Planning a Project




Name: ____________________
Use this tool to help make your project a success!


Date: _______________________




1 My project will be: 
· Type of activity (eg. Car wash, hot dog sale, bottle drive)

	



2. Why do I want to do this project? 
· Has this project been successful in the past? 

	


3. When and where will the project take place? What time do the girls need to be there?
· How many chaperones will be needed? Do you need to book a hall?
	


4. Who will attend? 
· Jobies only? Anyone in the community?
	



5a. What funds are needed?
      Do you need to request a float from the Guardian Treasurer?

    


Yes  FORMCHECKBOX 


No  FORMCHECKBOX 
      If yes, amount of float: $______________________

· Who will pay for the supplies if needed? 

· Anything bought comes out of your profit if it is not donated. The fewer expenses the better!
	


6. When will the basic planning be done? 
· Set priorities and time lines for everything – ex. When does set up need to be done?
	


7. What committees are needed? 
· Decorating? Ticket sellers? Poster makers? Promotion?
	


8a. What kind of advertising is needed? 
· Email the details to the Jurisdiction at least 1 month before the event and post on Facebook
· If open to the community make posters to advertise & post in the local papers

	


8b. Who will do this and when will it need to be done by?
· Community announcements need to be submitted minimum 3 weeks before the event
	


9. What special arrangements are needed? 
· Music? Food? Decorations? Tables and chairs? Microphone? Bingo cards? 
	


AFTER THE PROJECT

11. Who deserves recognition and thank yous? 
· Who helped you a lot? (your parents, council members, a certain jobie)

	



12.  Does a thank you card need to be sent?
· If you used a business, like a gas station for a car wash or store for a hot dog sale, all the girls should sign a card and send it to the business where the project was held.

	


13. Was this project worthwhile? 
· Is this project worth doing again?

	


14a. What went well?
	


14b. Do you have any suggestions for next time? 

· Was there anything that would make the project better next time? 
	


Remember
1. Answer all questions fully to help other members plan this project successfully in the future.
2. At the end of your project please see the Guardian Treasurer to complete a Financial Report. The Financial Report will be read out under Reports at the next meeting

NOTES
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