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Departmental Training Module
Project Management
1. Department Overview
The Project Management Department trains young people to understand the basic principles, discipline, tools, records, leadership and practical skills required to plan, organise, implement, monitor and complete projects successfully.
A project is a temporary assignment with a clear beginning, a clear goal, specific activities, required resources, people involved and an expected result. Projects may include building works, road works, farming projects, community service projects, ministry programmes, business start-ups, school events, training activities, health outreaches, youth empowerment programmes and public development initiatives.
Project management helps people turn ideas into organised action. Without project management, good ideas can fail because of poor planning, weak budgeting, unclear responsibilities, poor communication, lack of monitoring, waste, delays and conflict.
This department does not aim to make trainees senior professional project managers within seven months. Rather, it gives them strong foundational knowledge and practical skills in project planning, goal setting, scheduling, budgeting, teamwork, supervision, risk awareness, procurement awareness, monitoring, reporting, evaluation and project closure.
A good project manager must be organised, honest, disciplined, teachable, calm, accountable and able to work with people. Project management requires wisdom, planning, communication, patience, follow-up and responsibility. Trainees must learn that projects do not succeed by desire alone. They succeed through vision, planning, teamwork, diligence and faithful execution.
2. Purpose of the Department
The purpose of the Project Management Department is to raise disciplined, organised and God-fearing trainees who can support projects, lead small assignments and contribute to community development, business growth and organisational effectiveness.
The department aims to:
1. Teach trainees the meaning and importance of project management.
2. Train trainees to turn ideas into clear project goals.
3. Teach project planning, scheduling, budgeting and resource management.
4. Train trainees in teamwork, communication and responsibility allocation.
5. Teach risk identification, problem-solving and safety awareness.
6. Train trainees in monitoring, reporting, documentation and evaluation.
7. Build diligence, accountability, integrity, orderliness and leadership maturity.
8. Prepare trainees for industrial attachment in construction companies, NGOs, ministries, schools, farms, businesses, offices, community organisations and development agencies.
9. Help trainees identify enterprise opportunities in project coordination and administrative support.
10. Develop trainees who can plan, build, serve and lead with Kingdom character.
3. Foundational Scriptures for the Department
Luke 14:28
Quoted Scripture:
“For which of you, intending to build a tower, sitteth not down first, and counteth the cost?”
Department Lesson:
Projects require planning and cost awareness. A wise person counts the cost before beginning.
Habakkuk 2:2
Quoted Scripture:
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Department Lesson:
Project vision must be written clearly so that everyone involved can understand and act.
Proverbs 24:27
Quoted Scripture:
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Department Lesson:
Preparation must come before execution. Good projects are prepared before they are launched.
Nehemiah 2:18
Quoted Scripture:
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Department Lesson:
Projects require vision, leadership, encouragement and collective action.
1 Corinthians 14:40
Quoted Scripture:
“Let all things be done decently and in order.”
Department Lesson:
Project management requires order, structure, records, schedules and accountability.
4. Skills Trainees Must Learn
By the end of the training, trainees should learn the following foundational skills.
