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	The JCI Project Planning Form

Project Proposal
	1

	This form helps in the advance planning of the project. It can be used to record the goals and objectives of the project chairman and his committee prior to undertaking the project itself. Its functional value is that the form can be used for submitting the project to the Board of Directors for approval. After approval, the form will also serve as a reference and guide as the project progresses.


	Project proposed:



	Purpose of the project:



	Estimated number of members and their functions:



	Potential benefits to the chapter:



	Potential benefits to the community:



	General comments concerning the proposed project:



	Findings of preliminary research or feasibility study:



	Approved by the chapter Board of Directors on:

Chapter President’s signature:
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Major Objectives
	2

	This form provides the means for recording the project's major objectives and anticipated results.


	Project proposed:



	Estimated project commencement date:



	Estimated project completion date:



	List the project's major objectives and anticipated results:

	MAJOR OBJECTIVES
	ANTICIPATED RESULTS

	
	

	
	

	
	

	
	

	
	

	Publicity and promotion:



	Special materials required:



	Budget: Income:



	Expenditures:
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Budget
	3

	Record the project’s budgeted and actual expenditures on this form. The  Proposed Budget” column is used for planning. The  Actual Budget” column reflects the real expenditures. Under income, the item “Appropriation from the chapter” is the amount budgeted by the chapter. Income and expenses should balance unless this is designated as a fund-raising project or the chapter desires to finance the project. Income that exceeds expenses should be shown under “Expenditures” as “return to chapter.”


	INCOME
	PROPOSED BUDGET
	ACTUAL BUDGET

	Appropriation from chapter
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL

INCOME
	
	

	EXPENDITURE
	PROPOSED BUDGET
	ACTUAL BUDGET

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Return to chapter
	
	

	TOTAL

EXPENDITURES
	
	

	SURPLUS 

OR

DEFICIT
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Organizational Chart
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	This chart illustrates the basic committee organization of the project. It represents the actual structure and includes titles and names from the chapter president down. This organizational chart should be prepared at the first Project Committee meeting.
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Summary of Action
	5

	List the most important activities and functions during the planning and operation of the project. Give approximate time period (number of days or weeks) required by these activities.


	DATE
	ACTION TAKEN
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Project Report
	6

	This form can be used to present a summary of the final report. It can be a component of the project file for future reference and be the basis when filing entry forms for national and international awards.


	Name of the project:



	Brief description of the project:



	Chapter:

	Mailing address:



	E-mail:
	Fax:

	National organization:

	SUMMARY DESCRIPTION

	OBJECTIVE
	ACTION TAKEN
	RESULTS ACHIEVED

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Recommendations:



	Date project begun:
	Date project completed:

	Number of members on the committee:
	Number of other volunteers:

	Total income projected:
	Total income actual:

	Total expenditures projected:
	Total expenditures actual:

	Signature of the project chairman:
	Signature of the chapter president:



	AWARD ENTRY

	( Regional
	( National
	( Area Conference
	( JCI World Congress

	REPORT SENT TO:

	( National organization
	( Junior Chamber International


