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1. Introduction
A project plan is a written guide that explains how a project will be done from start to finish. It shows the goal of the project, the steps needed to reach that goal, who is doing the work, what tools and money are needed, and when each step should be completed. In simple words, a project plan is the map that keeps the team on the right road (Maylor, 2010).
For this coursework, I have taken the role of a project manager. My client is a small local charity that supports a children’s hospital in the town. They have asked me to plan a community 5K run that will raise money for the hospital and bring the community together. I picked this project because it has a clear start and end, real costs to track, and many small tasks that need to fit together. It is also the kind of project most people can picture in their head, which makes it a good example to use for showing project management skills.
The event will take place in a local town park. The race will be three months from now, so the planning window is short. The team has five people, including me. The plan that follows shows how I would manage this work step by step, from the first meeting with the council to handing over the final donation cheque.
2. Aim, Objectives, and Scope
2.1 Aim
The aim of this project is to deliver a community 5K run that raises at least £5,000 for the local children’s hospital, attracts 300 paid runners or more, and ends with positive feedback from runners, sponsors and volunteers.
2.2 Objectives
The project will follow five SMART objectives. Smart means Specific, Measurable, Achievable, Realistic and Time-bound (PMI, 2021).
	•	Get the venue booked and the permits signed by the local council within the first four weeks of the project.
	•	Sign at least three local business sponsors who together cover £2,000 of event costs within the first six weeks.
	•	Register at least 300 paid runners through an online sign-up page no later than two weeks before race day.
	•	Run the event safely on race day with zero injuries and a runner feedback score of 4 out of 5 or higher.
	•	Hand the final donation cheque to the children’s hospital within two weeks after the race.
2.3 Scope
The scope tells the team what is part of the project and what is not. Writing this down early is important, because it stops people from adding new tasks halfway through, which is called scope creep (Kerzner, 2017).
Inside the scope:
	•	Booking the park and getting council permits
	•	Building the online sign-up page and taking payments.
	•	Designing and printing race numbers, signs and medals.
	•	Promoting the event through social media, posters and local press.
	•	Finding and training 20 or more volunteers.
	•	Running the race on the day, including the start, the course and the finish.
	•	Counting the money raised and handing it to the hospital.
Outside the scope:
	•	Holding the same event in other towns.
	•	Building a long-term website or app for the charity.
	•	Any work after the donation has been delivered.
3. Project Outputs
The project will produce a number of clear outputs. An output is something that the client or another person can look at and check (Lock, 2013). The main outputs of this project are:
	•	A signed venue agreement with the local council for the park and the route.
	•	A set of signed sponsorship agreements with local businesses.
	•	Marketing materials, including posters, social media posts and a press release.
	•	A live online registration page with payment, confirmation emails and a runner database.
	•	A race-day kit with race numbers, finisher medals, signs, marshal vests and a first-aid station.
	•	A trained team of at least 20 volunteers.
	•	The race event itself, delivered safely on the agreed date.
	•	A final report and a donation cheque handed to the children’s hospital.
Each of these outputs is a real, visible thing. When they are all done, the project is complete.
4. Activities Required to Deliver the Outputs
Each output needs a group of activities behind it. Below I list the main activities for each output.
For the venue and permits, the activities are contacting the council, sending the application form, paying the permit fee, agreeing on the race route and getting the date confirmed in writing.
For sponsorship, I will build a sponsorship pack, make a list of 20 local businesses to contact, send the first emails, follow up by phone, sign the agreements and collect each sponsor’s logo.
For marketing, the activities are choosing the event colours and brand, designing the poster, printing and putting up posters, setting up social media accounts, planning weekly posts, sending a press release to the local paper and sending an email update to the charity’s supporters.
For the online registration, the team will pick a platform such as Event brite, set up the event page, connect the payment system, test the whole process from sign-up to payment, go live, and then monitor sign-ups every week.
For the race-day kit, the activities are designing the race numbers, ordering medals, ordering marshal vests, ordering signs and a finish-line banner, checking the goods when they arrive and packing the runner kits.
For volunteers, I will write the role descriptions, post a call for volunteers on social media, interview people, run a training session two weeks before the race, and send a final briefing in the last week.
For event day itself, the activities are setting up the start and finish lines, placing course signs and water stations, holding a morning briefing for volunteers, running the race with first aid on standby, handing out medals, and cleaning the park afterwards.
For project closure, I will count the money raised, write a final report, hand the donation to the hospital, send thank-you emails, and hold a short team review to look at what went well and what did not.
5. Work Breakdown Structure
A Work Breakdown Structure, or WBS, is a way of breaking the project down into smaller and smaller pieces until each piece is small enough to give to one person (PMI, 2021). Below is a three-level WBS for this project.
