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	Project Date
	

	Chairperson
	


PROJECT PLANNING – STEP 1: Proposal

1. Determine what the project is and when it will take place.

2. Define your target audience.  Who are you doing the project for, who should benefit?

3. Set goals for your project that are S.M.A.R.T. (specific, measurable, attainable, responsible, timely)

4. Write a general description of how you see the project working. Do NOT get bogged down in the details yet!

5. The success of a project often depends on the committee’s ability to effectively anticipate potential problems or barriers that can have negative consequences on the projects results.   An effective plan acknowledges potential barriers and offers a plan for removing those barriers.  Identify potential barriers (problems) for the success of your project and identify ways to remove or reduce the potential negative impacts of these barriers

Target Audience 
	


Goal(s) for the Project ( Use the S.M.A.R.T. format!)

	


Project Description (A CLEAR overview of what you plant to do)

	


CONTINUES ON BACKSIDE (
	Resources Needed

	People
	Materials



	Facilities
	


If your project requires special set-up for the gym, cafeteria, etc. make a sketch of the floor plan below or submit it on separate piece of paper.

AND/OR

If your project requires a decoration plan, sketch or describe your tentative plan below or submit it on a separate piece of paper.

Potential Barriers

	Project Name
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	Barrier #1 Description:
	

	How will you remove this barrier?
	


	Barrier #2 Description:
	

	How will you remove this barrier?
	


	Barrier #3 Description:
	

	How will you remove this barrier?
	


	Barrier #4 Description:
	

	How will you remove this barrier?
	


PROJECT PROPOSAL – STEP 1
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STOP!  DO NOT GO ANY FURTHER!

· The remainder of the form is to be completed by your Executive Officer and/or Advisor

· Please do NOT move on to Step 2 until you receive approval of this form.

QUESTIONS that need to be answered before moving to Step 2:

	


ADDITIONAL INFORMATION that needs to be provided before moving to Step 2:

	


CHANGES or ADDITIONS that need to be made before moving on to Step 2:

	


Additional COMMENTS about this project …

	



· Please address the concerns above and resubmit your proposal by 

· Project proposal was approved on 

Executive Officer’s Signature: 


Advisor’s Signature: 
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