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Project Work Statement Instructions

The purpose of a work statement is to capture the goal(s) that you plan to accomplish through the senior community center grant.  It establishes the expected outcome, the method that you will use to determine if you have met your goal, the action steps needed to accomplish the goal, and individuals at your organization that will complete each step.  This framework helps you effectively manage your project and provides understanding to the scope of your project.  Below is an example of how to fill out the Project Work Statement.  There is no limit on the number of goals, so add as many as needed to clearly define the scope of your project.

	Attachment B
Pennsylvania Department of Aging Senior Community Center Grant
Project Work Statement

	Center Name:
	ABC Senior Community Center
	Today’s Date:
	

	Project:

	Goal 1:
	Enter Goal 1 description here.  Sample text:  What you hope to achieve.  For what purpose did you request funding?

Start Date:  	08/05/16
Completion Date:	    03/02/17

To conduct a Tai Chi program which will enhance seniors’ health and well-being and promote social interaction

	Expected Outcome:
	Enter expected outcome here.  Sample text:  What impact will the goal have on your SCC? 
Healthy, energetic and happy seniors will come out to the center and engage in social and joyful activities.

	Evaluation Methodology/Data
	Enter valuation methodology here.  Sample text: How will you measure your progress/success? Increased participation will be measured through a data collection system.

	

Action Step
	

Target Date
	Responsible Party and Contact Info
	
Participating Partners
	

Status
	

Notes

	What steps will you take to reach your goal?  List each step in a new row adding rows as needed.
	When do you expect each action step to be completed?
	Who will be responsible for ensuring this action step is completed?  How can we reach them?
	Are you partnering with any other individuals or organizations to complete this action step?
	Is the action step not started, on, behind or ahead of schedule?  Is step not started, pending or complete?
	List any additional helpful or clarifying information.

	Program Announcements
	January
	Jane Doe
717-777-7777
jdoe@here.com
	Fun Marketing, Inc. will provide posters and newsletters to the community
	

Complete
	

	Recruit Students
	February
	Jane Doe
717-777-7777
jdoe@here.com
	None
	
Pending
	

	Class Start
	March
	Jane Doe
717-777-7777
jdoe@here.com
	Tai Chi Instructor
	
Not Started
	



