FORMAT FOR DOCUMENTING ROTARY CLUB PROJECTS

A Guide for Committee Chairmen

When this format for a Rotary Club project is followed, it makes the whole picture of the project ready for Board consideration and possible acceptance in a minimum of time. 

This complete outline and its openness will also appeal to all members of the club.

A Rotary project must be:-

Achievable

Challenging

Shared

Measurable

1. INTRODUCTION 

This is a descriptive outline of project, written in a way to promote the project to members of the club. The project should also promote awareness of the Rotary Movement amongst the public. The promotion of Rotary awareness has benefits for raising funds and also supports membership development amongst the community.

2. MERITS OF PROJECT

List and itemise all the merits of the proposed project, which should include how the project will promote awareness of the Rotary Movement amongst the public.

3. CLUB INVOLVEMENT

How will the Rotary Club be involved with the beneficiary of the project? Also outline proposals for raising of funds.

4. PROJECT GUIDELINES

Outline any guidelines that should be applicable to beneficiary.

5. PROCESS OF PROJECT

A step by step description of how the project should proceed from a Public Launching of project (if any), to its completion and Public Presentation ceremony.

6. FUNDING OR SPONSORSHIP

Detail proposal for funding of project. How should fund-raising be done and how any sponsorships should be secured.

7. SCHEDULE OF PROJECT

A time-schedule should be prepared, showing month by month progress of various aspects affecting the project. Beneficiary activity, Fundraising activity, Rotary Club events, Publicity and Promotion.

8. BUDGET ESTIMATES

Prepare an outline budget, showing Club funds used for seed-money, funds to be raised, sponsorships to be sought and total cost of project.

9. ROTARY CLUB COMMITTEE & MEMBERS TO BE INVOLVED

List the Director responsible for project and members of the committee supporting the project from beginning to end of the project.
