-up, terms of reference and effective project management
Source: http://open.lib.umn.edu/projectmanagement/chapter/7-3-project-start-up/



[bookmark: _Toc526132798]2.1.2    Project brief

Objective
The main purpose of the event is to bring service personnel within the battalion to interact and understanding each other which will enhance cohesiveness and identifying sporting talent within the unit for future sporting events.
The event would be held in a military establishment with sporting equipment and accommodation available and booked at no cost.
If the project is authorised by the Commanding Officer, funds will be provided by the Battalion’s general fund to cover transportation, and other expenses. Accommodation and sporting equipment would be provided without any cost incurred.
Team cohesion; according to Katya Gordeeva, working in groups has turned out to be normal in the working environment and at schools. Working with others may not generally be simple, particularly when individuals differ in background. Not coexisting with other groups of individuals can have outcomes, for example, not completing a task on time and potentially surpassing budgetary impediments. Rather than getting to be furious over contradictions, groups ought to figure out how to stick together. On the off chance that a group is firm, individuals are more propelled to cooperate towards a solitary objective — that is, make their task a win. 
Identifying talent; This event is to identify and maximise sporting talents within the battalion. The event will aid in selecting service personnel with key potential and leadership skills in various sports. Once these principal skills have been identified, teams would be set up and trained further to represent the battalion at various sporting events. Amanda Lightfoot British soldier was selected to represent Great Britain in the 2018 winter Olympics. Her talent was identified whilst serving in the military, she then developed and successfully represented Great Britain.

Stakeholders – the Administrative Officer (AO) would be selected as the Project Manager. The AO will ensure the project runs effectively from start to end of event. The Project Manager would link with other stakeholders to achieve the project’s objectives.

The referees / umpires, they will be ensuring teams observe the rules of the sports also assist with the end results, that will present feedback for the final report. Referees and umpires must be at least level 1 coaching qualified.

Events coordinator, these are members of the project team, they will ensure that up to down communications are effective. They will be coordinating team captains, stakeholders and Project Manager.  

Team captains, they will be responsible for motivating and controlling their teams. Team captains will demand high performance as the events gets commences. Team captains must have represented their company’s or battalion in their selected sports.

Medical, the medical staff would be responsible for any further injuries during the sports day event. The medical staff would ensure that precautions are in place as per risk assessment. There would be a designated medical point should anyone needs to access it.

Media, this is a two-man team, they would be covering footage of the events. These footages would be posted on the unit’s webpage, also use for publicising the unit’s prowess.


Authority to move ahead – the authority would be granted by the Commanding Officer. This would normally be an e-mail copying various Officer Commanding. This will be the green light for the project to commence.

Risks – it would be a low-level risk event. A risk assessment would be done stating the potential risks and the counter measures in place to minimise the risks. The project manager will disseminate the risk assessment.

Cost estimate – Should the Commanding Officer approves the project, the sum of £3000 would be allocated towards the cost of the event. The funds would be available from the Battalion’s general fund. Accommodation and sporting equipment would be available at no cost.


 




[bookmark: _Toc526132799]2.2.1   Tools required to plan, control and monitor a project.

In order to achieve the Sports day event’s objectives, we will adopt the SMART tool. This tool helps stakeholders to agree and commence a given project.
Project targets characterise what a task must accomplish, what decisions are to be made effective and thus ready to be wrapped up. On the other hand, there are advantages that would be gain slowly in the beginning and then show up towards the completion of a task and may keep on being acknowledged long after the project has wrapped up. Example, there would be an increase in fitness and physical performance towards the end of the sporting event.
(NB If there are, quantifiable advantages that must be accomplished inside the life of the project. they might be communicated as objectives and showing up in the task's Business Case). 
A very much characterised and concurred (set of) objective(s) is a vital pre-cursor to itemised project planning. For the targets to be helpful as a guide to extend administration they should be: 

Specific towards the project and part of the objectives. For instance, the target: 'To enhance the effectiveness of our communications with clients.' is excessively dubious. It is extremely an objective shared by several projects, undertakings and the same old thing exercises. Then again 'To decrease the normal turnaround times for enquiries from athletes participating on the event is a much clearer sign of what the project must do. However, it isn't yet extremely quantifiable or measurable. 