Level 1: Community Charity 5K Run
1.0 Venue and Permits
	•	1.1 Contact local council
	•	1.2 Submit event application form
	•	1.3 Pay permit fee
	•	1.4 Agree on race route
	•	1.5 Confirm date with council in writing
2.0 Sponsorship
	•	2.1 Create sponsorship pack
	•	2.2 Build target list of 20 businesses
	•	2.3 Send first-contact emails
	•	2.4 Follow up by phone
	•	2.5 Sign sponsorship agreements
	•	2.6 Collect logos and brand guidelines
3.0 Marketing
	•	3.1 Choose event brand and colours
	•	3.2 Design poster
	•	3.3 Print and distribute posters
	•	3.4 Set up social media accounts
	•	3.5 Plan weekly content calendar
	•	3.6 Send press release to local papers
	•	3.7 Send email campaign to supporters
4.0 Online Registration
	•	4.1 Choose registration platform
	•	4.2 Set up event page
	•	4.3 Connect payment system
	•	4.4 Test the user journey from sign-up to confirmation
	•	4.5 Launch the page
	•	4.6 Monitor sign-ups weekly
5.0 Race-Day Kit and Equipment
	•	5.1 Design race numbers
	•	5.2 Order race numbers and medals
	•	5.3 Order marshal high-visibility vests
	•	5.4 Order signage and finish-line banner
	•	5.5 Receive and check deliveries
	•	5.6 Pack runner kits by name
6.0 Volunteers
	•	6.1 Write volunteer roles and shifts
	•	6.2 Post call for volunteers
	•	6.3 Interview and confirm 20+ helpers
	•	6.4 Run a training session two weeks before race day
	•	6.5 Send final briefing in the last week
7.0 Event Day
	•	7.1 Set up start line and finish line
	•	7.2 Place course signage and water stations
	•	7.3 Hold pre-race volunteer briefing
	•	7.4 Run the race with first aid on standby
	•	7.5 Hand out medals at the finish
	•	7.6 Clean up the park and return hired items
8.0 Project Closure
	•	8.1 Count and verify the money raised
	•	8.2 Write the final report
	•	8.3 Hand the donation cheque to the hospital
	•	8.4 Send thank-you emails
	•	8.5 Hold a team review meeting
This structure makes the project easier to track because every task has a clear place and a clear owner.
6. Deliverables, Milestones, and Timeline
A milestone is a key point in the project where something important has been finished (Atkinson, 1999). Milestones are useful because they give the team something to aim for and they help the client see that work is moving forward. The table below shows the main milestones across the 12-week project window.
Week
Milestone
Linked Deliverable
1
Project kick-off meeting held
Signed project plan
2
Venue and permits confirmed in writing
Signed council agreement
4
Sponsorship pack sent to all targets
Sponsorship pack PDF
6
First three sponsors signed
Signed sponsorship deals
6
Online registration page goes live
Live event sign-up page
7
Posters printed and put up around town
Printed marketing materials
9
200 runners signed up
Runner database export
10
Race kit delivered and checked
Race numbers, medals, signs in store
11
Volunteer training session held
Trained volunteer team list
12
Race takes place safely
Completed event
13
Final money counted
Audited income report
14
Donation cheque handed to hospital
Signed receipt from hospital
If each milestone is hit on time, the project will reach the final race day in good shape.
7. Resources Required
A project cannot run without the right people and the right materials. This section sets out what is needed.
7.1 Personnel
	•	Project Manager (1): runs the project, keeps the schedule, reports to the client. About 15 hours per week.
	•	Marketing Officer (1): designs posters, runs social media, writes the press release. About 10 hours per week.
	•	Sponsorship Officer (1): contacts businesses and looks after sponsors. About 8 hours per week.
	•	Registration and Tech Officer (1): builds and runs the sign-up page. About 5 hours per week.
	•	Volunteer Coordinator (1): finds and trains helpers. About 6 hours per week plus the full event day.
	•	Event-Day Volunteers (20 or more): marshals, water station helpers, finish-line crew. About 5 hours each on race day.
	•	First-Aid Team (3): trained first aiders on standby during the race.
7.2 Materials
The main materials needed are the venue and permit paperwork, race numbers and safety pins, finisher medals, marshal vests, signs and a finish-line banner, bottled water and paper cups, a first-aid kit, two-way radios, and a laptop and printer for race-day check-in. Posters and flyers will also be printed by a local print shop.
7.3 Budget
A short budget for the main items is shown below.
Item
Estimated cost
Permits and venue fees
£400
Marketing (printing and ads)
£350
Race numbers and medals
£900
Volunteer vests and first aid
£200
Online platform fees
£250
Water and refreshments
£300
Contingency (10 per cent)
£240
Total
£2,640
Sponsorship will cover £2,000 of this cost, and the rest will be paid from the entry fees collected through the registration page.
8. Conclusion
This project plan shows how a community charity 5K run can be delivered in a clear and organised way. By setting an aim, listing five SMART objectives, defining the scope, breaking the work into a Work Breakdown Structure, and matching tasks to milestones and resources, the team has a step-by-step guide to follow.
The plan also makes the job easier for the client, because at any stage they can look at the milestone list and the WBS to see what is going on. If something runs late or goes over budget, the issue is easy to spot and fix early. If this plan is followed, the team should be able to deliver a safe event that meets all five objectives, raises £5,000 for the hospital, and gives the local community a good day out.
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