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The Promise Of 
Community Action

Community Action changes 
people’s lives, embodies the 

spirit of hope, improves 
communities, and makes 

America a better place to live. 
We care about the entire 
community and we are 

dedicated to helping people 
help themselves and each other.



Land Acknowledgement

Every community owes its existence and vitality to generations from 
around the world who contributed their hopes, dreams, and energy to 
making the history that led to this moment. Some were brought here 
against their will, some were drawn to leave their distant homes in 

hope of a better life, and some have lived on this land for more 
generations than can be counted. 

• Go to https://native-land.ca/ and enter your address in the search 
box on the left of the screen

• Offer your land acknowledgement in the chat
– “This meeting is being held on the traditional lands of the _______ 

People, and I pay my respect to elders both past and present, who have 
stewarded this land throughout the generations.”

https://native-land.ca/


Agenda

Projects, Project Management, and their link to Excellence 

Project Management Practices

Tools to Help You Get Started

Q & A



First things first:
What is a Project?

Further, “projects are amalgamations of tasks, 
activities, and deliverables that must be structured 

and executed carefully to achieve a desired outcome.”

Further, “projects are amalgamations of tasks, 
activities, and deliverables that must be structured 

and executed carefully to achieve a desired outcome.”

According to the Project Management Institute, 
“projects are temporary efforts to create value 

through unique products, services, and processes.” 

According to the Project Management Institute, 
“projects are temporary efforts to create value 

through unique products, services, and processes.” 

https://www.pmi.org/about/learn-about-pmi/what-is-project-management
https://www.pmi.org/about/learn-about-pmi/what-is-project-management


Examples of Projects in 
Community Action

Writing a 
Grant 

Proposal

Migration to 
a New 

Database

Implementing 
a New HR 

System

Developing a 
Board 

Orientation

Overhaul of 
the Customer 

Intake 
Process

Developing a 
New Program



Project Management?

The use of specific 
knowledge, skills, tools and 

techniques to 
deliver something of value 

to people
(Project Management Institute)

Ok, so what is



Project Management can be an
Excellence Practice

Project Management allows for a 
formal and systematic approach to 
projects, aligning the processes to 
support agency objectives across the 
organization

Project Management brings 
consistent and proven approaches, 
principles, and practices to all agency 
projects



Excellence in Community Action

• Developed by experienced 
Community Action practitioners to 
capture “best-in-class practices”

• Represent real-world practice in use 
by CAAs

• Frequently updated to reflect 
evolving and emerging practices in 
the field 

https://communityactionpartnership.com/wp-content/uploads/2022/01/2021-Standards-of-Excellence-with-
Pathways-Branding-Rev-Dec-21-Final.pdf

https://communityactionpartnership.com/wp-content/uploads/2022/01/2021-Standards-of-Excellence-with-Pathways-Branding-Rev-Dec-21-Final.pdf


Community Action Excellence Standard
6.6: Project Management 

A formal, agency-wide project management policy and 
process is in place incorporating eight core elements. 
Under the policy, the agency systematically manages all 
projects and initiatives in a coherent manner to ensure 
close integration/linkage with agency goals/strategies 
and program specific activities.



Community Action Excellence Standard
6.6: Project Management 

The policy addresses the following eight core elements:
1.)  Project performance is systematically managed to meet/exceed project goals and 

objectives.

2.)  All projects include measurable (ROMA) projected outcomes and objectives linked 

to broader agency strategies.

3.)  Project staff regularly reviews and improves projects based on customer feedback.

4.)  Project implementation/progress is systematically assessed, tracked, and reported 

to agency leadership.

5.)  Project budgets are systematically monitored and not exceeded.

6.)  Project staff attends appropriate and necessary training.

7.)  Project related facilities meet or exceed ADA and building codes.

8.)  A final status report is produced assessing a project’s success and contribution to 

overall agency goals/strategies.



Managing Projects to Meet 
Objectives and Goals

Creating an agency-wide 
procedure and associated tools 

can help everyone in your 
organization understand the 
objectives and goals of each 
project and manage projects 

cohesively.



Policy & Procedure Development

• Consider:

– Where are there projects (and potential projects) 
in our organization?

– What is needed to ensure all projects, regardless 
of where they reside in the organization, have 
what they need to be successful?

– What does leadership need? 

– What do project managers and staff need?

– What training will we make available?



Getting Started: Define the Project

• Gain consensus on what the project is seeking 
to achieve and what its deliverables are. 

What, exactly, is the project?

What is the timeline?What is the timeline?

What is the budget?What is the budget?



Going Deeper…

• Wants vs needs

Defining Requirements

Identifying Stakeholders

Identifying Risks



Getting Started: 
The Project Charter

The Project Charter is a short document that is 
completed at the outset of the project to define the 
project scope, including the business case for the 
project (need), high-level goals/objectives, 
requirements, timeline/milestones, budget, 
stakeholders, and risks. 

It ensures project staff and sponsors have agreement on 
these key elements.