A. Project Management Orientation Skills
1. Understanding the meaning of a project.
2. Understanding the meaning of project management.
3. Identifying different types of projects.
4. Understanding the project life cycle.
5. Understanding project goals.
6. Understanding project stakeholders.
7. Understanding project resources.
8. Understanding project constraints.
9. Understanding project success and failure.
10. Representing the Academy with honour in project work.
B. Project Planning Skills
1. Identifying project needs.
2. Writing project goals.
3. Writing project objectives.
4. Defining project scope.
5. Listing project activities.
6. Preparing work plans.
7. Preparing timelines.
8. Identifying required resources.
9. Assigning responsibilities.
10. Preparing project approval notes.
C. Scheduling and Time Management Skills
1. Preparing daily plans.
2. Preparing weekly schedules.
3. Sequencing activities.
4. Setting deadlines.
5. Tracking progress.
6. Managing delays.
7. Preparing reminders.
8. Prioritising tasks.
9. Reviewing schedules.
10. Reporting unfinished work.
D. Budgeting and Cost Control Skills
1. Listing project costs.
2. Preparing simple budgets.
3. Estimating materials.
4. Estimating labour.
5. Estimating transport.
6. Estimating tools and equipment.
7. Tracking expenses.
8. Recording payments.
9. Identifying waste.
10. Preparing budget reports.
E. Teamwork and Leadership Skills
1. Building project teams.
2. Assigning roles.
3. Communicating expectations.
4. Encouraging team members.
5. Resolving simple conflicts.
6. Leading by example.
7. Listening to feedback.
8. Respecting authority.
9. Following up assigned duties.
10. Celebrating team progress.
F. Communication and Documentation Skills
1. Writing project briefs.
2. Preparing meeting agendas.
3. Taking meeting notes.
4. Writing progress reports.
5. Preparing activity reports.
6. Recording decisions.
7. Recording action points.
8. Preparing project updates.
9. Filing project documents.
10. Presenting project information clearly.
G. Risk and Problem-Solving Skills
1. Identifying possible risks.
2. Identifying project hazards.
3. Preparing risk registers.
4. Planning preventive actions.
5. Reporting problems early.
6. Responding to delays.
7. Managing resource shortages.
8. Escalating serious issues.
9. Learning from mistakes.
10. Preparing corrective action plans.
H. Monitoring and Evaluation Skills
1. Tracking project activities.
2. Checking work against plans.
3. Measuring progress.
4. Collecting evidence.
5. Reviewing quality.
6. Comparing budget with spending.
7. Gathering feedback.
8. Writing monitoring reports.
9. Evaluating outcomes.
10. Learning lessons for future projects.
I. Procurement and Resource Management Skills
1. Preparing material lists.
2. Requesting supplies.
3. Comparing prices.
4. Recording purchases.
5. Receiving materials.
6. Issuing materials.
7. Tracking equipment.
8. Preventing waste.
9. Reporting shortages.
10. Protecting project resources.
J. Project Closure and Reporting Skills
1. Confirming completed work.
2. Checking project outputs.
3. Preparing final reports.
4. Recording lessons learnt.
5. Returning unused materials.
6. Closing financial records.
7. Appreciating team members.
8. Presenting project results.
9. Archiving project documents.
10. Preparing recommendations.
5. Weekly Topics for Seven Months
The seven-month classroom and practical phase is divided into twenty-eight training weeks. Each week should include teaching, demonstration, supervised practical work, group activity, project documentation and character formation.
Month 1: Project Management Orientation, Vision and Planning Foundation
Week 1: Introduction to Project Management
Teaching Focus
Meaning of a project, meaning of project management, types of projects, project success and the value of organised work.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Discuss the meaning of a project.
2. Day 2: List examples of projects in the Academy, community, church and business.
3. Day 3: Identify why some projects fail.
4. Day 4: Identify what makes a project successful.
5. Day 5: Write a reflection on why order is necessary in project work.
Character Lesson
Good projects require order. Disorder turns good ideas into confusion.
Week 2: Project Vision and Goal Setting
Teaching Focus
Vision, goals, objectives, expected results, beneficiaries and writing clear project statements.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Identify a simple community or Academy project idea.
2. Day 2: Write a project vision statement.
3. Day 3: Write one main project goal.
4. Day 4: Write three simple objectives.
5. Day 5: Present the project vision to the class.
Character Lesson
A clear written vision helps people understand the direction of the work.
Week 3: Project Needs and Problem Identification
Teaching Focus
Identifying problems, needs assessment, root causes, beneficiaries, project justification and local relevance.
Scripture for the Week
Nehemiah 2:17
“Then said I unto them, Ye see the distress that we are in, how Jerusalem lieth waste: come, and let us build up the wall.”
Daily Practical Activities
1. Day 1: Identify one problem in the Academy or community.
2. Day 2: Discuss who is affected by the problem.
3. Day 3: Identify causes of the problem.
4. Day 4: Explain why the project is needed.
5. Day 5: Prepare a simple needs assessment note.
Character Lesson
A good project begins with seeing real needs and responding responsibly.
Week 4: Project Scope and Boundaries
Teaching Focus
Meaning of project scope, what is included, what is not included, expected outputs, limitations and avoiding confusion.
Scripture for the Week
Proverbs 4:26
“Ponder the path of thy feet, and let all thy ways be established.”
Daily Practical Activities
1. Day 1: Define the scope of a small project.
2. Day 2: List what the project will include.
3. Day 3: List what the project will not include.
4. Day 4: Identify possible confusion if scope is not clear.
5. Day 5: Prepare a simple project scope statement.
Character Lesson
Wise people define their path clearly. Clear scope prevents confusion and quarrels.
Month 2: Work Planning, Scheduling, Roles and Communication
Week 5: Work Breakdown and Activity Planning
Teaching Focus
Breaking projects into smaller tasks, activity lists, work packages, sequence and responsibility.
Scripture for the Week
Proverbs 24:27
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Daily Practical Activities
1. Day 1: Choose a small project idea.
2. Day 2: Break the project into major tasks.
3. Day 3: Break each task into smaller activities.
4. Day 4: Arrange activities in proper order.
5. Day 5: Prepare a work breakdown chart.
Character Lesson
Preparation makes work easier. A project should be broken into clear tasks before execution.
Week 6: Project Scheduling and Timelines
Teaching Focus
Start dates, end dates, activity duration, deadlines, daily plans, weekly schedules and timeline tracking.
Scripture for the Week
Ecclesiastes 3:1
“To every thing there is a season, and a time to every purpose under the heaven.”
Daily Practical Activities
1. Day 1: Estimate how long each project activity will take.
2. Day 2: Prepare a simple project timeline.
3. Day 3: Identify activities that must come first.
4. Day 4: Add deadlines to each activity.
5. Day 5: Review the schedule for realism.
Character Lesson
Every task has its time. Project workers must respect time and deadlines.
Week 7: Project Team Roles and Responsibilities
Teaching Focus
Project leader, secretary, treasurer, logistics officer, safety officer, procurement support, monitoring support and team accountability.
Scripture for the Week
1 Corinthians 12:18
“But now hath God set the members every one of them in the body, as it hath pleased him.”
Daily Practical Activities
1. Day 1: List possible project team roles.
2. Day 2: Assign roles for a sample project.
3. Day 3: Write duties for each role.
4. Day 4: Discuss why every role matters.
5. Day 5: Prepare a team responsibility chart.
Character Lesson
Every team member has a part to play. No role should be despised.
Week 8: Project Communication and Meetings
Teaching Focus
Project meetings, agendas, meeting notes, updates, communication channels, escalation and respectful reporting.
Scripture for the Week
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Daily Practical Activities
1. Day 1: Prepare a project meeting agenda.
2. Day 2: Hold a mock project meeting.
3. Day 3: Record meeting decisions.
4. Day 4: Prepare action points.
5. Day 5: Give a respectful project update.
Character Lesson
Good communication must be clear, respectful and purposeful.
