







Project
Management
Workbook

Welcome to Your Project Management Workbook!
This workbook is part of the Project Management Training for Athlete Leaders. Use it to  follow along, stay organized, and keep as a reminder of what you learn.
During this course, you’ll learn how to plan and lead a project. You’ll discover the five steps of project management and practice each one with your own project idea.
Use this workbook to write down your ideas, answer questions, and get ready to lead a great project!

Project Management Training for Athlete Leaders Description
	PART 1
	Welcome and Project Idea Building
	

	
	
	

	2 hours
	· Define key words to know
· Introduce the Five Phases of Project Management
· Utilize “Building Your Project Idea Assessment” to create a Project that aligns with something you are interested in and is a need within your community.
	

	
	

	PART 2
	Planning and Managing your Project
	

	
	
	

	2 hours
	· Develop achievable project goals
· Apply the Five Phases of Project Management 
· Gain skills to tell your project’s story
	

	
	





	PART 1
	Welcome and Project Idea Building
	


Key Words and Definitions
	Project
	A project is a temporary activity with a clear beginning and end. A project creates or produces a unique product, service, or result.

	
	Project Examples:
· Project idea #1:
Your Special Olympics Program notices that only 35% of their athletes are under the age of 25. Your Program researches why by talking to people in the Program and people in other sports organizations for people with disabilities to understand why the Program has trouble recruiting or keeping younger athletes. The Program decides to fix this problem by creating a project to recruit, train, and engage athletes under the age of 25 and find coaches to work with them.
· Project idea #2:
Your Special Olympics Program used to have more than 50 teams that competed in volleyball during the season, but in the past 5 years, that number has shrunk to only 20 teams that still compete. To fix this problem, your Program asks former Special Olympics volleyball athletes and coaches why they have stopped playing and creates a project to increase the number of volleyball teams to 40 teams over the next 3 years.

	
	

	Project Management definition
	The application of knowledge, skills, tools, and techniques to help you reach your Project goals.  Project management includes the planning, execution and oversight of a Project.  

	
	

	Team Roles definitions
	Project Manager: 
A person who is responsible for ensuring the project is completed on time, within budget, and on schedule. This is you! You are the one managing the project.

	
	Team Member: 
People who work with the Project Manager and other team members to complete project tasks.
People who have diverse skills and talents to complete tasks. It is important to recognize the strengths of your team members and assign tasks according to what they like and what they are good at.
Good project managers give tasks to their team members and trust them to do the work.

	
	Sponsor:
An individual or organization that provides support and funding for a project.
Examples of sponsors include: 
· Board of Directors
· Local businesses
· School administrators
· Stakeholders

	
	Stakeholder:
People or organizations that have an interest in the project either because it will benefit them or because they do similar work.
Examples of stakeholders include:
· Customers
· Suppliers
· Vendors
· Team members
· Project sponsors
· Non-profit organizations
· Schools
· Community organizations
· Fellow Special Olympics athletes






Building your Project Idea Assessment
	[image: ]
	Let’s get started with your Community Project

	Do you want to change something in your Special Olympics Program or your local community, but you do not know where to start? Well, this “Building Your Project Idea” activity will get you started on your project management journey by giving you the tools you need to come up with a great project idea. 
You’ll think about your own strengths, look around your community, and talk to others. Step by step, you’ll find something important you care about—and come up with ways to help.
Don't worry! You don’t need to have a full idea right now. Just follow each step, write your thoughts down, and be honest. Your answers will help shape a project that is meaningful to you and helpful to others. To see an example of a completed “Building Your Project Idea Assessment” , go to Page 10.
You’ve got this! Let’s begin with Step 0: Know Your Strengths and Interests.
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	Step 0
	

	
	Know Your Strengths and Interests (Before You Begin Step 1)



Take a moment to reflect on your own skills, strengths, and interests. This will help guide you toward areas where you can make the biggest impact and help you find a project idea.
	
	
?

	Questions to consider
	

	

	
	1. What are you passionate about? Be specific in why you are passionate about those things.
(For example: helping others, education, sports, the environment, inclusion in schools, etc.)

