	
	
	



Community Grants Example Project Plan — By Stage
(Checklist)

Best for ongoing programs or creative projects where a strict timeline is harder to pin down.

Group your activities into three stages: getting ready, running the project, and wrapping up. For each activity, note who is responsible (and roughly when, if you can). Showing who does what is how you demonstrate the project is viable, which is one of the two things City of Darwin assesses. The example rows below are filled in for a language playgroup. Replace them with your own, or use the blank tables that follow. Add or remove rows as you need.

Example: Language playgroup

Stage 1 — Getting ready (planning and set-up)
	Done
	Activity
	Who is responsible
	When (optional)

	☐
	Book venue and confirm dates
	Volunteer committee
	December

	☐
	Contact and confirm facilitators
	Volunteer committee
	January

	☐
	Research and purchase resources
	Volunteer committee
	December to January



Stage 2 — Running the project (delivery)
	Done
	Activity
	Who is responsible
	When (optional)

	☐
	Promote via posters, social media and newsletter
	Volunteer committee
	Ongoing

	☐
	Run the playgroup sessions
	Paid facilitator
	Terms 1 and 2



Stage 3 — Wrapping up (evaluation and acquittal)
	Done
	Activity
	Who is responsible
	When (optional)

	☐
	Survey participants and gather feedback
	Volunteer committee
	May

	☐
	Debrief with the team
	Volunteer committee
	July

	☐
	Complete grant acquittal
	Volunteer committee
	October





Your project plan
Stage 1 — Getting ready (planning and set-up)
	Done
	Activity
	Who is responsible
	When (optional)

	☐
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	☐
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Stage 2 — Running the project (delivery)
	Done
	Activity
	Who is responsible
	When (optional)

	☐
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	☐
	
	
	

	☐
	
	
	



Stage 3 — Wrapping up (evaluation and acquittal)
	Done
	Activity
	Who is responsible
	When (optional)
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