
Project Planning Tools



How to plan a project that will help 
you achieve the goals in your annual 

plan.



What do you need 
to plan a project?



1. A clear goal
2. Background research
3. Task lists & timelines
4. People & resources
5. A communication plan

You need:



1. A clear goal
● What you hope will change 

as a result of the project?

● Why is the outcome of this 
project is important?

● What methods, rules or 
activities can help achieve 
these goals?

By Fir0002/Flagstaffotos, CC BY-NC, via Wikimedia Commons



“I want to do _____ so that 
_____ happens.

Right now, _____. 
After this, I hope _____.”



Example 1: Wiki 
Loves Africa

“I want to host Wiki Loves 
Africa so that more articles 
about African culture can be 
illustrated.

Right now, only 20 of 300 
articles about Ghanaian Fashion 
have images. By the end of this 
project, we hope 70 of 300 
articles have images.”

By Dili Osuhor, CC BY-SA 4.0, via Wikimedia Commons



2. Background
     research
● What similar projects have 

you seen in the movement 
and beyond?

● What lessons can you learn 
from grant reports?

● Are there tools that can be 
used or adapted for your 
project?

By Jorge Royan, CC BY-SA 3.0, via Wikimedia Commons

https://commons.wikimedia.org/wiki/User:Jorgeroyan


3. Task lists &
     timelines
● Does the timeline interfere 

with planned work and 
events?

● What tasks depend on the 
completion of previous 
tasks?

● How can someone ask for 
help if they cannot 
complete a task?

By Jorge Royan, CC BY-SA 3.0, via Wikimedia Commons

https://commons.wikimedia.org/wiki/User:Jorgeroyan


4. People &
     resources
● Space
● Reliable internet and power
● Snacks for attendees
● Experts (editors, 

photographers, etc.)
● The right participants

Details:
meta.wikimedia.org/wiki/Grants
:Project/Rapid/Plan

By Auli Kütt, CC BY-SA 4.0, via Wikimedia Commons

https://meta.wikimedia.org/wiki/Grants:Project/Rapid/Plan
https://meta.wikimedia.org/wiki/Grants:Project/Rapid/Plan
https://meta.wikimedia.org/wiki/Grants:Project/Rapid/Plan




5.Communication
● How will your team share 

updates and information?

● Which teams need to sync 
their plans and timelines?

● Is there someone who will 
act as a ‘spokesperson’ to 
communicate with partners 
or funders?



What might we 
look back on?



How do we know 
how it went?
We want to learn with you what 
works for your community so 
that you can increase your 
impact.

Examples:
● New editors or volunteers
● Results from a survey
● Things that went wrong

By User:SkyPixels, CC BY-SA 4.0, via Wikimedia Commons
 



Project roles: 
https://meta.wikimedia.org/wiki/Grants:Learning_patterns/Project_roles

Timeline for tasks: 
https://meta.wikimedia.org/wiki/Iberocoop:Iberoconf_2017/Cronograma

https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2015/Timeframe

Plan for how to meet goals: 
https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2016/Goals

Communication protocols: https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2015/Meetings

Project planning cheat sheet:
https://docs.google.com/spreadsheets/d/1gJWP7beA9176IoexgnTj5fxsdjJ57_iyI1JIFzX45ho/edit?usp
=sharing

Collaborative planning tools:
● Phabricator - WM SE uses it, Venzuela, Education Collab, engineering tasks
● Google Docs - commenting is much easier, 
● Telegram and WhatsApps - have polling functions

https://meta.wikimedia.org/wiki/Grants:Learning_patterns/Project_roles
https://meta.wikimedia.org/wiki/Grants:Learning_patterns/Project_roles
https://meta.wikimedia.org/wiki/Iberocoop:Iberoconf_2017/Cronograma
https://meta.wikimedia.org/wiki/Iberocoop:Iberoconf_2017/Cronograma
https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2015/Timeframe
https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2015/Timeframe
https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2016/Goals
https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2016/Goals
https://meta.wikimedia.org/wiki/Wikimedia_CEE_Spring_2015/Meetings
https://docs.google.com/spreadsheets/d/1gJWP7beA9176IoexgnTj5fxsdjJ57_iyI1JIFzX45ho/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1gJWP7beA9176IoexgnTj5fxsdjJ57_iyI1JIFzX45ho/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1gJWP7beA9176IoexgnTj5fxsdjJ57_iyI1JIFzX45ho/edit?usp=sharing


Connect with us!
General information: meta.wikimedia.org/wiki/Grants:Start

Rapid grants: meta.wikimedia.org/wiki/Grants:Project/Rapid

kharold@wikimedia.org

https://meta.wikimedia.org/wiki/Grants:Start
https://meta.wikimedia.org/wiki/Grants:Project/Rapid


Questions? 
Tools to share?