	
	

	
	

	
	2. What skills or strengths do you have? Be specific in how you are good at these things.
(For example: problem-solving, leadership, creativity, communication, teamwork, etc.)

	
	

	
	
	

	
	Once you’ve completed this reflection, move on to Step 1 to begin thinking about your community.
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	Step 1
	

	
	Look at your community



Now that you’ve reflected on your own skills and interests, it’s time to look closely at your Special Olympics Program or your community to identify areas of success and areas for improvement. “Areas of success” are aspects of your community that are doing well and “areas of improvement” are those that are not working well and could be better. 
Think about what needs to change or improve by starting with what you care about and are passionate about. 
For example, if you care about inclusion in schools, think about whether all people have access to education and can participate in school activities regardless of their ability. If you love sports and wellness, explore how easy it is to visit and use community parks, fitness spaces, and recreation programs.

	
	
?

	What did you see?
	Write your answers below

	

	
	1. Which area do you choose to study and think about improving?
Circle one:

	
	
	a) Special Olympics Program
	
	b) My city/community

	
	

	
	2. What is good about this area? 

	
	

	
	

	
	3. What problems or challenges do you see?

	
	

	
	

	
	4. How does what you see connect with your strengths, interests, and skills from Step 0?
Be specific.

	
	

	
	

	
	5. What is one thing you saw or experienced that made you think this is a need or issue in your Program/community?

	
	

	
	

	
	Answering these questions will help you find things that you want to fix or improve that can be the basis of your project idea.
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	Step 2
	

	
	Ask Around
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	STOP! Do not start Step 2 until the facilitator tells you to.
	



Now that you understand your Program’s or community’s strengths and challenges, talk to at least two people who know about the topic and get their ideas.
Questions to ask the people who know about the topic:
1. What challenges do you see in this area? 
2. Has this issue been addressed before? 
a. If so, what was learned, and how could it be approached differently?
3. How does this issue affect people?

	
	

	Your Conversation Notes
	Person 1
	Write your answers below

	

	
	1. Who did you talk to? (Name or role, e.g., "local teacher, Program staff") 

	
	

	
	

	
	2. What challenges did they mention about the topic that you are interested in?

	
	

	
	

	
	3. Did they share any solutions or past experiences about the topic that you are interested in? 

	
	

	
	



	
	

	Your Conversation Notes
	Person 2
	Write your answers below

	

	
	1. Who did you talk to? (Name or role, e.g., "local teacher, Program staff") 

	
	

	
	

	
	2. What challenges did they mention about the topic that you are interested in?

	
	

	
	

	
	3. Did they share any solutions or past experiences about the topic that you are interested in? 
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	Step 3
	

	
	Final Reflection
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	STOP! Do not start Step 3 until the facilitator tells you to.
	



After completing all the steps, summarize what you learned.
	
	1. Based on your research and the conversations you had in Steps 1 & 2 above, what are two major needs or issues about your project that need to be addressed? 

	
	
	

	
	
	

	
	

	
	2. What are two ways you could help address these needs (remember to consider your own strengths and passions)?  

	
	
	

	
	
	

	
	

	
	3. What is one action you can take that excites you, makes a real difference, and helps solve this need or problem?

	
	

	
	

	
	Submit your completed assessment to your facilitator by the _______________ deadline.
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	Example
	Athlete Leader: Tiffany
	



Let’s walk through these community assessment steps using a real-life example. This example demonstrates how each step builds on the one before it, helps you create a clear picture of what is going on, and how you can make a difference.
	Step 0
Know your Strengths and Interests
	
	"I really enjoy working with young people and helping them feel included through sports. I also love planning events and bringing people together.”

	
	
	

	Step 1
Look at your community
	
	I looked at my Special Olympics Program and I noticed something interesting: it seems like a lot of the athletes at my events are older athletes. I asked my Program for data on the ages of athletes and noticed that less than half of athletes are under 25. That seems low. This makes me wonder why more young people aren’t joining our Special Olympics Program.
This is where I begin thinking about what’s working well within my Program (we have strong coaches and a supportive community) and what could be improved (maybe the current outreach to younger athletes isn’t strong enough).

