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MGT 202 Program Design, Proposal Writing and 
Project Management in Not-for-Profit Organizations 

Winter 2019 
 

Instructor Name:   Pamela Hollington, MBA, ISP, ITCP 
BoothUC Email: pamela_hollington@boothuc.ca 
Duration:  January 14 to April 12, 2019  
Delivery Mode:   Online 
Credits:   3 credit hours 
Prerequisites:   Admission to Certificate in Not-for-Profit Management 

Voluntary Withdrawal Deadline:  March 8, 2019 
Time Extension Application Deadline: March 29, 2019 
 

Course Description 
NOTE: This 13-week course is divided into two connected parts.  
 
Part 1: Program Design and Proposal Writing 
The effective delivery of programs by non-profit organizations requires careful planning, securing the 
necessary resources, good management, and appropriate measurement of results. This course provides 
a framework to understand planning, proposal development, management, and evaluation of projects 
and/or programs. 

Part 2: Project Management  
In the second part of the course, you will expand on the work you did in the previous section, and learn 
how to take an approved project concept and extend it into a set of activities that can be defined, 
managed, controlled and implemented. You will not only learn the concepts of project management, but 
you will also learn about the accepted tools and techniques that make up the successful project 
manager’s toolkit. 

 

Learning Outcomes for Students 
Upon completion of the course, students will be able to: 

Part 1 

 Describe the continuous and integrated process of program design and evaluation 

 Develop clear, coherent program goals, objectives, work plans and evaluation plans 

 Describe purposes and types of evaluations  

 Prepare a program plan 

mailto:pamela_hollington@boothuc.ca
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 Create examples of at least two program planning methodologies 

 Describe elements of a good proposal and components of a proposal package 

 Carry out prospect research and identify suitable funders 

 Apply review and revision techniques to improve application drafts 

 Outline typical program and evaluation reports  

 Demonstrate formal writing competencies 

Part 2 

 Develop a practical definition of achievable project objectives using the ‘SMART Objectives’ 
technique 

 Describe the basic elements of a project charter (also sometimes referred to as a statement of 
work) as described by Horine 

 Explain the importance of achieving signoff for project initiation 

 Describe the impact project planning has on estimating and managing the project 

 Create a work breakdown structure that can be used for activity planning, scheduling and 
budgeting and then extend this to a network diagram for your project from the WBS you created 
in the previous module 

 Define the schedule and calculate estimates for work elements of your project 

 Create an overall project budget including fixed and variable costs 

 List the steps for creating a project communications plan 

 Create a risk management plan, using the different tools for risk management described in this 
module 

 Describe the influence the relationship between the project manager and project sponsor can 
have on the project 
 

Required Textbook(s) and Reading(s) 
Part 1 
There is no assigned course textbook for the first half; however, there are various assigned readings and 
reference materials from web-based resources that are noted and linked in the course content. 
 
Part 2 
Project Management: Absolute Beginner’s Guide, Fourth Edition, Gregory M. Horine,  

ISBN 978-0-7897-5675-6 
 

Recommended Reading(s) 
Part 1 

 The Elements of Style, by William Strunk, Jr. and E.B. White 
 
Part 2 
Note that links to these readings in Part 2 are provided within the course materials. 
 

 Accidental Project Managers not a Myth in the Public Sector, Reich, Gemino, Sauer 

 Project Planning:  Not Enough or Too Much? Dan Vining, Business Leader for SSOE’s Project and 
Construction Management Group 

 Understanding Responsibility Assignment Matrix, Cara Doglione 

 Communications Management Plan Template, Project Management Docs 

 Tips for Turning Lessons Learned into Best Practices. Adele Sommers 

http://www.ssoe.com/expert-articles/project-planning-not-enough-or-too-much/)
https://project-management.com/understanding-responsibility-assignment-matrix-raci-matrix/
https://www.projectmanagementdocs.com/template/project-planning/communications-management-plan/
https://www.projectsmart.co.uk/tips-for-turning-lessons-learned-into-best-practices.php
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 Use these Principles to Set Expectations and Build Relationship with Sponsors Early in the 
Process, Daryl Conner, Conner Partners, March 16, 2013 

 Addressing Sponsor-Agent Relationship Issues, Daryl Conner, Conner Partners, March 23, 2010 

 

Please note that each week will begin on a Monday and end on the following 

Sunday, except for the final week, which ends on Friday, April 12. 

 

 

Part 1:  Program Design and Proposal Writing 

Program Design and Evaluation: Weeks 1 - 4 

Week 1   Jan 14-20 Program Design and Planning Overview 

Defining a non-profit program Understand the definition of a “program” in the context of program 
design and proposal writing. 

