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Basic Project Planning Pack: Editable Templates
This pack includes editable templates to support the planning and execution of wheelchair basketball events. Each template can be customized to fit your organization’s needs.
1. Event Planning Timeline Template
	Phase
	Activities
	Responsible Person
	Deadline

	Initial Planning
	Define objectives, secure funding
	Event Director
	[Insert Date]

	Preparation
	Confirm venue, partners, and promotion strategy
	Project Manager
	[Insert Date]

	Recruitment
	Open team registration, recruit volunteers
	Volunteer Coordinator
	[Insert Date]

	Final Preparations
	Confirm logistics, conduct site visits, train staff
	Operations Lead
	[Insert Date]

	Event Delivery
	Set up venue, oversee event execution
	Event Director
	[Insert Date]

	Post-Event
	Gather feedback, report, and evaluate
	Monitoring & Evaluation
	[Insert Date]



2. Budget Template
	Item
	Estimated Cost
	Actual Cost
	Notes

	Venue rental
	€
	€
	

	Equipment & maintenance
	€
	€
	

	Staff and volunteer expenses
	€
	€
	

	Marketing and promotion
	€
	€
	

	Transportation
	€
	€
	

	Contingency (10%)
	€
	€
	

	Total
	€
	€
	



3. Risk Assessment Template
	Risk Description
	Likelihood (Low/Med/High)
	Impact (Low/Med/High)
	Mitigation Actions

	Accessibility issues
	
	
	Ensure venue meets standards

	Medical emergencies
	
	
	Have medical team on standby

	Transportation delays
	
	
	Arrange backup transport options

	Weather disruption (if outdoor)
	
	
	Secure indoor contingency venue



4. Stakeholder Engagement Plan Template
	Stakeholder Group
	Interest/Influence Level
	Engagement Strategy
	Responsible Contact

	Local government
	High
	Regular briefings and updates
	Project Manager

	Sponsors
	Medium
	Invitations to events, reports
	Sponsorship Lead

	Disability organizations
	High
	Collaborative planning meetings
	Inclusion Officer



5. Volunteer Schedule Template
	Volunteer Name
	Role
	Shift Time
	Contact Information

	
	Registration desk
	[Time Slot]
	

	
	Accessibility support
	[Time Slot]
	

	
	Equipment setup
	[Time Slot]
	



6. Post-Event Evaluation Template
	Area of Evaluation
	Feedback Summary
	Action Points for Future Events

	Event organization
	
	

	Accessibility
	
	

	Participant satisfaction
	
	

	Stakeholder involvement
	
	




Instructions
Each template is designed to be editable. Replace placeholder text with your project-specific details and adjust columns as needed. Save each template as a separate editable document (e.g., Word, Excel, or Google Sheets) for easy collaboration.
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