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PROJECT PROPOSAL AND REPORT FORM
FOR BOD APPROVAL


PROJECT NAME: ____________________________________________________________________________________

PROJECT CLASS:    ( FUND RAISER       ( SIGHT SERVICE          ( HEARING SERVICE        ( COMMUNITY SERVICE
(YOUTH SERVICE     ( HEALTH SERVICE        (  DIABETES AWARENESS EDUCATION         ( PUBLIC RELATIONS  
( ENVIROMENT       ( OTHER 
REPORT DATE: ________________ REPORT TYPE: ( Prospective Estimate   ( Interim Update  ( Final Report

CHAIRPERSON: _________________________PROJECT START DATE: _________   PROJECT END DATE: _________
VICE PRESIDENT OVERSEEING EVENT:_______________________________

GOALS:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
RESULTS:  (to be completed after the activity is done)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FUTURE IMPROVEMENTS:  (to be completed after wrap-up meetings was conducted)
________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MANPOWER 

	Task Description
	# of Lions participants
	# of Lions hours 
	# of Non-Lions participants
	# of Non-Lions hours
	# of Youth participants
	# of Youth hours

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTALS:
	
	
	
	
	
	


FINANCIAL REPORT (actual will be filled up after the activity is completed)
	INCOME ITEMS
	PLANNED 
	ACTUAL
	
	EXPENSE ITEMS
	PLANNED
	ACTUAL

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL INCOME
	
	
	
	TOTAL EXPENSE
	
	


INSTRUCTIONS FOR THE USE OF THIS FORM

OBJECTIVE: Present the plan for a given activity to the BOD before the activity takes place for approval and corrections and a report for the project once is done.

1. The chair will review the plan for the activity with his team and the Vice-President responsible for overseeing this task.
2. The form filled up with the original plan for the activity needs to be presented to the BOD for approval at least one month in advance.

3. After the activity is completed the chair will conduct a wrap-up meeting with the team and the Vice-President responsible for overseeing the activity.  

4. The form will be completed with the lesson learns from the wrap up meeting and all the data obtained as summary of the actual execution.

5. The form as a report will be presented to the BOD no later than one month after the activity took place.
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