Month 3: Budgeting, Procurement, Resource Management and Accountability
Week 9: Project Budgeting Foundation
Teaching Focus
Meaning of budget, materials, labour, transport, tools, services, emergency allowance and approval.
Scripture for the Week
Luke 14:28
“For which of you, intending to build a tower, sitteth not down first, and counteth the cost?”
Daily Practical Activities
1. Day 1: List items needed for a small project.
2. Day 2: Estimate cost for each item.
3. Day 3: Add labour and transport awareness costs.
4. Day 4: Prepare a simple project budget.
5. Day 5: Present the budget for trainer review.
Character Lesson
Wise people count the cost before starting. Budgeting protects projects from waste and failure.
Week 10: Cost Control and Waste Prevention
Teaching Focus
Tracking spending, avoiding waste, comparing budget with actual cost, preventing leakage and reporting differences.
Scripture for the Week
John 6:12
“When they were filled, he said unto his disciples, Gather up the fragments that remain, that nothing be lost.”
Daily Practical Activities
1. Day 1: Review a sample project budget.
2. Day 2: Record sample project expenses.
3. Day 3: Compare planned cost with actual cost.
4. Day 4: Identify causes of waste.
5. Day 5: Prepare a cost control checklist.
Character Lesson
Waste is poor stewardship. Project resources must be protected.
Week 11: Procurement and Material Control Awareness
Teaching Focus
Material requests, supplier comparison, purchase approval, delivery note, receiving materials, issuing materials and stock records.
Scripture for the Week
1 Corinthians 4:2
“Moreover it is required in stewards, that a man be found faithful.”
Daily Practical Activities
1. Day 1: Prepare a material request form.
2. Day 2: Compare sample supplier prices.
3. Day 3: Prepare a simple purchase record.
4. Day 4: Record materials received.
5. Day 5: Prepare a material issue record.
Character Lesson
Project resources are entrusted resources. Faithfulness is required in procurement and material control.
Week 12: Financial Accountability and Project Records
Teaching Focus
Receipts, vouchers, expense records, petty cash, approvals, financial summaries and truthful reporting.
Scripture for the Week
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Daily Practical Activities
1. Day 1: Identify receipts and vouchers.
2. Day 2: Record sample project expenses.
3. Day 3: Match expenses with supporting documents.
4. Day 4: Prepare a simple project finance report.
5. Day 5: Discuss the danger of false financial records.
Character Lesson
God hates false balances. Project money must be recorded honestly.
Month 4: Risk, Safety, Quality and Problem-Solving
Week 13: Project Risk Identification
Teaching Focus
Meaning of risk, common project risks, delays, cost increases, accidents, poor quality, conflict and resource shortages.
Scripture for the Week
Proverbs 22:3
“A prudent man foreseeth the evil, and hideth himself: but the simple pass on, and are punished.”
Daily Practical Activities
1. Day 1: Define risk in simple language.
2. Day 2: Identify risks in a sample project.
3. Day 3: List causes of delays.
4. Day 4: Prepare a simple risk register.
5. Day 5: Discuss how early planning reduces danger.
Character Lesson
A prudent project worker sees danger early and plans wisely.
Week 14: Project Safety Management
Teaching Focus
Safety planning, hazard identification, personal protective equipment, emergency reporting, site safety and event safety.
Scripture for the Week
Proverbs 27:12
“A prudent man foreseeth the evil, and hideth himself; but the simple pass on, and are punished.”
Daily Practical Activities
1. Day 1: Identify safety hazards in different project types.
2. Day 2: Prepare a project safety checklist.
3. Day 3: Assign a safety officer role in a mock project.
4. Day 4: Prepare an emergency reporting plan.
5. Day 5: Conduct a supervised safety review.
Character Lesson
Safety is part of good project leadership. Lives must not be endangered by carelessness.
Week 15: Quality Management and Standards
Teaching Focus
Meaning of quality, project standards, inspection, correction, rework, customer satisfaction and excellence.
Scripture for the Week
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Daily Practical Activities
1. Day 1: Discuss what quality means in projects.
2. Day 2: Prepare a quality checklist.
3. Day 3: Inspect a sample project output.
4. Day 4: Identify defects and improvements.
5. Day 5: Write a quality review report.
Character Lesson
Quality matters because work should be done heartily as unto the Lord.
Week 16: Problem-Solving and Corrective Action
Teaching Focus
Identifying problems, analysing causes, choosing solutions, reporting issues, taking corrective action and learning lessons.
Scripture for the Week
James 1:5
“If any of you lack wisdom, let him ask of God, that giveth to all men liberally, and upbraideth not.”
Daily Practical Activities
1. Day 1: Identify a problem in a sample project.
2. Day 2: Discuss possible causes.
3. Day 3: List possible solutions.
4. Day 4: Choose the best solution and explain why.
5. Day 5: Prepare a corrective action plan.
Character Lesson
Project problems require wisdom, not panic. Trainees must seek wisdom and act responsibly.
Month 5: Monitoring, Evaluation, Reporting and Stakeholder Engagement
Week 17: Monitoring Project Progress
Teaching Focus
Meaning of monitoring, tracking activities, checking timelines, checking budgets, evidence gathering and progress updates.
Scripture for the Week
Proverbs 27:23
“Be thou diligent to know the state of thy flocks, and look well to thy herds.”
Daily Practical Activities
1. Day 1: Review a project activity plan.
2. Day 2: Mark completed and pending activities.
3. Day 3: Check budget usage.
4. Day 4: Collect evidence of progress.
5. Day 5: Prepare a progress monitoring note.
Character Lesson
Diligent project workers know the state of the work entrusted to them.