Project Charter Examples

https://www.nyu.edu/content/dam/nyu/hr/documents/Project_Cha
rter_Template.doc

https://www2a.cdc.gov/cdcup/library/templates/CDC_UP_Project
_Charter_Template.doc

https://www.nyu.edu/content/dam/nyu/hr/documents/Project_Charter_Template.doc
https://www2a.cdc.gov/cdcup/library/templates/CDC_UP_Project_Charter_Template.doc


The Project Charter is More than a Form

The Project Charter is a tool to help you get clear 
on what the project is, its goals, and expectations. 

The Project Charter memorializes the project 
definition and scope.

The Project Charter documents approval of 
project scope, resources, and timeline.



Customize your Charter to your 
Organization

Review free templates with project staff and 
agency leadership to identify what you like and 
what you need.

Review free templates with project staff and 
agency leadership to identify what you like and 
what you need.

Based on your research, customize a charter to fit 
your organization’s needs. 

• Ensure that your charter includes a section to link project 
outcomes to agency strategic objectives/goals to support 
fulfillment of the Standard of Excellence. 



Managing the Project



Managing the Work: 
Project Management Tools

• There are lots of tools, both paid and free, that 
can help your staff to manage a project

– Project Management Software: 

• Monday.com; Asana; Clickup; MesiterTask; Smartsheets; 
Basecamp; Microsoft Planner; Microsoft Projects; and an 
endless list more.

– Project Communication tools:

• Microsoft Teams; Slack; SharePoint; OneNote; Yammer

– Project Collaboration Tools:

• SharePoint; OneDrive; GSuite (Google products); DropBox



A Few Points about Tools…

You don’t have to use complex products; some folks use excel on a 
shared drive better than a full project management software suite.

Software will not solve process or team challenges

Don’t get too hung up on the “perfect” tool. They all have benefits 
and drawbacks. 

Do your research before committing.



A big part of Project Management is 
about Stakeholder Engagement & 

Communication



Project Meetings

• Create a standard approach to project 
meetings in your organization:
– Required meetings
– Agendas
– Attendance expectations

• AVOID:
– Meetings that should be emails/ 

reports
– Meetings without agendas
– Not inviting the people who need to 

be there/Inviting everyone in the 
organization



Project Reports

Standardizing report templates will clarify 
expectations and enhance project oversight
Standardizing report templates will clarify 
expectations and enhance project oversight

Consider:Consider:

• What information do we need to know if the project is being successful?

• Common items to track:

• Summary of major accomplishments; upcoming work/action items

• Timeline/Milestone Completion

• Budget

• Anything noteworthy to document for the project team or leadership –
upcoming change requests, issues, risks, etc. 



Sample Project Report Templates

https://www.smartsheet.com/content/project-report-templates
https://www.mypmllc.com/project-management-resources/free-
project-management-templates/project-status-report-template/

https://www.smartsheet.com/content/project-report-templates
https://www.mypmllc.com/project-management-resources/free-project-management-templates/project-status-report-template/


Project Closing

• Project Closing is an important step:
– Assure and agree work is completed

• Review Charter – is everything in the 
Charter reflected in the final product?

– Final Report (Excellence Requirement)

– Document Lessons Learned
• A lesson learned is knowledge we gained 

from the project. 

• Document these lessons consistently across 
the Organization

– Archive Documents
• Where do project documents formally live?



Project Management Myths
• MYTH: Project Management 

is cumbersome and 
unnecessary

• MYTH: Standardized 
processes limit effectiveness

• MYTH: You need to use all 
aspects of formal Project 
Management to be effective

• MYTH: Process is everything



Where can I learn more about Project 
Management?

• Project Management Institute
– Professional Association for Project Management

– Project Management Standards; Publications; 
Certifications & Training; Resources, tools and templates

• ProjectManager.com
– Free videos, guides, templates, and articles 

• The Digital Project Manger
– Articles, tools, training, resources, community membership 

(note: some tools are behind a paywall)

https://www.pmi.org/
https://www.projectmanager.com/resources
https://thedigitalprojectmanager.com/


Ready to Pursue Excellence?

The Partnership’s Pathways to 
Excellence Program is designed to 
empower Community Action Agencies 
to pursue excellence through an 
intentional process of assessment, 
planning, capacity building, and 
continuous improvement to 
institutionalize known best-in-class 
Community Action Practices. 

Now Enrolling for 
Bronze, Silver, and 

Gold Tiers!

Start Your Journey Today! 
https://communityactionpartnership.com/pathways-to-excellence/

Start Your Journey Today! 
https://communityactionpartnership.com/pathways-to-excellence/

https://communityactionpartnership.com/pathways-to-excellence/
https://communityactionpartnership.com/pathways-to-excellence/




Thank You!
The National Community Action Partnership is YOUR partnership 
and is always ready to support your organization in any way. 

Aaron Wicks, PhD, CCAP, NCRT
Vice President, Organizational Capacity Building
awicks@communityactionpartnership.com

Maribeth Schneber-Rhemrev, CCAP, PMP, NCRT
Director, Organizational Capacity Building
mschneberrhemrev@communityactionpartnership.com

Tawny Stottlemire, CCAP
Director, CCAP & Excellence Expansion 
tstottlemire@communityactionpartnership.com

mailto:awicks@communityactionpartnership.com
mailto:mschneberrhemrev@communityactionpartnership.com
mailto:tstottlemire@communityactionpartnership.com
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