
HOW TO PLAN A SUCCESSFUL 
COMMUNITY PROJECT:
A Step-by-Step Guide
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To make any project a success, it’s important you plan it out. The good 
thing is that, with the right guidance and structure, anyone can do it.

This guide will walk you through the process for developing 
a project plan, providing step-by-step instructions on how 
to plan and execute your project e�ectively.

Set SMART Goals 
Once you have established your goals, it's essential to create Specific, Measurable, Achievable, 
Relevant, and Time-bound (SMART) objectives. This framework ensures that your objectives are 
clear and attainable. 
Consider the following when setting SMART objectives:
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For example, "facilitate 100 new friendships between senior citizens through a buddy program 
within 1 year."

Define precisely what you aim to achieve with your project.

Determine the criteria for measuring the success of your project.

Ensure that your objectives are within reach and feasible for your team.

Align your objectives with the overall goals of your community project.

Set realistic deadlines for each stage of the project to keep it on track.

Identify and Define Your Goal
Before delving into the project planning process, clearly 
identify the goals you wish to achieve. Ask yourself:

What specific issue or challenge does your project aim to address within the community?

What positive outcomes do you foresee for your community as a result of this project?

How will the project contribute to the overall well-being and development of your 
community?

Conduct Research
To gain a comprehensive understanding of the specific needs and challenges of your 
community, it is important to gather as much information as possible about the issue, the 
target community and potential solutions. Engage with community members to identify their 
concerns and priorities, and consider factors such as demographics, existing resources, and 
any ongoing initiatives addressing similar issues.

Specific
Measurable
Achievable
Relevant
Time-bound



1

2

3

4

5

4

1

2

3

4

5

6

Create a Project Plan
With a clear understanding of your goals, objectives, and community needs, it's time to create a 
detailed project plan. Include the following elements:

By breaking your project down into distinct action steps, you will find it easier to meet your 
goals. This could look something like:

Define the boundaries and 
objectives of your project.

Assign specific tasks to individuals or 
groups based on their skills and 
expertise.

Identify potential risks and develop 
plans to overcome them.

Establish e�ective communication 
channels for regular updates and 
feedback.

Develop a realistic timeline that 
outlines key milestones and 
deadlines. This could just start with 
the first year of your project.

Estimate the required resources 
and, if you will need it, the budget. 
If you need funding but don’t have 
any, use our guide to fundraising.
Find funding opportunities here.

Project Objective

Timeline

Resources

Task Allocation

Risk Management Plan

Communication Plan

Divide Tasks Amongst Your Volunteer Group
E�ective task delegation is crucial for the successful execution of your project. 
Follow these steps to divide tasks e�ciently among your volunteer group:

Determine the skills and expertise of 
each volunteer.

Delegate tasks based on each 
volunteer's strengths and interests.

Ensure that every volunteer understands 
their responsibilities and is accountable 
for their assigned tasks.

Encourage open communication and 
teamwork among volunteers to 
promote a collaborative 
environment.

Identify individual strengths

Assign roles and responsibilities

Establish accountability

Foster collaboration

• Form a leadership team (by April 15)
• Recruit volunteers (by May 1) 
• Fundraise $500 (by June 1)
• Develop program curriculum (by July 1) 

• Promote buddy program to senior centers 
   (by August 1)
• Train volunteers (by September 1)
• Launch buddy program (by November 1)

https://www.globalcompassioncoalition.org/wp-content/uploads/2023/10/Fundraising-1.pdf
https://www.globalcompassioncoalition.org/wp-content/uploads/2023/10/Funding-3.pdf
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Monitor and Review Progress Regularly
Continuous monitoring and review are essential to keep your project on track and address any 
challenges that may arise. Implement the following strategies:

Evaluate the Impact of Your Project
After the completion of your community project, evaluate its impact on the community. 
Consider the following points:

Assess the outcomes in relation to your initial goals and objectives.

Gather feedback from community members to understand their perspectives on the 
project's e�ectiveness.

Document lessons learned: Reflect on the challenges and successes of your project to 
inform future initiatives.

Schedule regular meetings to discuss 
the project's progress and address 
any issues or concerns.

Read our tips for hosting 
successful meetings.

Assess the performance of each task 
and make necessary adjustments to 
ensure the project's success.

Be flexible and prepared to adapt 
your project plan to any unforeseen 
changes or challenges.

Regular progress meetings Performance evaluation

 Celebrate Achievements and Express Gratitude
Recognize the e�orts and contributions of 
your volunteer team and the community 
members who supported your project. 
Celebrate the achievements and express 
gratitude to everyone involved in making 
the project a success. Consider organizing a 
community event to commemorate the 
positive impact of your project.

By following this comprehensive guide, you 
can e�ectively plan and execute a 
successful community project that 
positively impacts your local community. 
The key to success lies in e�ective planning, 
strong teamwork, and a deep commitment 
to the well-being of your community.

Adaptation to changes

https://www.globalcompassioncoalition.org/wp-content/uploads/2023/10/organizing_meetings.pdf
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