Week 18: Project Reporting
Teaching Focus
Daily reports, weekly reports, activity reports, incident reports, financial reports and clear presentation.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Prepare a daily project report.
2. Day 2: Prepare a weekly activity report.
3. Day 3: Prepare an incident report from a sample case.
4. Day 4: Prepare a financial summary report.
5. Day 5: Present the report clearly to the class.
Character Lesson
Reports must be clear, truthful and useful for decision-making.
Week 19: Stakeholder Engagement and Community Relations
Teaching Focus
Stakeholders, beneficiaries, sponsors, supervisors, community leaders, team members, communication and expectation management.
Scripture for the Week
Romans 12:18
“If it be possible, as much as lieth in you, live peaceably with all men.”
Daily Practical Activities
1. Day 1: Identify stakeholders in a sample project.
2. Day 2: List each stakeholder’s interest.
3. Day 3: Prepare a communication plan.
4. Day 4: Role-play meeting a community leader.
5. Day 5: Discuss how to handle stakeholder concerns respectfully.
Character Lesson
Project managers must work peacefully with people and manage expectations wisely.
Week 20: Evaluation and Lessons Learnt
Teaching Focus
Meaning of evaluation, outputs, outcomes, feedback, lessons learnt, success indicators and future improvement.
Scripture for the Week
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Daily Practical Activities
1. Day 1: Identify project outputs and outcomes.
2. Day 2: Prepare simple evaluation questions.
3. Day 3: Review a completed sample project.
4. Day 4: Write lessons learnt.
5. Day 5: Present recommendations for improvement.
Character Lesson
Evaluation helps people learn, improve and avoid repeating mistakes.
Month 6: Project Administration, Leadership, Ethics and Enterprise
Week 21: Project Documentation and Filing
Teaching Focus
Project files, project briefs, budgets, reports, receipts, minutes, photos, approvals, contracts awareness and final documents.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Create a project file index.
2. Day 2: Arrange project documents in proper order.
3. Day 3: Label project files.
4. Day 4: Prepare a project document checklist.
5. Day 5: Review a sample project file for completeness.
Character Lesson
Well-organised documents protect memory, accountability and future learning.
Week 22: Project Leadership and Team Motivation
Teaching Focus
Leadership, service, encouragement, conflict management, delegation, discipline, example and team morale.
Scripture for the Week
Mark 10:45
“For even the Son of man came not to be ministered unto, but to minister.”
Daily Practical Activities
1. Day 1: Discuss leadership as service.
2. Day 2: Role-play encouraging a tired team member.
3. Day 3: Practise giving instructions respectfully.
4. Day 4: Discuss simple conflict resolution.
5. Day 5: Prepare a project leadership checklist.
Character Lesson
True leadership is service. A project leader must not be proud or harsh.
Week 23: Project Ethics, Transparency and Anti-Corruption
Teaching Focus
Honest records, avoiding bribery, avoiding favouritism, fair procurement, truthful reports, proper approvals and accountability.
Scripture for the Week
Proverbs 10:9
“He that walketh uprightly walketh surely: but he that perverteth his ways shall be known.”
Daily Practical Activities
1. Day 1: Discuss dishonest practices in project work.
2. Day 2: Role-play refusing to falsify a report.
3. Day 3: Discuss fair procurement.
4. Day 4: Prepare a project ethics pledge.
5. Day 5: Review case studies on corruption and transparency.
Character Lesson
A project built on dishonesty will eventually be exposed. Uprightness brings security.
Week 24: Project Management Enterprise Opportunities
Teaching Focus
Project coordination support, event planning, community project support, monitoring support, reporting support and small project administration.
Scripture for the Week
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Daily Practical Activities
1. Day 1: List enterprise opportunities in project management support.
2. Day 2: Identify customers for one project support service.
3. Day 3: Prepare a simple service description.
4. Day 4: Prepare a small-start budget.
5. Day 5: Write a project management enterprise idea note.
Character Lesson
The power to create wealth comes from God. Project management enterprise must be built on honesty, order and service.
Month 7: Advanced Practice, Departmental Project and Attachment Preparation
Week 25: Departmental Mini-Project Planning
Teaching Focus
Planning a supervised project from start to finish, including goal, scope, schedule, budget, team roles, risks, monitoring and report format.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Choose a departmental mini-project.
2. Day 2: Write project goal, objectives and scope.
3. Day 3: Prepare schedule, budget and role chart.
4. Day 4: Prepare risk, safety and monitoring checklist.
5. Day 5: Submit full project plan for trainer approval.
Character Lesson
Vision must move from words into organised action. Trainees must rise and build responsibly.
Week 26: Departmental Mini-Project Implementation
Teaching Focus
Carrying out a supervised project with planning, teamwork, safety, resource control, monitoring and progress reporting.
Scripture for the Week
Nehemiah 4:6
“So built we the wall; and all the wall was joined together unto the half thereof: for the people had a mind to work.”
Daily Practical Activities
1. Day 1: Prepare project area, tools and records.
2. Day 2: Begin project implementation according to plan.
3. Day 3: Continue assigned tasks and monitor progress.
4. Day 4: Check quality, safety, budget and teamwork.
5. Day 5: Prepare project progress report.
Character Lesson
Progress comes when people have a mind to work and cooperate with discipline.
Week 27: Project Closure, Final Report and Portfolio
Teaching Focus
Completing a project, checking outputs, preparing final report, lessons learnt, financial summary and portfolio evidence.