	
	
	

	Step 2
Ask Around
	
	I asked others what they think. I talked to a staff member in my Program and someone from another sports group in the community that works with youth with disabilities.
I learned things like:
· “Younger athletes have a difficult time finding out about our Program.”
· “Parents want to be sure there are trained coaches who understand how to work with their kids because coaching younger athletes is different than coaching adult athletes.”
· “Other sports groups visit schools to recruit—maybe we should, too.”

	
	
	

	Step 3
Final Reflection
	
	From what I saw and heard, I have come up with two big needs:
· Our Program needs more outreach to younger athletes and their families.
· Our Program needs more coaches trained to work with youth.
I think of two ways I can help:
· Create a plan to visit schools and community centers to talk about Special Olympics and recruit younger athletes.
· Help recruit and train volunteer coaches who want to work with younger athletes.
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	What is a Problem Tree?

	A Problem Tree is a tool that helps us understand a problem by breaking it down into its causes, what it is like today, and its effects. It helps us see the bigger picture before deciding on a solution.



The parts of a Problem Tree
	
	
	The Trunk
	This is the main problem that you and others have identified

	
	
	The Roots
	These are the causes of the problem—why it’s happening.

	
	
	The Branches / Leaves
	These are the effects or consequences—how the problem affects people or programming.



Why are we using a tree for this exercise?
Well, think about it… when a tree is sick, where does that sickness usually start? Many times, it is due to  something that is wrong with the roots because that is where it gets water and nutrients. So that is why the roots are labeled the “cause of the problem.”
The branches and leaves grow the way they do because of the water and nutrients they get from the roots, so if a tree is sick, that’s where many times you will see the tree’s sickness. That is why the leaves are labeled the “effects of the problem.”
	[image: Tree illustration with numbers signaling each part of the tree. Number 3 at the top for branches, number 1 in the middle for the trunk, number 2 at the bottom for the roots.]
	3
	Effects of problem
	What happens because of the problem?
	

	
	1
	Problem
	What is the main problem?
	

	
	2
	Causes of problem
	Why does the problem exist?
	



How to use the Problem Tree
Let’s look at an example of how you can use the Problem Tree to think about where to focus your project. Go through the example below starting with 1 – Problem, then to 2 – Causes of problem, and finish with 3 – Effects of problem. What is the problem? In this example, the problem is:
There are no Special Olympics activities in my area’s schools.
	[image: Tree illustration with numbers signaling each part of the tree. Number 3 at the top for branches, number 1 in the middle for the trunk, number 2 at the bottom for the roots.]
	3
	Effects of problem
	The school is not inclusive toward people with I/DD. Students with I/DD at this school have a negative school experience where teachers and students without I/DD have low expectations of them.
	

	
	1
	Problem
	There are no Special Olympics activities in my area’s schools.
	

	
	2
	Causes of problem
	School administrators don’t understand the benefits of Special Olympics programming. Teachers already have a lot to handle and don’t have time to take on another role as a coach and a recruiter.
	


[image: Activity icon.]
Problem Tree Template
Use the template below to answer these questions:
1. What is the problem you want to solve with your project? 
2. What do you think are a few possible things causing that problem? 
3. What are the effects of that problem on your Program or your community?
	[image: Tree illustration with numbers signaling each part of the tree. Number 3 at the top for branches, number 1 in the middle for the trunk, number 2 at the bottom for the roots.]
	3
	Effects of problem
	

	
	1
	Problem
	

	
	2
	Causes of problem
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	“Building my Project Idea” Activity


Now let’s take what you did in the Project Idea Assessment above and answer the questions below.
Fill in the blanks below to help you outline your project description.
	I want to…   (What do you want to do?)
	

	

	

	Because…   (Why is it important to you?)
	

	

	

	[bookmark: _Hlk206078965]I can do this through…   (How will you do it?)
	

	



	
	“Building a Project Idea” Example
	

	
	[bookmark: _Hlk206611407]If you are struggling with this, that’s okay! Let’s build on our example from before so you can see how this activity works. 
Imagine our Special Olympics Program wants to recruit more athletes under the age of 25. We’ll break it down step by step to see how a project idea comes together.

