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TRAINER’S MATERIALS 
 
MODULE:  PROJECT MANAGEMENT. PROJECT CYCLE, MONITORING & 
EVALUATION, FINANCIAL MANAGEMENT, INTERCULTURAL ASPECTS. 
 
TOPIC 4:  PROJECT CYCLE MANAGEMENT. MONITORING. 
 

TRAINER’S MANUAL OF THE TRAINING SESSION 
 

DURATION OF THE SESSION: 120 MINUTES 
 

 
 

 

Time Table of content How 

10’ Introduction to the topic. 

PCM and monitoring 
Project Cycle Management puts a heavy emphasis on monitoring and 
evaluation.  
Project monitoring allows the people who manage the project to 
adapt the activities and planning to the (changing) situation in the 
field.  
 
 

Trainer’s speech / 

presentation 

50’ Development of a monitoring tool  

The trainer explains the Gantt chart and then the group's task is to 

design a Gantt chart for the project on which the participants are 

working during this course. 

Harvard Business School, Project Management Manual, rev. 6 

October 2006, 9-697-034:  

Gantt chart is a a graph showing the breakdown of the project into 

tasks and their timing; there are many possibilities for graphical 

representation. 

 

 

Group exercise 

Discussion 
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Critical task /  

Zadanie 

krytyczne 

Any shaded 

rectangle /  

Dowolnie 

zacieniowan

y prostokąt 

Essential, critical, non-

negligible tasks for the 

project 

/ 

Zadania istotne, krytyczne, 

niepomijalne dla projektu 

Non-critical 

tasks /  

Zadanie 

niekrytyczne 

Rectangle 

without 

filling / 

Prostokąt 

bez 

wypełenienia 

 

Tasks that are less 

important for the project, 

facilitate implementation 

but do not affect the 

success of the project / 

Zadania mniej istotne dla 

projektu, ułatwiające 

realizację, ale nie 

wpływające na jego 

powodzenie  

Stage summary 

/ 

Podsumowanie 

etapu 

Rectangle 

with 

serration /  

Prostokąt z 

ząbkami 

Marking the end of a 

project stage that 

consisted of tasks / 

Zaznaczenie końca etapu 

projektu, który składał się 

z zadań 

Milestone / 

Kamień milowy 

Square 

rotated by 

45 degrees / 

Kwadrat 

obrócony o 

45 stopni 

Task completing the stage 

/ 

Zadanie kończące etap 

 

 

 

Milestone: 
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PRINCE 2 Glossary and terms - http://www.prince-

officialsite.com/nmsruntime/saveasdialog.aspx?lID=1515 

 

A significant event in the project schedule that summarises a 

particular set of tasks or a particular phase of the project. 

 

At the same time, it signifies some important, one-time event that 

can be clearly identified. It can be: signing a document, receiving a 

result, an important meeting, approval of work, etc. 

 

Usually the occurrence of a milestone is connected with further 

decisions regarding the development of a project. 

 

What are the Gantt charts and the milestones of your project? 

Presentation of the chart by the group leaders and discussion on how 

helpful it is and whether it is worth using for project monitoring. 

 Gantt chart before and during project implementation  

In the context of a changing project schedule it is essential to clearly 

define the objectives of the respective work stages and milestones 

for the completion of the respective stages. Then shifts in work, 

delays, usually caused by external factors, make it possible to 

determine whether we are dealing with a delay and it is enough to 

modify the work schedule, or whether we are approaching a 

dangerous border when it comes to crisis management. 

 The role of monitoring  next task of this session is to understand 

what, how and when should be monitored  

Gantt chart of 

visEUalisation 

project 

50’ Best practices and monitoring tools 

First, the participants list which project monitoring possibilities come 

to their mind: 

Presentation of the 

topic by the trainer  

Group work 
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- Reports submitted by partners, 

- Online meetings organised by the coordinator, 

- Common project calendar maintained by the coordinator 

- A table showing the tasks completed and to be completed – 

“Where are we in the project?” 

 

Why monitoring? 

The purpose of monitoring is to ensure that the project co-ordinating 

organisation has confidence that the project is progressing as 

planned and that any delays in the delivery of work are being dealt 

with on an ongoing basis according to the new schedule. 

 

Basically - if we have well-defined project phases, divided into tasks 

and measured by milestones, monitoring becomes clear: 

- we monitor the implementation of the tasks by e.g. 

videoconferences and receiving feedback from partners, checking 

submitted studies / works / descriptions, filling in tables by partners 

reporting the results of the activities - the type of monitoring tool 

depends on the type of task; 

- We monitor the completion of the stage through evaluation 

sessions, evaluation questionnaires (note: evaluation serves, inter 

alia, to monitor the project); 

- We organise an event demonstrating that a project milestone has 

been achieved - a summary online meeting, a project meeting in its 

part may be devoted to it, a video, a newsletter, an information 

campaign - depending on the nature of the stage. 

 

Group work: 

Selecting monitoring tools for our project 

Presentations of each 

group. 

Discussion 
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We have broken down the project into tasks - a Gantt chart. 

Now we design monitoring tools for the tasks and stages. 

 

The result of work: 

Filling in the monitoring matrix - attachment 

 

Steering Committee supervision? When is it a good idea? 

The Steering Committee is a monitoring tool for the managing 

authority in the project beneficiary organisation - i.e. the Managing 

Authority that signs the contract with the National Agency for the 

project. This can be called a higher level of monitoring or simply 

project supervision.  

This type of supervision makes sense for large projects and in large 

organisations, where the project coordinator and the project team 

are not directly involved in the management of the organisation. 

Such a committee should include representatives of organisations 

not directly involved in the project. 

Such a committee should include representatives of organisations 

not directly involved in the project.  The committee performs a kind 

of project audit before reporting to the National Agency. Its role is 

also to detect threats to the implementation of the project and even 

to show and require possible corrective actions. 

 

10’ Conclusions 

 

Next session:  

Evaluation - Evaluation matrix & Evaluation tools / Workshop 

Trainer’s speech  

 