Scripture for the Week
Ecclesiastes 7:8
“Better is the end of a thing than the beginning thereof.”
Daily Practical Activities
1. Day 1: Check whether project objectives were achieved.
2. Day 2: Prepare final activity report.
3. Day 3: Prepare final budget and expense summary.
4. Day 4: Write lessons learnt and recommendations.
5. Day 5: Organise project management portfolio.
Character Lesson
Starting is important, but finishing well is better.
Week 28: Industrial Attachment Preparation
Teaching Focus
Preparing for project-related placement, supervisor conduct, project records, daily logs, teamwork, confidentiality and final readiness.
Scripture for the Week
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Daily Practical Activities
1. Day 1: Identify possible project management attachment placements.
2. Day 2: Prepare personal attachment learning goals.
3. Day 3: Practise writing daily project attachment logs.
4. Day 4: Review project ethics, communication and workplace behaviour.
5. Day 5: Complete final departmental readiness assessment.
Character Lesson
Diligence opens doors. A faithful project trainee can be trusted with greater responsibility.
6. Daily Practical Activities
Project Management training must include daily practical work. Practical work must be carefully supervised. Trainees must not handle real project funds, sign contracts, approve purchases, represent organisations officially or make binding project commitments without trainer approval and proper supervision.
Daily practical activities should include:
1. Project idea discussion.
2. Needs assessment practice.
3. Goal writing.
4. Objective writing.
5. Scope statement preparation.
6. Activity listing.
7. Work breakdown practice.
8. Timeline preparation.
9. Role assignment.
10. Meeting agenda preparation.
11. Minute taking.
12. Budget preparation.
13. Cost tracking.
14. Procurement request practice.
15. Material record practice.
16. Risk register preparation.
17. Safety checklist preparation.
18. Quality checklist preparation.
19. Progress monitoring.
20. Report writing.
21. Stakeholder mapping.
22. Evaluation exercise.
23. Lessons learnt writing.
24. Final report preparation.
25. Departmental mini-project.
26. Daily project reflection.
Daily Practical Session Format
Each practical session should follow this order:
1. Opening instruction.
2. Project ethics reminder.
3. Task briefing.
4. Trainer demonstration.
5. Supervised trainee practice.
6. Accuracy and quality check.
7. Correction of errors.
8. Documentation and filing.
9. Work progress record.
10. Character lesson and closing reflection.
7. Tools and Equipment Needed
The department should use tools according to availability, safety and training level.
Project Planning Materials
1. Project idea form.
2. Needs assessment template.
3. Project brief template.
4. Goal and objective worksheet.
5. Scope statement template.
6. Work breakdown template.
7. Activity list template.
8. Timeline template.
9. Role assignment chart.
10. Project approval form.
Budgeting and Resource Tools
1. Budget template.
2. Cost tracking sheet.
3. Expense record sheet.
4. Petty cash awareness template.
5. Procurement request form.
6. Supplier comparison sheet.
7. Material record sheet.
8. Inventory sheet.
9. Receipt filing folder.
10. Financial summary template.
Monitoring and Reporting Tools
1. Progress report template.
2. Daily activity report.
3. Weekly report template.
4. Incident report form.
5. Risk register.
6. Safety checklist.
7. Quality checklist.
8. Monitoring checklist.
9. Evaluation form.
10. Lessons learnt template.
Office and Digital Tools
1. Notebook.
2. Pens.
3. Pencils.
4. Ruler.
5. Calculator.
6. Folders.
7. Files.
8. Whiteboard or flip chart.
9. Markers.
10. Computer or laptop where available.
11. Spreadsheet software.
12. Word processing software.
13. Presentation software.
14. Printer where available.
15. Projector where available.
Field and Project Support Materials
1. Measuring tape where needed.
2. Clipboard.
3. Attendance sheet.
4. Visitor or stakeholder record sheet.
5. Camera or phone for evidence where approved.
6. Safety signs where needed.
7. PPE where the project requires it.
8. Cleaning tools where needed.
9. Labels and tags.
10. Storage box for project documents.
8. Safety Rules
Project Management involves people, money, time, tools, sites, information and resources. It carries safety, ethical, financial and reputational risks. Trainees must learn to manage projects responsibly.
General Project Safety and Conduct Rules
1. Do not begin any project without approval.
2. Do not spend project money without authorisation.
3. Do not make promises on behalf of the Academy without permission.
4. Do not sign project documents without authority.
5. Do not falsify project reports.
6. Do not hide project problems.
7. Do not ignore safety hazards.
8. Do not assign dangerous tasks to untrained people.
9. Do not misuse project materials.
10. Do not steal project resources.
11. Do not inflate costs dishonestly.
12. Do not favour friends unfairly in project roles.
13. Do not disclose confidential project information.
14. Do not argue with stakeholders.
15. Do not abandon assigned duties.
16. Do not ignore deadlines.
17. Report accidents immediately.
18. Report conflicts early.
19. Keep project records safe.
20. Obey trainer and supervisor instructions at all times.
Financial Safety Rules
1. Keep all receipts.
2. Record every expense.
3. Do not mix personal money with project money.
4. Do not borrow from project funds.
5. Do not pay without approval.
6. Do not accept secret payments.
7. Do not create fake invoices.
8. Do not hide unspent money.
9. Submit financial reports on time.
10. Report cash differences immediately.
Site and Field Safety Rules
1. Conduct a safety check before field activities.
2. Wear protective equipment where required.
3. Keep walkways clear.
4. Avoid unsafe tools and equipment.
5. Do not enter restricted areas.
6. Report hazards immediately.
7. Keep visitors away from unsafe zones.
8. Use proper lifting methods.
9. Stop work if serious danger is noticed.
10. Follow all site safety instructions.
Information and Document Safety Rules
1. Protect project files.
2. Do not alter records without approval.
3. Do not delete digital files carelessly.
4. Do not share confidential documents.
5. Back up important documents where possible.
6. Label files correctly.
7. Keep attendance and minutes safely.
8. Keep contracts and approvals secure.
9. Report missing documents immediately.
10. Archive completed project records properly.
Safety Scripture
Proverbs 22:3
“A prudent man foreseeth the evil, and hideth himself: but the simple pass on, and are punished.”
