	Harvard ManageMentor — CREATING A BUSINESS CASE TOOLS

	Worksheet for Tracking Project Implementation 

	Use this form to track your project during its implementation. Consider whether you need to make any changes to your implementation plans based on the results you achieve during each phase. You may also use the data you gather in this tool to help you build better informed business cases in the future. 

	Phase I          Project Manager: Agne De Jesus

	Title of Phase:
	Angel Trees – South Orlando 

	Description of Phase:
	Securing locations for angel tree donations in the South Orlando area.

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Location – signed agreements
	November 14, 2008
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	$1000.00 worth of donations
	

	Recommended Changes for Next Phase

	

	Phase II          Project Manager: Janet Park

	Title of Phase:
	Angel Trees – West Orlando 

	Description of Phase:
	Securing locations for angel tree donations in the West Orlando area.

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Location – signed agreements
	November 14, 2008
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	$1000.00 worth of donations
	

	Recommended Changes for Next Phase

	


	Phase III          Project Manager: Helmut Mair

	Title of Phase:
	Angel Trees – East Orlando

	Description of Phase:
	Securing locations for angel tree donations in the East Orlando area.

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Location – signed agreements
	November 14, 2008
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	$1000.00 worth of donations
	

	Recommended Changes for Next Phase

	

	Phase IV          Project Manager: Jennifer Cardinal

	Title of Phase:
	Donation Drive – Walgreens

	Description of Phase:
	A store front donation drive at Walgreens.

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Location Agreement
	October 4, 2008
	

	2.
	Table
	October 4, 2008
	

	3.
	Flyers
	October 4, 2008
	

	4.
	Manpower
	October 4, 2008
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	$200.00 worth of donations
	

	Recommended Changes for Next Phase
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	Phase  V         Project Manager: Natalio Echegaray

	Title of Phase:
	Donation Drive – CVS

	Description of Phase:
	A store front donation drive at CVS.

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Location Agreement
	October 5, 2008
	

	2.
	Table
	October 5, 2008
	

	3.
	Flyers
	October 5, 2008
	

	4.
	Manpower
	October 5, 2008
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	$200.00 worth of donations
	

	Recommended Changes for Next Phase

	

	Phase  VI          Project Manager: Theresa Berg

	Title of Phase:
	Face-to-Face Donations

	Description of Phase:
	Getting donations from Face to Face communication or by emails or letters.

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Donation Storage
	November 14, 2008
	

	2.
	Thank You Cards
	November 14, 2008
	

	3.
	Flyers
	November 14, 2008
	

	4.
	
	
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	$400 worth of donations
	

	Recommended Changes for Next Phase

	


	Phase VII          Project Manager: Brent Thai

	Title of Phase:
	Webpage

	Description of Phase:
	Creation and continual updates of website

	Deliverables 
	Estimated Due Date
	Actual Completion Date

	1.
	Create webpage
	October 21, 2008
	

	2.
	Updating webpage constantly
	November 14, 2008
	

	3.
	Online donations
	November 14, 2008
	

	4.
	
	
	

	Benefits

	Estimated Level of Benefit
	Actual Level of Benefit

	Keeping the client and group members updated on the status of project.  Giving donors another way to donate, who cannot meet face to face.
	

	Recommended Changes for Next Phase
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