	
	I want to…   (What do you want to do?)
	

	
	This is where we define the project’s main goal

	
	Example:
We want to increase the number of Special Olympics athletes under the age of 25

	
	

	
	Because…   (Why is it important to you?)
	

	
	This helps connect the project to a real need or motivation.

	
	Example:
Right now, only 35% of our athletes are under 25. This is a problem because I know how much Special Olympics meant to me when I was younger and I want the next generation to experience the joy of Special Olympics at a young age.
Ask: Why does this project matter? Who will benefit from it?

	
	

	
	I can do this through…   (How will you do it?)
	

	
	This is the action plan—how the project will come to life.

	
	Example:
We will recruit younger athletes by partnering with schools, community centers, and other sports programs. We’ll also train coaches to work with them and create fun, engaging events to keep them involved.



	Congratulations! You now have an outline of what could be your project idea. Our work is not finished though – it is just beginning. Your project idea can still change and evolve over time, but we now know where to begin!





Examples of projects
	Let these inspire you!
Here are a few project ideas from other Athlete Leaders. We don’t want you to copy them, but we hope they inspire you to come up with a project idea that matters to you. Try something new that fits your skills and the needs in your Program or your community!



	Example #1
	
	

	
	
	

	I want to grow the number of athletes leaders trained in leadership and skills.
	
	Boniface from Kenya recruited athletes from two schools and one community club. The athletes were paired with mentors and received training on Athlete Leadership. Boniface trained them providing an overview of the principles of Athlete Leadership and what their role as leaders in the organization can be. His target was 25 athletes trained.

	
	
	

	Example #2
	
	

	
	
	

	I want to grow the number of athletes in meaningful leadership roles inside Special Olympics
	
	Jaime went to their Special Olympics Program and asked about all upcoming events (training, competitions, health, or leadership events). Jaime asked their Program staff how athletes were involved in meaningful leadership roles in those events. Jaime asked why more athlete leaders weren’t involved in the planning and running of those events. This helped staff see the possibilities of what athlete leaders could do at events.
They then selected an event and worked with their Program to make sure there were meaningful leadership roles for athletes. 
They created a committee with athletes to contribute and lead in different planning aspects of the event, working or volunteering during the event and/or as evaluators.
The target was for 10 athletes to be engaged in meaningful leadership roles.

	
	
	

	Example #3
	
	

	
	
	

	I want to grow inclusion and understanding of the leadership potential people with Intellectual and Developmental Disabilities (IDD) have, creating more inclusive environments for people with IDD and developing Unified leaders inside and outside the organization.
	
	Samuel, an athlete leader from SO El Salvador, launched a virtual campaign to raise awareness among local businesses in their community about the rights of people with disabilities to work, and the benefits of being an inclusive workplace. 
They organized an event and invited local business owners as well as SO athletes to attend. The purpose of this was to motivate people with IDD to get involved in social spaces like job fairs and business, feel empowered and confident, and for people without IDD to be leaders of social change. Their target was 20 local business owners learning about inclusion.

	
	
	





Project Idea Questions
Are you sure? 
Now that you’ve shaped your project idea, let’s make sure it’s the right fit. A great project is one you have the ability, confidence, and passion to take on. Read through the questions below and then write your answers on the next page.
Ask yourself these questions:
1. Do you have the resources, skills, and knowledge to handle this project?
· Think about what you already have and what you might need.
· Do you have access to the right people, tools, or training?
· Who and what do you need to be successful?
2. Do you feel this project would be easy to track and measure success?
· What does success look like?
· How will you know if you are making progress toward your goal?
3. Are you confident you can tackle this project and help solve a Special Olympics Program/community need?
· Does this project excite you?
· Are you ready to put in the effort to make a difference even when the work becomes difficult?
4. Can you easily explain this need and project to others?
· If you had 30 seconds to explain your project and convince someone to support you, could you do it? What would you say?
5. Does this need truly matter to your community?
· Think about the impact. This project will help or benefit who/what exactly? Will this project make a real difference for the people you want to help?
6. Is this project realistic for you to complete?
· Are you in control of this project or do your ideas rely too much on other people?
What could get in your way and keep you from accomplishing your goals?