Safety Character Lesson
Project safety includes protecting lives, money, time, documents, relationships and the reputation of the Academy.
9. Workshop and Project Demonstrations
The trainer should demonstrate before trainees practise. Demonstrations must be clear, simple and supervised.
Key Demonstrations
1. How to identify a project idea.
2. How to write a project goal.
3. How to write project objectives.
4. How to prepare a scope statement.
5. How to break a project into tasks.
6. How to prepare a timeline.
7. How to assign team roles.
8. How to prepare a project agenda.
9. How to take project meeting notes.
10. How to prepare a simple budget.
11. How to record project expenses.
12. How to prepare a procurement request.
13. How to prepare a risk register.
14. How to prepare a safety checklist.
15. How to prepare a quality checklist.
16. How to monitor project progress.
17. How to prepare a progress report.
18. How to map stakeholders.
19. How to prepare an evaluation form.
20. How to prepare a final report.
21. How to organise a project file.
22. How to complete an attachment logbook.
Demonstration Method
Each demonstration should follow this format:
1. Explain the purpose of the task.
2. Show the document, tool or template.
3. State the ethics and accountability rule.
4. Demonstrate slowly.
5. Explain each step.
6. Allow trainees to ask questions.
7. Let trainees practise with sample data.
8. Correct mistakes immediately.
9. Check accuracy, clarity and completeness.
10. Record lessons in the department logbook.
Demonstration Scripture
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Demonstration Character Lesson
Trainees should not only fill templates. They must understand how planning, wisdom and accountability make projects succeed.
10. Practical Assignments
Practical assignments should test real competence, planning ability, teamwork, accountability and reporting.
Individual Assignments
1. Define twenty project management terms.
2. Write a project idea note.
3. Prepare a needs assessment note.
4. Write one project goal and three objectives.
5. Prepare a project scope statement.
6. Prepare a work breakdown list.
7. Prepare a simple project timeline.
8. Prepare a team role chart.
9. Prepare a project meeting agenda.
10. Write minutes from a mock meeting.
11. Prepare a project budget.
12. Prepare a risk register.
13. Prepare a safety checklist.
14. Prepare a project progress report.
15. Prepare a lessons learnt report.
16. Prepare a personal attachment learning goal sheet.
Group Assignments
1. Prepare a full project brief.
2. Prepare a project schedule.
3. Prepare a project budget and cost control plan.
4. Prepare a stakeholder map.
5. Conduct a mock project meeting.
6. Prepare project meeting minutes.
7. Prepare a risk and safety plan.
8. Prepare a monitoring and reporting plan.
9. Carry out a departmental mini-project.
10. Present a project management enterprise idea.
Final Departmental Project Options
Each trainee or group may complete one of the following:
1. Community clean-up project.
2. Classroom improvement project.
3. Small farm project plan.
4. Workshop organisation project.
5. Hospitality event project.
6. ICT training project.
7. Youth outreach project.
8. Office filing improvement project.
9. Safety awareness project.
10. Project management enterprise plan.
11. Assessment Methods
Assessment should cover knowledge, planning, budgeting, scheduling, teamwork, monitoring, reporting, ethics, character and enterprise understanding.
A. Attendance and Punctuality
Assess:
1. Daily attendance.
2. Arrival time.
3. Participation in practical sessions.
4. Completion of assigned duties.
B. Project Planning Assessment
Assess ability to:
1. Identify a project need.
2. Write a project goal.
3. Write clear objectives.
4. Define project scope.
5. List project activities.
6. Prepare a work breakdown.
7. Prepare a project timeline.
8. Assign roles.
9. Prepare project documents.
10. Present a project plan clearly.
C. Budgeting and Resource Assessment
Assess ability to:
1. Prepare a simple budget.
2. Estimate material costs.
3. Estimate labour and transport costs.
4. Record expenses.
5. Keep receipts.
6. Track spending.
7. Identify waste.
8. Prepare a cost report.
9. Prepare procurement records.
10. Protect project resources.
D. Teamwork and Communication Assessment
Assess ability to:
1. Work with a team.
2. Give respectful updates.
3. Listen to others.
4. Participate in meetings.
5. Prepare agendas.
6. Take minutes.
7. Record action points.
8. Follow up assignments.
9. Handle conflict calmly.
10. Report problems early.
E. Risk, Safety and Quality Assessment
Assess ability to:
1. Identify project risks.
2. Prepare a risk register.
3. Prepare a safety checklist.
4. Identify hazards.
5. Report unsafe conditions.
6. Prepare a quality checklist.
7. Inspect project work.
8. Identify defects.
9. Propose corrective action.
10. Support safe implementation.
F. Monitoring, Evaluation and Reporting Assessment
Assess ability to:
