	1.3 Produce a project plan using an appropriate project planning technique (PID)
	Tick when complete                      

	Section 1 – What is the project all about?

	

	Project Title 
Reduction in waste paper disposal costs

	

	Background 
A review of the costs incurred in the disposal of waste paper has highlighted the high volume of paper disposed of as confidential waste as opposed to non-confidential paper waste.  The cost of disposing of each bag of confidential paper is £7 per bag as opposed to £1 per bag for non-confidential waste.
	

	Purpose
The purpose of the project is to reduce the overall costs of disposing of waste paper. 
	

	Objectives (and how they will be measured)
· Reduce volume of paper disposed of as confidential waste.
Will be measured from comparison of paper waste disposal figures month on month;
· Reduce paper consumption.
Will be measured by monitoring of monthly figures from procurement officer
	

	Project scope
All employees will be included in the campaign.
	

	Exclusions from scope
None
	

	Deliverables (including dates of completion)
Monthly figures to be presented to Director of Finance(DOF)  (30th monthly) by:
· Department nominees;
· Estates officer;
· Procurement officer.
	

	Constraints
The implementation date of the project will depend on the date on which the company supplying the new shredder is able to install it.
	

	Assumptions
Not applicable
	

	Section 2: Why should this project go ahead?
	

	Business case: Project Benefits
· Reduction in overall business costs in the long term.  Once the purchase price of the shredder has been repaid savings could be £48 per month.
	

	Options
Purchase of new shredder
Leasing of new shredder
Researching the tariff charged by other waste paper disposal companies.
	

	Cost and Timescale
New shredder expected to be installed within 4 months at an estimated cost of £2K
	

	Cost/Benefit Analysis
See section 1.2
http://management.about.com/cs/money/a/CostBenefit.htm

	

	Risk Analysis: Risk Identification
Employees may not respond to the request to reduce paper use and to shred all confidential waste paper.
	

	Risk prevention
Set all computers to print on two sides of a sheet of paper as the default setting.
Reduce possibility of employee apathy by involving staff early on in the planning process.
	

	Risk Management
Not applicable
	

	Risk Monitoring
Each department nominee and the Estates officer will be expected to monitor volumes of waste paper within their department and advise staff accordingly.
	

	Section 3:  Who will work on the project?
	

	Roles and Responsibilities
· The project team will include the PM, IT Manager, Procurement officer, Estates Manager and two Department Nominees;
· IT Manager to initiate Request for Proposal process for the purchase/lease of new shredder and evaluate applications.  Recommendations to be presented to Senior Management Team (SMT) for decision;
· IT Manager to take responsibility for the installation of new shredder and the disposal of old equipment;
· IT Manager to take responsibility for the training of staff on use of new equipment;
· A nominee from each department to monitor volume of confidential and non-confidential waste paper produced for that department;
· Estates officer to monitor overall organisational volume of waste paper;
· Procurement officer to monitor paper consumption;
· PM to undertake Post-implementation Review.
	

	Project Organisation Chart/Structure diagram

	

	Names of: Project Sponsor
Senior Management Team
	

	Project Manager (PM)
Director of Finance
	

	Section 4:  How and when will the project be delivered?
	

	Initial Project Plan
	

	Assignments/Milestones
Tenders for new shredder received				by 15/09/13
Approval of selected option				by 06/10/13
Installation of new equipment				by 05/11/13	
Post-implementation Review				by 24/06/14

	

	Schedule (Gantt Chart)
See Appendix 1 
Free Gantt Chart software 
 https://app.smartsheet.com/b/home

	

	Human Resource Requirements:  Project Team
No extra staff required.   Project is not anticipated to cause a great deal of extra work.
	

	Support Staff
Not required
	

	Additional staff
Not required
	

	Project Control:  Monitoring mechanisms
The project will be monitored by regular monthly reports to the Director of Finance from the 2 Department nominees, Estates Officer and the Procurement officer.
	

	Communication channels and schedules
Once the project plan has been agreed by the Senior Management Team, all staff will be advised of the changes by circular.  An update will be communicated to all staff six months after implementation of the changes.  Both are to be produced by the Director of Finance.
	

	Quality Control
The effectiveness of the project will be evaluated from the regular monthly reports.
A Post-implementation Review is to be completed 6 months after installation of the new shredder.
	




http://www.mindtools.com/pages/article/newPPM_85.htm
[bookmark: _GoBack]






1.4  Set objectives and targets/milestones to monitor performance and review plans within the project

In order to ensure that the project is progressing as it should, it is important to set milestones and dates for the completion of each task.  The main goal within the project is to reduce the amount spent on the disposal of waste paper within the organisation.  As Project Manager the DOF will be responsible for monitoring the completion of each objective.




	Goal
	What
(action)
	Who
(responsible)
	When
(deadline)
	Monitor
(Has the action been completed?)

	1.1Reduce overall volume of items printed.