Assessing organizational readiness Understand the importance of mission alignment, capacity, priority 
for new programs. 

Outlining the program elements Describe primary elements of a program plan: issue description, 
goals, objectives, strategies, workplan, evaluation plan, resources, 
budget. 

 

Week 2   Jan 21-27 Elements of a Program Plan 

Planning for Impact  Articulate program issues/opportunities, information gathering, and 
use of data for program example. 

Linking goals, objectives and outcomes Apply development of program goals, outcomes and objectives 
description to program example. 

Coordinating strategy and the workplan Learn about development of strategies and workplans. 

Linking the budget to the workplan Create program budget example, including revenues, expenses, in-
kind contributions.  

 

Week 3   Jan 28-Feb 3 Evaluation Methodologies 

Defining the evaluation framework Describe why outcomes measurement is important and provide 
examples of how evaluation influences planning. 

Identifying the purpose and types of 
evaluation 

Compare qualitative and quantitative evaluation approaches.  

Understanding the basic elements of an 
evaluation plan 

Prepare an outline of an evaluation plan for a program example, 
including: identification of indicators; creation of evaluation 
questions to determine how success will be measured; and 
appropriate strategies for collecting information. 

Preparing for evaluation reporting Provide examples of effective ways to illustrate impact, including 
outcome indicators, data and stories. 

 

http://www.connerpartners.com/roles-and-responsibilities/use-these-principles-to-set-expectations-and-build-relationships-with-sponsors-early-in-the-process
http://www.connerpartners.com/roles-and-responsibilities/use-these-principles-to-set-expectations-and-build-relationships-with-sponsors-early-in-the-process
http://www.connerpartners.com/blog-posts-containing-downloadable-tools/addressing-sponsor-agent-relationship-issues-free-download
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Week 4   Feb 4-10 Planning Methodologies 

Applying planning methodologies to your 
program  

Review Program Design Approaches including Theory of Change, 
Results-Based Management, Logic Models, Most Significant Change 
Methodology 

Identifying considerations in program 
planning - ethics, confidentiality, and 
accountability  

Learn about planning from a values perspective. 

Identify planning issues relevant to working with vulnerable 
populations. 

Aligning values and strategies Ensure that the values and strategies of the organization are 
sufficiently represented and coordinated in the program. 

 

Proposal Writing: Weeks 5 - 7 

Week 5   Feb 11-17 Grant-seeking Preparation and Readiness 

Researching granting organizations: 
sources of information; identifying suitable 
prospects  

Learn about grant funding as a way to support program 
implementation.  Describe what funders are looking for in program 
proposals.  
  

Getting started with your funding requests 
Learn about grant cycles, application processes and formats, Letters 
of Inquiry, Letters of Intent.  
 

 

Week 6   Feb 18-24 Proposal Development and Submission 

Structuring an effective proposal  Grant proposal development, including all basic components of a 
proposal: executive summary, organization description, issue 
description, goals, objectives, work plans, evaluation, budget 

Creating a compelling proposal Identify ways to refine a proposal to make it more effective. 

Completing and submitting a proposal Learn about components of a grant submission: cover letter, 
application, attachments and apply these to a grant proposal 
submission assignment. 

 

 

 

Week 7   Feb 25-Mar 3 
Program Reporting and Accountability 

Planning for accountability: roles, 
responsibilities, expectations and 
monitoring 

Identify strategies/activities for integrating accountability into 
planning.  

Completing program reporting: narrative, 
financial and outcome reports. 

Describe expectations for program progress and final reports. 

 

Conducting program evaluation reporting Compare and contrast program reports and evaluation reports. 
Understand principles for grant reporting. 
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Part 2:  Project Management: Weeks 8 to 13 

Week 8   Mar 4-Mar 10 Project Definition 

Introduction to Project Management Learn about the fundamentals of project Management and the 
Knowledge Areas as defined by the Project Management Body of 
Knowledge 

Defining Projects Examine how to develop a practical definition of achievable project 
objectives using SMART objectives. 

Exploring the elements of a project charter Understand the basic elements of a project charter (or statement of 
work). Understand the importance of achieving signoff for project 
initiation 

Understanding stakeholders’ perspectives Understand the importance of stakeholders in project success. 
Taking the time to dialog with stakeholders to define a project that 
achieves stakeholder objectives.  

 

Week 9   Mar 11-17 Activity Planning and Work Breakdown Structures 

Activity planning using work packages Applying the concept of work packages to describe the element of 
work in a project. 