1. Track project activities.
2. Compare work with schedule.
3. Compare spending with budget.
4. Collect progress evidence.
5. Prepare daily reports.
6. Prepare weekly reports.
7. Prepare final reports.
8. Write lessons learnt.
9. Present evaluation findings.
10. File project documents properly.
G. Ethics and Character Assessment
Assess:
1. Honesty.
2. Accountability.
3. Diligence.
4. Orderliness.
5. Punctuality.
6. Teamwork.
7. Respect.
8. Stewardship.
9. Teachability.
10. Problem-solving.
11. Truthful reporting.
12. Responsibility.
H. Enterprise Assessment
Assess ability to:
1. Identify project management opportunities.
2. Prepare a simple service description.
3. Identify customers.
4. Estimate basic costs.
5. Explain project accountability.
6. Prepare a simple enterprise plan.
I. Suggested Assessment Weighting
1. Attendance and punctuality: 10%.
2. Project planning and scheduling: 25%.
3. Budgeting and resource control: 15%.
4. Teamwork and communication: 15%.
5. Monitoring, reporting and evaluation: 15%.
6. Ethics, safety and quality: 10%.
7. Enterprise planning: 5%.
8. Character and discipline: 5%.
Assessment Scripture
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Assessment Character Lesson
Assessment is not punishment. It helps trainees know whether they are organised, accountable, diligent and ready for greater responsibility.
12. Character Lessons Linked to the Department
Project Management is a strong department for character formation. It teaches planning, order, stewardship, leadership, teamwork, patience, accountability, diligence and wisdom.
A. Planning
Projects require cost awareness and preparation.
Scripture
Luke 14:28
“For which of you, intending to build a tower, sitteth not down first, and counteth the cost?”
Character Lesson
A wise trainee counts the cost before beginning.
B. Clear Vision
Project vision must be written.
Scripture
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Character Lesson
Clear written vision helps people run with understanding.
C. Preparation
Preparation comes before building.
Scripture
Proverbs 24:27
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Character Lesson
A project should be prepared before it is executed.
D. Order
Projects must be orderly.
Scripture
1 Corinthians 14:40
“Let all things be done decently and in order.”
Character Lesson
Order prevents confusion, delay and waste.
E. Teamwork
Projects require different people working together.
Scripture
Ecclesiastes 4:9
“Two are better than one; because they have a good reward for their labour.”
Character Lesson
Teamwork increases productivity and strengthens results.
F. Stewardship
Project resources must be protected.
Scripture
1 Corinthians 4:2
“Moreover it is required in stewards, that a man be found faithful.”
Character Lesson
A project worker is a steward of time, money, people and materials.
G. Safety and Prudence
Risks must be recognised early.
Scripture
Proverbs 22:3
“A prudent man foreseeth the evil, and hideth himself: but the simple pass on, and are punished.”
Character Lesson
A wise project worker does not ignore danger.
H. Diligence
Diligent people rise through faithful work.
Scripture
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Character Lesson
Diligence in project duties opens doors to greater leadership.
I. Uprightness
Project ethics matter.
Scripture
Proverbs 10:9
“He that walketh uprightly walketh surely: but he that perverteth his ways shall be known.”
Character Lesson
Dishonesty in project work will eventually be exposed.
J. Finishing Well
Projects must be completed properly.
Scripture
Ecclesiastes 7:8
“Better is the end of a thing than the beginning thereof.”
Character Lesson
Starting is important, but finishing well is better.
13. Entrepreneurship Opportunities in Project Management
Trainees should be taught that project management skills can create employment and enterprise opportunities. However, project management enterprise requires honesty, organisation, communication, accountability and competence.
Possible Enterprise Opportunities
1. Small project coordination support.
2. Event planning support.
3. Community project support.
4. Church programme planning support.
5. NGO field project support.
6. Training programme coordination.
7. Meeting administration support.
8. Project documentation support.
9. Project report writing support.
10. Budget tracking support.
11. Procurement record support.
12. Volunteer coordination support.
13. Monitoring and evaluation support.
14. Stakeholder communication support.
15. Work plan preparation service.
16. Schedule management support.
17. Project filing service.
18. Safety checklist support.
19. Quality checklist support.
20. Grant project administration support under supervision.
21. Youth project cooperative.
22. School project coordination support.
23. Farm project planning support.
24. Construction support documentation.
25. Small business project planning.
Simple Project Management Enterprise Plan Format
Each trainee should be able to prepare a simple plan with the following:
1. Business name.
2. Project support service offered.
3. Problem being solved.
4. Target customers.
5. Tools and templates needed.
6. Skills needed.
7. Start-up cost.
8. Pricing method.
9. Accountability plan.
10. Quality control plan.
11. Confidentiality plan.
12. Marketing method.
13. Record keeping method.
14. Ethical commitment.
15. Mentor or professional support.
Project Management Business Ethics
Trainees must not:
1. Claim to be professional project managers when they are not.
2. Falsify project reports.
3. Create fake receipts.
4. Inflate project costs dishonestly.
5. Misuse project funds.
6. Hide project problems.
7. Promise results they cannot deliver.
8. Steal project materials.
9. Favour friends unfairly.
10. Share confidential project information.
11. Sign documents without authority.
12. Ignore safety risks.
13. Submit false monitoring reports.
14. Abandon clients without explanation.
15. Refuse to correct known mistakes.
Entrepreneurship Scripture
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Entrepreneurship Character Lesson
The ability to create wealth comes from God. Project management enterprise must be built on honesty, planning, accountability, competence and faithful service.
14. Industrial Attachment Preparation
Before industrial attachment, Project Management trainees should be prepared for placement in construction companies, NGOs, churches, ministries, schools, farms, hospitality businesses, administrative offices, community organisations, government project units, training centres, development agencies or supervised business environments.