	
	
?

	Answer these questions
	[image: Activity icon]

	
	
	
	


If you can answer ‘yes’ to most of these, you’re on the right track! If not, think about ways to adjust your idea or get the support you need to make it work.
	“Are you sure” Project Idea Questions
	
	Yes or no?
Then please explain why and how.

	
	
	

	1. Do you have the resources, skills, and knowledge to handle this project? 
· If yes, what are they?
· If no, what do you need?
	
	

	
	
	

	2. Do you feel this project would be easy to track and measure success?
· If yes, explain how you will track your progress.
· If no, how can you make it easier to track?
	
	

	
	
	

	3. Are you confident you can complete this project and help solve a need in your community?
· If yes, how will you complete this project/what steps will you take?
· If no, what could keep you from completing it/who can help you complete it?
	
	

	
	
	

	4. Can you easily explain this need and project to others?
· If yes, write down your explanation of the project.
· If no, what do you need to do to be able to easily explain the project to others?
	
	

	
	
	

	5. Does this need truly matter to your community?
· If yes, explain how it matters to your Program/community.
· If no, explain why and how you will change that.
	
	

	
	
	

	6. Is this project realistic for you to complete?
· If yes, how is it realistic for you to complete?
· If no, why is it not realistic? What needs to change in order for it to become realistic?
	
	

	
	
	

	
	Now that you have answered the “Are you Sure” questions, you are done with Part 1 of the training – congratulations! 

Keep reading to find out information about the homework you need to complete before you participate in Part 2 of the training.





Finalizing my project idea
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	STOP! Do not start this until the facilitator tells you to.
	



Using some of the answers and notes you shared on previous pages in this workbook, answer the questions below again to help you finalize your project idea. The answers do not need to match what you put previously. 
	
	
	

	
	What is the need?
	

	
	
	

	
	
	

	
	What will you do?
	

	
	
	

	
	
	

	
	Why does it matter – to you and your community?
	

	
	
	

	
	
	

	
	How will you do it?
	

	
	
	

	
	
	

	[bookmark: _Hlk213856002]
	When will you complete it?
	

	
	
	

	
	
	

	
	Who will help you complete it? How will they help you?
	

	
	
	

	
	
	

	
	Whom will this project help? How will it help them?
	

	
	
	

	
	
	

	
	What did you learn from talking to other people about your Project (Steps 2 and 3 of “Building Your Project Idea Assessment”)?
	

	
	
	

	
	
	




	
	Homework between Part 1 and Part 2
	


It is recommended that there be a break between Part 1 of the Project Management Training and Part 2. In that time away, please complete the homework below.
	[image: ]
	
	A. You likely have not completed Steps 2-3 in the “Building Your Project Idea Assessment” yet because those steps required you to interview people in your Program or your community, sharing your project idea with them and asking them for feedback.
Complete those two steps now between Part 1 and Part 2 of this training.
This should be your first priority in between training parts 1 and 2. 

	
	
	B. Summarize your project idea by answering a series of questions under the “Finalizing my project idea” section on the previous page of this workbook.
This resource helps you clearly summarize your project and answer most questions other people may have about what you are doing, why you are doing it, how you will do it, and when you will do it.

	
	
	C. Come to Part 2 of the training ready to share your project idea, and any updates and insights you learned during the break. Be ready to receive feedback and suggestions from your fellow athlete leaders.





	PART 2
	Planning and Managing Your Project
	



The first step in the Planning Phase is organizing your goals. You will likely need to set a handful of smaller goals that lead up to the big goal of completing your project. We will do that by setting SMART goals.
	[image: ]
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	S
	M
	A
	R
	T

	Specific
	Measurable
	Achievable
	Relevant
	Time-bound

	Make your goal clear so everyone knows exactly what to do.
	Make sure you can count or track progress toward your goal.
	Set a goal you can really reach with effort and planning.
	Choose a goal that matters to you and fits your plans.
	Set a deadline so you know when your goal should be done.



	S
	To make your goal specific, answer these five W questions:
· What do I want to accomplish?
· Why is this goal important?
· Who is involved?
· Where is it located?
· What resources do I need to accomplish it?
	