Introducing Work Breakdown Structures 
(WBS) 

Introduce the work breakdown structure as the primary organizing 
element for project activity planning, scheduling and budgeting 

Assigning responsibility for work Using work packages to organize and assign responsibility for work 
breakdown structure 

Creating work breakdown structures in a 
team environment 

Applying WBS to an example project. Working through the 
assignment of responsibility and generating agreement of the 
structure of work on the project.  

 

Week 10   Mar 18-24 Developing Budgets and Schedules 

Understanding estimating techniques Learn about the concepts of effort and duration and  how these 
support the development of realistic budgets and schedules. 

Introducing network diagrams Network diagrams build on the work breakdown structure to create 
a path to completion for a project. Network diagrams are essential 
for developing a schedule for a project. 

Developing a schedule using a network 
diagram 

Examine how to create a schedule for a project using the work 
package as the basic element for estimating time for work to be 
completed. Introducing the important distinction between duration 
of work and effort. 

Developing a project budget Using the work package as a basic element in estimating costs for a 
project. Use the estimates for work effort developed in the schedule 
to create estimates of total cost of project including variable and 
fixed costs  
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Risk and Communication Management: Weeks 11-13 

Week 11 Mar 25-Mar 31 Communication Planning 

Understanding the importance of 
communication on projects 

Understand the importance of effective communication in projects. 

Identifying stakeholders Introduce tools that help to identify the relevant stakeholders in the 
project. 

Using RACI to establish roles Introduce the RACI (Responsible, Accountable, Collaborate, Inform) 
technique to clearly define roles and responsibilities in the project 

Creating a communication plan Use a concise and effective table format to develop a 
communication plan for the project that involves all major 
stakeholders and project events.   

 

Week 12   Apr 1-7 Risk Management  

Exploring the elements of project risks Introduce the element s of project risks including probability and 
impact of events.  

Creating risk management strategies Examine various approaches to handling project risk including 
avoiding, mitigating or accepting risk. 

Applying the risk management policy Understanding an organization’s risk management policy. 
Understanding that some risks are more important than others and 
identifying when certain risks need increased management 
attention.  

Developing a risk management plan Applying risk management techniques to develop a risk 
management plan for a project  

 

Week 13   Apr 8-12* Leading Projects 

Developing the project manager/project 
sponsor relationship 

Understanding the importance of the relationship between a project 
manager and the sponsor(s) for the project.  

Preparing status reports – the key to 
moving projects forward 

Understanding the importance of monitoring techniques for 
projects. Using status reports to motivate work and surface 
important project issues.  

Establishing lessons learned Learn how to create a concern for collecting important lessons 
learned and distributing these lessons to other projects. 
Incorporating lessons learned into planning and risk management.  

Closing projects Understand the importance of creating a project close and providing 
stakeholders with a summary of the work accomplished 

 
(* Please note that the final week ends on Friday, April 12, rather than the Sunday of this 
week.) 
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Course Requirements and Evaluation 
All written assignments are to be submitted online (in Word format) through MyBoothOnline. All 
discussion and feedback assignments will be conducted online using the course discussion forum. 
 

Individual and Team (%) Due Date 

Participation in Discussion Forums 20% On-going 

Quizzes (four quizzes (Week 3, Week 6, Week 10 and Week 
13) at 5% each) 

20% February 3 
February 24 
March 24 
April 12 

Assignment 1 -  Logic Frame (Week 4) 10% February 10 

Assignment 2 – Grant Proposal (Week 7 - draws on work in 
previous weeks) 

20% March 3 

Assignment 3 – Work Breakdown (Week 9) 10% March 17 

Assignment 4 – Project Workplan, Schedule and Budget 
(Week 12) 

20% April 7 

 
Project Selection for the Course:  At the beginning of the course (Week 1), each participant will be 
required to select a project they plan to work on throughout the course. Students will be required to 
create the description statement for their selected project. This is an unmarked submission, but must be 
approved by the instructor, as this project will be used for a number of the remaining assignments in 
course. 

Assignment Details: There will be four (4) marked assignments for this course, as well as the 
requirement to participate in discussions, read articles, view videos, and interact with your teammates 
and class participants. 

 Week 4:  Planning Methodologies - Complete Assignment 1 to document the Logic Frame for 
your selected project (graded at 10%). 

 Week 7:  Program Reporting and Accountability - Pulling together the material from the 
previous modules, complete Assignment 2 to create and submit a Grant Proposal for your 
selected project (graded at 20%). 

 Week 9:  Activity Planning and Work Breakdown Structures – For Assignment 3, create the work 
breakdown structure (WBS) for your project (graded at 10%). The WBS will be used as input for 
the final assignment in Week 12. 

