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[bookmark: _Toc1863468405]Executive Summary  
The report has critically examined a charity donation management project taken up by a group of four, to collect clothes, toys, and winter accessories to donate them to a local charity organization, Islamic Relief. These included mainly assisting the needy ones, the sustainability goals and awareness creation. The report discussed the tools and procedures adopted during the project lifecycle such as Gantt charts, Quad Chart, and WBS, analysing their usefulness in planning, implementing and overseeing the project. It highlighted the effectiveness of a framework such as the Gantt chart to plan the use of forces in terms of time and performances of tasks, as well as their drawbacks, such as poor mobility in real-time changes. The report also addressed the communication plans that were used in ensuring both the internal and external parties were updated. It is based on these findings that the report presents recommendations on what can be done in the future to better the situation.


[bookmark: _Toc1186286823]1.0 Introduction  
This report was requested by Rebecca Francis-Davies from University of Wales Trinity St Davids to be completed by the 18th of July 2025. The report has been compiled by Rany Amin, and it aims to evaluate a charity donation project. The purpose of the project is to gather donations of clothes, toys, books and accessories that underprivileged people require and provide them to the local charity organization, Islamic Relief. The aims include to serve those in need, to create awareness, promoting sustainability, and empowering communities. The report evaluates the tools and techniques that have been applied in the lifecycle of the project, Quad chart, risk management and an implementation of any project management models which have been adopted like Gantt charts. Techniques and procedures that allow for managing organisations and provide them with accessibility of digital information and structural framework, plays a crucial role in enhancing efficiency and overall impact of an enterprise (Levin and Levin, 2019). It will also look at the communication strategies used to reach the stakeholders both internally (team members) and the stakeholders outside (donors and charity). The findings are meant to provide recommendations on how projects can be handled in future with more efficiency. The research materials used for this report are eBooks, Journals and articles which were found in the University online library, Google search results and websites such as Research Gate.


[bookmark: _Toc960276183]2.0 Findings  
Techniques and tools that were used in the initiation and planning stages of the project proved to be critical in the determination of the direction of the project and the management of the project. An example is the Gantt chart that offered a practical tool in visualizing the tracking of timelines and task dependencies (Sunny et al., 2024). The Gantt helped to delegate the tasks and to distribute the resources that were needed because Gantt chart included the map of the key milestones and deadlines of the donation collection, sorting, and delivery, which also helped the alignment and co-ordination of the team. As per Sakin and Isaacs (2024), since Gantt charts are specifically effective in determining a structured plan at an early stage, it ensures that the group will not be distracted by other important outputs. The tool was slow to respond to real-time changes, and this proved to be a setback when the project faced delays in collection and donations or when the schedules of the team members resulted in conflicts. Therefore, it became a problem that could only be addressed by a more flexible tool in highly dynamic environments. 
The findings from Quad Chart and the WBS showed the significance of projects visualization and task management to accomplish project success. Task delegation and allocation of resources were possible with the help of the WBS, which led to the fact that the project was not overlooked (Cerezo-Narvaez et al., 2020). This methodical division of the tasks into stages such as initiation, planning, execution, and monitoring gave an idea of what was expected of separate parties and when. The Quad Chart, in its turn, matched the project goals, purpose, and measures of project success, which allowed communicating effectively and understanding the project objectives clearly (Baranowski, 2024). The two tools helped to establish focus and accountability.