Measurable – We must characterise in as quantifiable and abstract terms as conceivable what must be accomplished. Quantifiability will rely upon the idea of the goal and might be in terms of such things as execution, cost, exertion, % change, measure of time, expectations, quality levels, quantities of occasions, assertions, or endorsements. With measuring the cost, performance and qualities of this event/project, it must be achievable at all level.
Achievable - It must be attainable to accomplish the target in down to earth terms and furthermore inside whatever time target has been. The project may need to consider imperatives of innovation, individuals and procedures while evaluating achievability. Different things that impact achievability include: the time expected to perform counsels. The main limiting factor to achieve this event is time frame, equipment and staffing. These can be achieved within the planning process.   
Relevant – The laid down objectives are in line with the project. It also contributes towards the goal of the project. The project is relevant because the goal of the event is to achieve the Commanding Officer’s work place policy. This has been successful at other units in the wider army.
Time bound – to achieve this event, we must be within the time bound at all possible means. It is advisable that the project is reviewed quite often at various stages involve in the process. This will enable us to reference or trace back an error that would need further investigation.

Stakeholder analysis and management process.
Planning the end goal to oversee stakeholder’s connections you should: 
· Distinguish the partners 
· Investigate their dispositions to, and potential requirement for association in, the undertaking. You discover it helpful to condense this with a Stakeholder Power/Impact Matrix (see beneath). 
· Build up your project management technique to guarantee a reliable, fitting also, practical methodology is embraced over the project (Stakeholder management strategy). 
· Recognise potential ways to deal with draw in, oversee connections and convey (both ways) with every stakeholder. 
· Select the methodologies that are probably going to be powerful financially savvy proportionate and moderate (maybe formalised as a communications Plan - see underneath) and construct them in to the Undertaking Plan as suitably resourced and planned exercises. 
· Execute the arrangement, screen its adequacy and overhaul as vital.
 

                  

                Stakeholder Power/Impact Matrix
                      High                Medium              Low
                [image: ] Importance of stakeholders to the event.

Potential impact of event on stakeholders

                     
                  Fig 1.

[bookmark: _Toc526132800]2.3.1        The project lifecycle

The project lifecycle defines the planning stages of the project. Keeping in mind the end goal to oversee successfully, it comprehends the run of the mill lifecycle of a project and how it applies the sporting event. We will have to determine and select how the administration exercises of the lifecycle steps will be accomplished.
[image: ]
Fig 2

[bookmark: _Toc526132801]2.4.1. Planning sequences, processes, activities and dependencies.

We will use Fig 2 to define the planning sequences, processes, activities and dependencies of the sports day event.
Step 1; The project brief - The project brief will define the planning sequences, processes, activities and dependencies of a given project. The project will also highlight the key areas,
. Objectives
. Stakeholders
. Stakeholder’s resources
. Authority to move ahead
. Risks
. Cost estimate

Step 2; Project initiation document - This will be an authority confirmation from the Commanding Officer to commence the event. An email will be sent out to the Project Manager and copying to various stakeholders. This email will have an attachment of the project plan.
Step 3; Running the project - This stage will involve the use of a progress report, risk register and change control document. The SMART analysis and the stakeholder analysis would be used to run the project.  A risks analysis would also be used to highlight and control risks during the period of the project.
Step 4; Closing the project – This stage involves the feedbacks from results on performance during the event. All qualified athletes will be allocated a spot in the Battalion’s team. There will be room for improvement for those athletes who fail to meet the required standard. 
Step 5; Benefits Realisation – The completion of the project after reviews. The Battalion would have achieved its objective by carrying out this sport’s day event. Other Regiments and Battalion within the wider Army will adapt the event project to improve team cohesion and identifying sporting talent within their units.   
This document can also be used for bench marking to measure performance.                                                                                                                                                                                                                      


. 





[bookmark: _Toc526132802]3.5.1 Stage control, Stage boundaries and reports.

Stage control;
To provide successful control areas for the administration, a Prince2 project needs to be implemented and apportioned into various control stages. this will enable the administration’s updates for any success or failure and if it should continue with the project.