 Week 12:  Project Workplan, Schedule and Budget – Pulling together the information from the 
previous modules of this part of the course, for Assignment 4, create the project plan, project 
schedule, communications plan, risk plan and budget for your project (graded at 20%). 

Tests: There are no tests or exams, but there are the four quizzes described above. 

Class participation  
Class participation is required and will be assessed by participation in Discussion Forums and Team 
activities, including activity in each Discussion Forum, and demonstration that concepts are understood. 
Activity may include commenting on course content, activities, relevant external information and 
resources; posing questions; responding to Discussion questions and comments.  
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Course Evaluation and Grading System 

Percentage Letter Grade 

94-100 A+ 

82-93 A 

78-81 B+ 

70-77 B 

66-69 C+ 

60-65 C 

50-59 D 

0-49 F 

 

Booth UC Letter Grades & Grade Points  

A+  (4.5) Exceptional performance with evidence of outstanding original thinking, superior 
organization, exceptional capacity to analyze and synthesize; a superior grasp of the subject matter 
with sound critical evaluations; evidence of an extensive knowledge base. A final grade of A+ may be 
awarded only with the approval of the Academic Dean. 

A (4.0) Excellent performance with evidence of excellent original thinking, excellent organization, 
excellent ability to analyze and synthesize, an excellent grasp of the subject matter with sound critical 
evaluations; evidence of an extensive knowledge base. 

B+ (3.5) Very good performance with evidence of original thinking, very good organization, 
demonstrated ability to analyze and synthesize; a very good grasp of the subject matter; evidence of 
good critical judgment, a very good understanding of the relevant issues under examination; very 
good familiarity with the relevant literature. 

B  (3.0) Good performance with evidence of a good grasp of the subject matter; evidence of critical 
capacity, good analytical ability, a good understanding of the relevant issues under examination; 
evidence of good familiarity with the relevant literature. 

C+ (2.5) Satisfactory performance with evidence of a satisfactory grasp of the subject matter; 
evidence of critical capacity, demonstrated analytical ability, an understanding of the relevant issues 
under examination; evidence of familiarity with the relevant literature. 

C  (2.0) Adequate performance with evidence of an adequate grasp of the subject matter; some 
evidence of critical capacity, an ability to develop solutions to simple problems found in the material; 
evidence of familiarity with some of the relevant literature. 

D  (1.0) Marginal performance with evidence of marginal familiarity with the subject matter and 
some evidence that critical and analytical skills have been used. 

F   (0) Inadequate performance with little evidence of even a superficial understanding of the 
subject matter; serious weaknesses in critical and analytical skills; limited or irrelevant use of the 
literature; failure to satisfy course requirements. 

 
 

Academic Integrity 
It is a serious offence to present a piece of work for course credit as one’s own if the work or a portion 
thereof was done by some other person (plagiarism). Actions of plagiarism harm both the student and 
the reputation of the University College.  Plagiarism or any form of cheating in examinations or term 
tests (e.g. crib notes) is subject to serious academic penalty that may include loss of part or all of the 
marks for an assignment/test, failure in the course, dismissal from the University College, or other 
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serious consequences.  Plagiarism or cheating in a course in which a student is cross-registered with the 
University of Manitoba may lead to disciplinary action by the University according to its policies. 
 
To plagiarize is to take ideas or words of another person and pass them off as one’s own. In short, it is 
stealing something intangible rather than an object. Obviously it is not necessary to state the source of 
well-known or easily verifiable facts, but students are expected to acknowledge the sources of ideas and 
expressions they use in their written work, whether quoted directly or paraphrased. This applies to 
diagrams, statistical tables and the like, as well as to written material and materials or information from 
Internet sources.  Failure to do so constitutes plagiarism. It will also be considered plagiarism and/or 
cheating if a student submits an assignment in whole or in part by someone other than him/herself, or 
copies the answer or answers of another student in any test, examination, or take-home assignment.  
 
At the beginning of their program of study, all students are required to complete the prescribed 
plagiarism tutorial. 
 
Instructors are required to report all allegations of plagiarism or cheating to the Academic Dean before a 
grade is assigned. The original assignment is submitted to the Academic Dean.  
 
The Academic Dean will chair a joint meeting of student and instructor to hear both the allegations and 
the student’s response to the allegations. The Academic Dean will then make a determination whether 
or not plagiarism or cheating has in fact occurred and decide on appropriate disciplinary measures. The 
student and instructor will be notified of the Academic Dean’s decision in writing. A copy of the decision 
will be sent to the Registrar and University College President. The student has the right to appeal the 
decision of the Academic Dean (see Academic Appeals). 