[bookmark: _Toc552930784]2.1 Project Management Tools and Techniques  
 
[bookmark: _Toc1989455537]2.1.1 Gantt Chart and Project Scheduling 
The Gantt chart is a widely used tool in project management due to its ability to provide an apparent representation of tasks, timelines, and dependencies (Wysocki, 2019). For our charity donation project, the Gantt chart was able to organize and schedule the timeline in a way that activities such as donation collection, sorting, and delivery were achieved within the corresponding timelines. According to Wadhwa (2024) by creating a timeline of deadlines and roles, the Gantt chart was incredibly useful to make the team see the project progress taking place and follow each primary milestone. This tool also enabled us to use resources effectively, and the expectations of each team member about her role were understandable. Nonetheless, as much as the Gantt chart was effective in giving a timely guide, it failed to fully factor in the dynamism of the project, which will involve unforeseen hiccups and delays. Such issues were likely to arise due to factors which were outside the scope of control of the team members such as a clash in schedules between the different team members or a time lag in the collection of donations that would not have been easily quantum by the Gantt charts (Heagney, 2016). In addition, the rigidity of Gantt chart limited our ability to make fast changes where necessary e.g. shifting of resources or revising certain schedules. This, in fact, counts in the major drawbacks of the Gantt chart as efficient as it can be utilized during the preliminary planning, yet it is not adaptable enough to change in real-time to fit the changes (Celestin and Vanitha, 2017). 




[bookmark: _Toc1742940800]2.1.2 Work Breakdown Structure (WBS) 
The Work Breakdown Structure (WBS) is a constructive hierarchical listing of the deliverables and tasks of the project, its application involves the division of the entire project into small and manageable elements (Cerezo-Narváez et al., 2020). In case of charity donation project, WBS assisted to organise and put together all the project activities and made every team player know clearly what to do. The major stages in the project (Initiation, Planning, Execution, Monitoring & Control and Closing) were identified in the first level of the WBS.  
The most notable tasks that were identified in the Initiation phase included the definition of project aims and objectives and communication with stakeholders (Islamic Relief). As Supriadi et al (2017) states, the Planning phase consisted in establishing a project schedule, distributing the tasks and determining the risks that might occur. The Execution phase involved operations such as how to collect donation, sort, and deliver with the allocation of duties to every team player. Monitoring & controlling process was monitored and changes made where necessary to keep the project on track. Lastly, in the Closing state, there was the finalization of the donation process, examination of the project success, and the feedback to stakeholders. 
With the help of the WBS, the project was able to prioritize the tasks, distribute the available resources, and track their progress during the lifecycle of the project (Panchal and Khokrale, 2024). Such organization made accountability obvious, and no part of the project was missed. The strict nature of the WBS, however, sometimes did not allow to swiftly adapt to unpredictable changes and delays in the implementation process.


[bookmark: _Toc556526148]2.1.3 Quad Chart  
 A project management tool that is used to separate the project into four main sections to give a clear and brief overview of the project is called the Quad Chart (Baranowski, 2024). In charity donation project, the Quad Chart was useful in getting the project members and stakeholders on the same path as to the purpose of the project, goal of the project, customers of the project, and success measurement. 
Purpose: The aim of the project was to gather and donate second hand clothes, shoes, books, and other items to the underprivileged people and families. Moreover, the project aimed to create awareness concerning how to be sustainable through advancing the reuse of gifts or donations and assisting in charity work for the local charities. 
Desire and Results: This was to gather at least 400 items within a month and create sustainable donation model that will be used in future drives. Effective communication and well-coordinated marketing process were also the main objectives to make sure that the engagement of the community was maximized. 
Customers: The people involved in making the project include the donors who contributed to it through the donation of items, volunteers who helped in collecting and sorting the items and the beneficiaries who are mostly homeless people, underprivileged families and shelter centres where the donated items were given. 
Baseline and Measures of Success: Success was measured using the feedback of beneficiaries and partners, as well as the amount of donations collected and donated and minimization of waste of clothing. The degree of the community awareness and involvement was also successful, as well as the coverage in media and the activity in social media.