	
	
	

	
	With your project, how is it specific?
	

	
	
	

	
	
	

	M
	To make a goal measurable, ask yourself:
· How much?
· How many?
· How will I know when it’s complete?
	

	
	
	

	
	With your project, how is it measurable?
	

	
	
	

	
	
	

	A
	When setting an achievable goal, think about:
· How can I accomplish my goal?
· What resources or opportunities could help me?
· Are there any obstacles, like time or money, that I need to consider?
	

	
	
	

	
	With your project, how is it achievable?
	

	
	
	

	
	
	

	R
	To check if a goal is relevant, ask yourself:
· Does this goal matter to me?
· Is this the right time for me to do this?
· Am I the right person to take this on?
· For group projects: Does this match what our team or community needs?
	

	
	
	

	
	With your project, how is it relevant?
	
	

	
	
	

	
	
	

	T
	To make sure your goal is time-bound, ask yourself:
· When do I want to achieve this?
· What can I do today to move toward my goal?
· What can I accomplish in six weeks?
· Where do I want to be in four months?
	

	
	
	

	
	With your project, how is it time-bound?
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This is a short overview that briefly describes the projects' purpose, goals, steps, outcomes, used as a quick reference for stakeholder updates. Complete your own project summary below by filling in the blank sections using your own project idea as a guide.
	
	
	
	
	
	
	

	
	PROJECT NAME
	

	
	
	

	
	
	
	

	
	Project Manager
	
	

	
	Teammates
	
	

	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	The Problem
	

	
	› Define the problem     › Define the challenges why there’s a problem     › What is your solution?
	

	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Project Activities
	
	The Impact
	

	
	› What will you do?  
› Where will your project take place? 
› Who will be involved?
	
	› What do you hope the result of this project is?
› How will you evaluate your project?
› How will you make sure it lasts?
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	This is a detailed document outlining the objectives, scope, timeline, tasks, resources, and risk of a project, serving as a roadmap 
to implement your project.



	
	
	Complete
	Indicates whether the task is finished, typically marked as a percentage or a simple "Yes/No."

	
	
	Status
	Provides the current state of the task, such as "In Progress," "On Hold," or "Completed." 

	
	
	Activity/Task
	Describes the specific work or action that needs to be completed.

	
	
	End Date
	The deadline or expected completion date for the task.

	
	
	Owner
	The person responsible for overseeing and ensuring task completion.

	
	
	Helpers
	Additional team members who assist the owner in completing the task.

	
	
	Notes
	Any relevant details, updates, or comments about the task.



	Complete
	Status
	Activity/Task
	Start date
	End date
	Owner
	Helpers
	Notes
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Documentation
Documentation is when you write down notes of the results and progress, when you take pictures of the project’s results, and when you interview people and write down their answers.
Documenting things as you move along is easier than trying to remember every step, event, goal, contact, etc., days or weeks after you have completed them. And it shows you and others the progress you are making with your project. Without this documentation, you may be completing tasks but feel like you aren’t getting anywhere because you and your team don’t see progress. Documenting helps you and your team members see progress as you move along.
· Keep records of decisions, changes, and completed tasks to track progress.
· Documentation helps avoid future problems, maintain accountability, and improve future projects.
· Use tools like notebooks, digital trackers, or project management software to stay organized (for example: Microsoft Excel, Smartsheet, Google Sheets, Microsoft Teams, etc.)
	
	
?

	Reflection Question
	[image: Activity icon]

	
	
	
	


As a Project Manager, what are 3 ways you will document your project work so that you are not relying on memory? For example, will you set up monthly meetings, use Google Sheets, a notebook, voice notes, or something else? Be specific.
	
	

	
	

	
	





Risks and Issues
Every project has challenges, but good project managers try to spot them early. We call these risks and issues.
Anticipate Risks & Issues 
· Think About Your Project: 
· What could go wrong?
· What challenges might come up? 
Example: If you’re recruiting young athletes, what if no one signs up? Or, what if you have a lot of young athletes, but don’t have enough coaches? 
· Sort the Problems: 
· Which ones are risks (might happen)? 
· Which ones are issues (already happening)? 
· Plan for Solutions: 
· For each risk, how can you prevent or prepare for it? 
· For each issue, how can you fix it?
	By thinking ahead, you’ll be ready to handle challenges and keep your project on track!