Attachment Readiness Areas
Trainees should know how to:
1. Report to the host organisation.
2. Introduce themselves respectfully.
3. Obey workplace rules.
4. Follow supervisor instructions.
5. Respect project confidentiality.
6. Keep daily attachment logs.
7. Submit weekly reports.
8. Respect team members and stakeholders.
9. Ask questions politely.
10. Observe before acting.
11. Handle documents responsibly.
12. Report project issues early.
13. Keep records accurately.
14. Avoid unauthorised commitments.
15. Avoid gossip about project matters.
16. Maintain spiritual and moral discipline.
Attachment Learning Goals
Each trainee should prepare goals such as:
1. Learn project planning in a real organisation.
2. Observe project meetings.
3. Practise project documentation.
4. Practise progress reporting.
5. Learn budget tracking.
6. Observe procurement processes.
7. Learn stakeholder communication.
8. Observe monitoring and evaluation.
9. Improve supervisor communication.
10. Prepare for future project support employment or enterprise.
Daily Attachment Log Format
1. Day number.
2. Host organisation.
3. Project or department.
4. Task observed.
5. Task performed under supervision.
6. Documents or tools used.
7. Project planning lesson.
8. Communication lesson.
9. Accountability lesson.
10. Challenge faced.
11. Question asked.
12. Supervisor comment.
Attachment Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Attachment Character Lesson
During attachment, trainees must work faithfully, responsibly and honestly, even when Academy trainers are not watching.
15. Expected Competence by Graduation
By graduation, a Project Management trainee should not be expected to function as a senior professional project manager. However, the trainee should have strong foundational project support skills, good planning discipline and readiness for further supervised learning.
A. Practical Competence
The trainee should be able to:
1. Explain the meaning of a project.
2. Explain the meaning of project management.
3. Identify project needs.
4. Write a project goal.
5. Write simple objectives.
6. Prepare a scope statement.
7. Break a project into tasks.
8. Prepare a project timeline.
9. Assign team roles.
10. Prepare a project agenda.
11. Take simple meeting notes.
12. Prepare a project budget.
13. Track simple project expenses.
14. Prepare a risk register.
15. Prepare a safety checklist.
16. Monitor project progress.
17. Prepare progress reports.
18. Prepare a final report.
19. Write lessons learnt.
20. Organise project documents.
B. Business Competence
The trainee should be able to:
1. Identify project management enterprise opportunities.
2. Prepare a simple service description.
3. Identify potential customers.
4. Estimate basic start-up costs.
5. Understand accountability and trust.
6. Explain the importance of planning and reporting.
7. Keep simple income and expense records.
8. Prepare a project management enterprise plan.
9. Work in a project support cooperative.
10. Start small under guidance.
C. Character Competence
The trainee should demonstrate:
1. Diligence.
2. Orderliness.
3. Honesty.
4. Accountability.
5. Punctuality.
6. Teamwork.
7. Respect.
8. Problem-solving.
9. Teachability.
10. Stewardship.
11. Patience.
12. Responsibility.
D. Workplace Competence
The trainee should be able to:
1. Follow supervisor instructions.
2. Work under supervision.
3. Keep daily logs.
4. Submit weekly reports.
5. Communicate respectfully.
6. Report problems early.
7. Accept correction.
8. Protect project documents.
9. Protect project resources.
10. Represent the Academy with honour.
Graduation Scripture
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Graduation Character Lesson
By graduation, trainees should be workers who are not ashamed because they have learnt with diligence, practised with discipline and served with integrity.
16. Departmental Trainer’s Checklist
The trainer should ensure that every trainee has completed the following before graduation:
1. Project management orientation.
2. Project idea exercise.
3. Needs assessment exercise.
4. Goal writing practice.
5. Objective writing practice.
6. Scope statement exercise.
7. Work breakdown exercise.
8. Timeline preparation.
9. Role assignment chart.
10. Meeting agenda exercise.
11. Minute taking exercise.
12. Budget preparation exercise.
13. Cost control exercise.
14. Procurement request exercise.
15. Material record exercise.
16. Financial accountability exercise.
17. Risk register exercise.
18. Safety checklist exercise.
19. Quality checklist exercise.
20. Monitoring report exercise.
21. Stakeholder mapping exercise.
22. Evaluation exercise.
23. Lessons learnt exercise.
24. Project filing exercise.
25. Project ethics pledge.
26. Project management enterprise idea note.
27. Departmental mini-project.
28. Final practical demonstration.
29. Attachment readiness form.
30. Character assessment.
17. Departmental Closing Charge
Project Management is a sacred and practical field. Through good project management, visions become plans, plans become action, action becomes results and communities are transformed.
A project manager must not be careless with people, money, time, documents or resources. Good project work requires vision, planning, budgeting, scheduling, teamwork, monitoring, reporting, accountability and finishing well.
The Academy is raising trainees who will not abandon assignments, falsify reports, waste resources or lead people into confusion. They must become men and women who can plan wisely, communicate clearly, manage resources faithfully, serve teams humbly and complete assignments with excellence.
Closing Scripture
Psalm 90:17
“And let the beauty of the LORD our God be upon us: and establish thou the work of our hands upon us; yea, the work of our hands establish thou it.”
Final Charge
Write the vision clearly.
Count the cost wisely.
Prepare before you build.
Work with order.
Lead with humility.
Communicate with grace.
Manage resources faithfully.
Report truthfully.
Solve problems with wisdom.
Finish what you start.
Let God establish the work of your hands.