[bookmark: _Toc579846822]2.2 Stakeholder Analysis  
 
From the very start of the project, we engaged the most significant stakeholders like Islamic Relief, donors, and our project members. Our initial step was reaching out to Islamic Relief, our charity agency, to establish the terms and conditions of donations and measure their needs. We approached them through phone calls to understand what they needed and how donations will be transported. It was a significant first communication, as it laid the foundation for the project's implementation (Węgrzyn and Wojewnik-Filipkowska, 2022).  Regarding internal communications among our team, we used an integrated approach including the combination of face-to-face communication, WhatsApp, and the Monday.com app. Face-to-face meetings helped to ensure project direction was set and teamwork fostered. We utilized WhatsApp for real-time updates and decision-making, which kept us flexible and responsive. Monday.com, a project management application, provided us with a centralized platform on which to track tasks, deadlines, and responsibilities and make it simple to be transparent and accountable (Wysocki, 2019). 
Our stakeholder analysis allowed us to identify the appropriate individuals and groups connected with the project and their specific interests or concerns. Identifying stakeholders in the early stages, we were able to prioritize the efforts of communication so that the most significant stakeholders were informed and involved at a proper point. For example, we prioritized communication with Islamic Relief to meet their needs and kept team members updated with frequent updates on progress and responsibilities. 
In preparing marketing materials, we used email and social media to reach out to individuals and market the donation drive. We designed compelling messages to raise donations, targeting individuals and local businesses. Our message was direct, compassionate, and solution-focused, tapping into the community's sense of shared responsibility. While communication platforms such as WhatsApp and Monday.com facilitated speedy and efficient interactions, there were issues with maintaining constant engagement. Not every team member regularly updated the Monday.com portal, the app itself stopped working before we got to the execution phase of our project and some stakeholders took time in responding to email communications. This at times led to delays and misunderstandings. 







[bookmark: _Toc1601108855]Project Lifecycle 
	Phase
	Description
	Key Activities
	Tools/Techniques Used
	Challenges Encountered

	1. Initiation
	Defining the project’s purpose, scope, and stakeholders.
	- Identifying project objectives
 - Defining the project scope
 - Engaging with stakeholders (Islamic Relief)
	- Stakeholder analysis
 - Email communication
 - Initial meetings
	- Lack of clarity on specific needs from stakeholders
 - Time constraints

	2. Planning
	Developing detailed plans and organizing resources for execution.
	- Creating a project schedule
 - Task delegation
 - Identifying potential risks
	- Gantt chart
 - Monday.com
 - Team meetings
	- Conflicting schedules among team members
 - Balancing scope and time constraints

	3. Execution
	Implementing the plan, including donation collection, sorting, and delivery to charity.
	- Collecting and sorting donations
 - Communicating with donors
 - Delivering items to Islamic Relief
	- WhatsApp for updates
 - Monday.com for task tracking
 - Email for donor communication
	- Delays in donation collection
 - Communication breakdowns among team members

	4. Monitoring & Control
	Ensuring the project stays on track, managing any issues, and adjusting plans as necessary.
	- Tracking progress using the Gantt chart
 - Regular check-ins with the team
 - Adjusting tasks and deadlines
	- Gantt chart updates
 - Team progress meetings
	- Unforeseen delays in collection
 - Inconsistent communication from some team members

	5. Closing
	Finalizing the project, ensuring all objectives are met, and reviewing the outcomes.
	- Completing the donation process
 - Evaluating project performance
 - Providing feedback to stakeholders
	- Final reports
 - Post-project review meetings
	 





  
[bookmark: _Toc1858296385]3.0 Conclusion  
The donation project demonstrated how indispensable the various tools of project management, including Gantt charts, Quad chart, and WBS are for proper planning and implementation. Though these tools were effective in setting up timelines, detection of risks and contacting of partners, their shortcomings were showing up when addressing changing conditions and communication failure. The Gantt chart was useful in monitoring progress, but it was not flexible enough to respond to real time problems. Monday.com is a powerful management tool to use for projects, however, we found that it is difficult to learn as a new user with limited functionality if it’s the trial version. In the future projects, it is necessary to involve more flexible tools that can adjust to new conditions and improve communication approaches, providing constant attention to tasks and active updates provided by all participants of the processes. Serrat (2017) says that The Five Whys technique is an easy yet impressive way to touch on issues. We used this technique to reflect on our problem with Monday.com and the solution to this was to find an app that would be free yet offer features that allow us to focus on our project without any disturbance.
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