Project Administration Strategy Template
This Project Administration Strategy template is an important tool for guiding your league when considering undertaking a project.  The questions asked should be answered by your league prior to commencing the concept phase.
This template or an equivalent document must be submitted for all Extensive and Intermediate projects as part of the Community League Infrastructure Program grant applications. 

Please note that the chart in question 4 must be updated when being submitted for the CLIP grant to reflect the timeline as of the grant deadline.
Definition: A project administration strategy is a plan of how an organization plans to effectively execute and manage a project. 
The following questions will guide you through the minimal decisions needing to be made.
1. What is the community league’s administrative organization for undertaking the project.  (e.g. How are tasks and responsibilities assigned? What are the different areas of responsibility? What is the reporting structure?)


Also indicate people in each position or responsible for a task/area.

     
2. How will the project be implemented (e.g. for project management and design) Will the project be managed internally or will professional services be required? If professional services to be used, what type of services? (e.g. professional project manager, consultants – indicate specialties)


Also indicate people in each position or responsible for a task/area.

     
3. What method of acquisition for goods and services is intended (e.g. tender or sole source = no tendering)
     
4. Please fill in the chart below to outline the proposed timeline for the project?
	Phase
	Start Date 
Month & Year
	End Date
Month & Year
	Approvals/Permits Rec’d 

	When updating chart for submitting to the 2013 CLIP: 

· Please complete as if your project is approved for a 2013 CLIP grant and as if you are notified by early summer 2013. 
REMINDER: Concept Phase Approval is the minimum state of readiness that will be considered for a grant.  

	Concept (e.g. feasibility, evaluation & prioritization, project request, project proposal, concept drawings, 
Final product: approvals, e.g. Concept Phase Approval letter, or confirmation that parkland change is not required and project may proceed. – Note: board & City approval required for grant eligibility.
	     
	     
	Yes  FORMCHECKBOX 
 / Not yet  FORMCHECKBOX 


	Development (e.g. site development plan, finalize project team, permit application, development drawings, final fund raising)
Final product: ready to begin tendering & start construction.
	     
	     
	Yes  FORMCHECKBOX 
 / Not yet  FORMCHECKBOX 


	Implementation/Construction (e.g. tendering and purchasing, contracting, construction)
Final product: Your construction is completed and facility is ready to use.
	     
	     
	Yes  FORMCHECKBOX 
 / Not yet  FORMCHECKBOX 


	Termination (e.g. project documentation including completion verification & as-builts documentation, closure, final reporting to stakeholders)  
Final product: CLIP Final Report  - due to City within 90 days of completion of construction phase
	     
	     
	Yes  FORMCHECKBOX 
 / Not yet  FORMCHECKBOX 
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