1.2 Increase volume of material printed on two sides of a sheet of paper.  

1.3 Increase volume of confidential waste shredded once new shredder is installed.
	Produce information sheet for staff to provide them with information regarding the management of waste paper and the aims of the organisation.
	DOF
	By 01/09/13
	

	1. 
	Set each computer with a default setting of ‘print on two sides’
	IT Manager
	By 08/09/13
	

	
	Both departments to appoint a member of staff to monitor volumes
	Head of Department
	By 08/09/13
	

	
	Monthly figures to DOF
	Department nominee, Estates officer & Procurement officer
	30th monthly (commencing 30/11/13)
	

	
	Update to be produced for staff 6 months from installation of new shredder
	DOF
	By 24/06/14
	

	2 Acquisition of new shredder.
	Requests for proposals initiated
	IT Manager
	By 15/09/13
	

	
	Proposals to be evaluated and recommendations made to SMT
	IT Manager
	By 06/10/13
	

	
	Purchase/Lease and installation of  new shredder
	IT Manager
	By 05/11/13
	

	
	Staff trained in the use of new shredder
	IT Manager
	By 12/11/13
	









1.5 Use a project evaluation technique to evaluate the project

In order to ensure that the project has been success it will be important to conduct a Post Implementation Review (PIR).  http://www.mindtools.com/pages/article/newPPM_74.htm 
This will allow the PM to evaluate whether:
· the project delivered on its objectives;
· other actions could bring even greater benefits;
· Lessons can be learned from the process to inform future projects.
For this project the review will be undertaken by the PM and it will be scheduled to be undertaken 6 months after installation of the new shredder. This will allow plenty of time for the benefits to be reflected in the paper consumption and waste disposal figures but will also be soon enough after implementation so that any problems are still fresh in the mind of the stakeholders.  The stakeholders are those who will be affected by or involved in the project.  In this instance it will be all employees of the organisation.  The review will consist of three parts:
· A questionnaire to be completed by all employees (See Appendix 2);
· A Focus group consisting of one member of staff from each department, the IT Manager, Estates officer, Procurement officer and the PM;
· A review of the monthly figures obtained from the department nominees, the Estates officer and the Procurement officer.
Once the three elements of the review have been completed the PM will produce a report for the SMT including any recommendations.  The report should include the following:
	Where the project goals achieved?
	Have waste paper disposal costs reduced?
Has paper consumption reduced?

	Cost of project
	What were the final costs of the project?
How do the costs compare with the benefits achieved?

	Satisfaction of stakeholders
	Did the project cause a lot of extra work for stakeholders?
Do stakeholders feel that the benefits justify any extra work?

	Identify further areas for improvement
	Can costs be further reduced?
Can paper usage be decreased further?

	Have any lessons been learned?
	Could parts of the process have been managed better and if so how?






2.1 List areas where net savings can be achieved as a result of the workplace project
Once all the elements of the project have been completed it is anticipated that the organisation will benefit from a net reduction of costs in a number of areas:
· Reduced costs associated with the disposal of confidential waste paper due to the finer cut achieved by the new shredder.  More of the paper waste could be treated as non-confidential;
· Reduced energy consumption due to having less shredders and the improved energy efficiency of the new equipment;
· Reduced costs associated with the purchase of paper due to less items being printed and more documents being printed on two sides;
· Reduced costs for printer toners due to less items being printed.

2.2 
 Identify wider non-financial implications that can result from the workplace project
In addition to the benefit of reducing costs for the disposal of waste paper, the project could also have the benefit of contributing to the sustainability agenda of the organisation.  Encouraging staff to print on both sides of a sheet of paper wherever possible and to only print what is absolutely necessary will help to reduce paper consumption.
Having an inter-departmental competition to see which area of the organisation manages to reduce the volumes of waste paper most could help engender team spirit within the different departments.
Involving staff in the initial stages of the project when ideas are shared and proposals are submitted to the SMT could have the effect of improving staff morale by showing staff that their input is valued.  

Appendix 1 - Attach your Gantt chart
Free Gantt chart software: 
1. Smartsheet online https://app.smartsheet.com/b/home
2. GanttProject (Available in Dropbox to install)
3. Installed in Excel 2013 (but not in earlier versions)

Appendix 2
Post-implementation Review - Stakeholder Questionnaire
	Question
	Yes / No / NA
	Comments

	Before the project did you know how much waste paper was produced by the organisation each month?
	
	

	Before the project did you know how much the disposal of waste paper was costing the organisation each month?
	
	

	Do you feel it is important that employees are aware of such information?
	
	

	Are you likely to change habits now that you are aware of this information?
	
	

	
	
	

	Did you receive sufficient communication in relation to the project?
	
	

	Did you receive sufficient training in the use of the new shredder?
	
	

	Has the project caused you extra work?
	
	

	Have you encountered any problems since the implementation of the project?
	
	

	Have you had sufficient support from the PM?
	
	

	Do you feel that any suggestions you made were valued by the PM?
	
	

	
	
	

	Would you be interested in being involved in other efficiency/sustainability projects?
	
	

	
	
	

	Comments or suggestions:



















Director of Finance


IT Manager


Department nominee


Department nominee


Estates officer


Senior Management Team


Procurement officer






















image1.png