	



	Risk Rating System

	
	
	

	Not all risks are the same. Some are small and easy to handle, while others could stop your project completely. The purpose of risk analysis is to answer these questions:
1. How big is the risk? 
2. Which risks should we worry about the most? 
3. Which risks should we focus on first? 
We can answer those questions by looking at how likely it is to happen, thinking about the impact it will have on the project, and analyzing how serious the results are. 
	
	[image: Risk Rating Temperature Gauge illustration. It goes from green (low risk), to yellow (medium risk), to orange (high risk) to red (extreme risk).]

	
	
	

	
	
	Low
	Medium
	High
	Extreme

	
	
	Snooze.
Not a big deal, continue as planned but keep an eye on it.
	Thinking? Consider taking some action to reduce risk.
	Yikes.
Get help and adjust your plan.
	Full uh-oh. May need to pause or re-think the project.



	
	
?

	Reflection Questions
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What is a potential risk in your project? And how would you rate it on the scale we just discussed? 
What steps can you take to avoid that risk or lessen its impact?
	1. What is a potential risk in your project?

	

	

	2. How would you rate it on the scale we just discussed?

	

	

	3. What steps can you take to avoid that risk or lessen its impact?
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Use the space below to write a short, impactful story about your project.
Answer the questions as if your project is already finished. Obviously, your project is not finished – you just started it! But think about what you hope your project will achieve when it is done.
This exercise will help you see why telling your project’s story is important. It will also help you imagine what your project could look like when it’s done. Your story should help others understand the problem, what you’re doing to help, and why it matters. 
	1. What was the challenge or need?

	Example: “There aren’t enough coaches for young athletes in my community.”

	Write your own:

	

	

	2. What did you (or someone else) do to help?

	Example: “I started a plan to recruit new coaches by visiting schools and talking to teachers.”

	Write your own:

	

	

	3. What changed because of that action?
REMINDER: You are imagining what you HOPE will change due to your project

	Example: “Three new coaches signed up, and now we can start a new soccer team for younger athletes.”

	Write your own:

	

	

	4. What real-life experience or emotion could you include to help people care?
REMINDER: You are imagining what you HOPE will happen because of your project
(Don’t share names or private info—just focus on how it felt or what happened.)

	Example: “One student with disabilities said it was the first time they felt included on a team.”

	Write your own:

	



	
	

	Activity
	

	


· Read your story to a partner. 
· Ask: “Did my story help you understand the project and why it matters?”
Four things to remember when sharing your project story
	· Be Confident
· You know your project and your story—believe in it and in yourself.
· Stand tall, speak clearly, and make eye contact with your audience.

	· Emphasize Key Words
· How you say something can be just as important as what you say.
· Try saying the same sentence but change which word you emphasize. This helps people understand your main point.

	· Use Body Language
· Your body can help tell the story—use hand movements, facial expressions, and posture.
· Avoid crossing your arms or looking down; show that you’re open and ready to connect.

	· Stay Calm
· If something goes wrong, don’t panic.
· Take a deep breath, smile if you can, and keep going.
· Remember: the audience is cheering you on, not judging you.


Where to Share Your Project
Sharing your project idea with others helps your project grow and get support.
Think about who needs to hear your project idea and who can help—especially people who can provide funding, resources, or connections.
	Let’s think of 2–3 places you could share your project to gain support or make a bigger impact.
Here are some good places to start:
· Local schools or school boards
· Civic groups (like Rotary Clubs or youth organizations)
· City councils or local government
· Social media or community newsletters
· Events where your audience or people who might be impacted by your project will be



	
	
?

	Reflection Questions
	[image: Activity icon]

	
	
	
	

	1. Where will you share your project story?

	

	

	2. How can local media or your Program’s marketing team help you tell your story?

	

	

	3. What do you want to happen after you tell people about your project? What’s your call to action for them? What do you want them to do after listening to your story?
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