	For more impact support, visit: www.impact-partner.org 

	
	[image: ]



Project Monitoring Rhythm
How It Works
1. Plan how and when you will review this sheet, using the “How We Use This” section
Trigger 
· What will happen to prompt you to look at this system?   
· Eg: Every Monday morning 
What we will do:  
· What specific actions will you do following the trigger? 	
· Eg: Look at all deadlines for the next 4 weeks and turn them into specific actions 
Actions will be stored:  
· Where will you keep a list of who is in charge of each action (and when) 
· Eg: The front of the project folder 
We will report progress: 
· How and when will you report progress and update on the actions you're assigned to? 
· Eg: Tick them off as they're completed
How we know this Rhythm has started:
· How and when will you know the Rhythm has officially launched
· Eg: Following Kick-off meeting on the 17th
How we know this Rhythm has finished:
· How and when will you know the Rhythm has officially closed
· Eg: When all paperwork has been filed 





2. Fill in the tables to plan when key tasks need to get completed, who will be responsible and other key information
3. Accept this as a living document, things will change, dates move, reflect that on this document so that it will stay relevant
4. Add other information, this sheet is designed as a starting point, you may wish to add supplementary information to better suit your organisation and working rhythms

	Task
	Owner
	Success metric
	Storage
	Deadline/ dependency 

	How this works
	Who is responsible for making sure this is done to a good standard (not necessarily doing the task)
	What specific measures can you use to make sure that the task has been completed to the standard needed
	Where will the working document be stored
	Is there a deadline where this task needs to be completed, or can another task only start once this is completed









Project Outcomes
1.  
2.  
3.  

How We Use This 
Trigger: 
What we will do:  
Actions will be stored: 
We will report progress:
How we know this Rhythm has started:
How we know this Rhythm has finished:




Before The Project Starts
	Task
	Owner
	Success metric
	Storage
	Deadline/ dependency 

	Storage
	
	
	
	

	Always Data
	
	
	
	

	Funder specific data
	
	
	
	

	Timeline
	
	
	
	


During The Project
	Task
	Owner
	How we know it is done
	Where will this be stored
	When does this need to be done

	Collection
	
	
	
	

	Quality assurance
	
	
	
	

	Additional data
	
	
	
	



After The Project Has Finished
	Task
	Owner
	How we know it is done
	Where will this be stored
	When does this need to be done

	Data collation
	
	
	
	

	Learning from the data
	
	
	
	

	Project reporting
	
	
	
	

	Data storage
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