Stage boundaries,
The motivation behind administrating a Stage Boundary (SB) process is for the Project Manager to plan towards the following administration plan. This is done by furnishing the project Board with pertinent and exact data for settling on a choice about the project’s process with practicality. This incorporates making a stage Plan (or an exceptional Plan) and refreshing the Project Initiation Documentation.
Reports
Reports give esteemed data about the event's execution over a specific period. Providing knowledge is a procedure that begins once an undertaking is propelled and proceeds until the point when the event is finished, and its benefits are achieved. Every stage boundary there is a control in place to check and update the stage plan effectively between stages to achieve its project objectives.  


[bookmark: _Toc526132803]4.1.1 Change control technique

The project plan is an example of a change control technique.
Although this may sound self-evident, having a reasonable project plan is essential for remaining on track. It will fill in as a system from which to work in, to know where some adaptability is permitted, and which limits ought not be crossed. Often, a change management activity will require numerous individuals working in different branches of the organisation to actualise new changes at the same time. It is subsequently critical to use this change management tool to enable you to concoct an unmistakable arrangement on how the proposed change will be executed. Having a project plan will clear up jobs and help oversee due dates. 
Source: 
https://change.walkme.com/5-change-management-tools-and-techniques-to-master-now 

[bookmark: _Toc526132804]4.1.2     Effective configuration management.

Sequence of event (in the form of a PERT diagram and accompanying analysis of probability of completion)

	14/01/2019
	5 Days
	18/01/2019

	  Stage 1 Authorisation

	    14/01/2019
	12 Days
	25/01/2019


                                                                                      
	28/01/2019
	2 Days
	30/01/2019

	Stage 2 Assessment

	29/01/2019
	1 Day
	30/01/2019



	01/02/2019
	6 Days
	06/02/2019

	Stage 3 Project Brief

	04/02/2019
	2 days
	06/02/2019



	07/02/2019
	1 Day
	08/02/2019

	Stage 4 PM selection

	07/02/2019
	1 Day
	08/02/2019



	11/02/2019
	5 Days
	15/02/2019

	Stage 5 Practice phase

	11/02/2019
	12 Days
	22/02/2019






	06/03/2019
	2 Days
	08/03/2019

	Stage 6 The Event

	06/03/2019
	2 Days
	08/03/2019



	11/03/2019
	5 Days
	15/03/2019

	Stage 7 Post event report

	13/03/2019
	3 Days
	15/03/2019




[bookmark: _Toc526132805]4.2.1    Project product delivery

	 
	 
	Preceding Activities
	Most Likely Duration
	Staff Required per day

	A
	Authorisation
	 
	12
	4

	B
	Assessment
	A
	2
	2

	C
	Project Brief
	A
	6
	1

	D
	Project Manager selection
	A
	1
	2

	E
	Practice Phase
	A
	5
	5

	F
	 Event
	C & D
	2
	15

	G
	Post event report
	F
	3
	1










	 
	 
	Optimistic
	Most Likely Duration
	Pessimistic
	Expected Time
	Variance

	A
	Authorisation
	11
	12
	13
	12
	0.111

	B
	Assessment
	1
	2
	3
	2
	0.111

	C
	Project Brief
	1
	6
	7
	5
	1.000

	D
	Project Manager selection
	1
	1
	2
	1
	0.028

	E
	Practice Phase
	4
	5
	6
	5
	0.111

	F
	Event
	1
	2
	2
	2
	0.028

	G
	Post event report
	2
	3
	4
	3
	0.111



	Expected Time
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[bookmark: _Toc526132806]Appendix:

https://.publishinassetsg.service.gov.uk/government/uploads/system/uploads/attachment_data/file/31979/10-1257-guidelines-for-managing-projects.pdf 
https://www.mindtools.com/pages/article/smart-goals.htm
https://bizfluent.com/how-8536508-increase-group-cohesion.html
https://change.walkme.com/5-change-management-tools-and-techniques-to-master-now 
https://mymanagementguide.com/terms-of-reference-tor-template




[bookmark: _GoBack]



2

image1.PNG




image2.PNG
stop3
Running a
Project

m.—.l ok
Report (|| Register




image3.png
Optimistic +4(MostLikely)+ Pessimistic

6




image4.png
(Pessimistic — Optimistic )2
6




