Redmond Kiwanis Club

Service Projects Committee

Service Project Proposal Submittal Form


Use to propose a project to the Service Projects Committee for assessment for the Board.

Submitter’s Name:




Project Name:
Submitter’s Email:




Schedule: Date
/ Wk/Mo/Yr/Once
Cell Phone:





Budget Totals: Income
/ Expense:

Please succinctly answer each question about your Service Project:
1. Why - describe the primary purpose – up to 3 main reasons to run this project:

2. What - describe the proposed project and background – outline the specific project tasks:

3. Goals - list any specific and/or measurable objectives: 

4. Volunteers - outline a) the specific volunteer positions/duties with the # of volunteers and # of hours required for each, and b) identify by name a Chair, if known:

5. Resources - outline the specific materials or supplies required:

6. Challenges - outline potential problems & solutions to successfully complete this project:

7. Budget - outline all Income and Expenses (carry totals to Budget Totals blank above):
8. Timetable - outline the specific steps and corresponding dates to fully complete this project:

	CHECKLIST: Mark each quality fulfilled by the proposed Service Project
	X

	Clear goal that aligns with RKC mission & objectives
	

	Is a Kiwanis-sponsored program for youth (Key Club, etc.)
	

	Directly serves children / community
	

	Serves organizations / entities that serve children / community
	

	Leverages/strengthens/enriches/enhances an existing project
	

	Performed by club members for the benefit of others
	

	An evaluation method is specified to measure the stated objectives
	

	Provides opportunities to children / community not otherwise available
	

	Net cost is within existing current year Budget (no additional expense incurred)
	

	Project can help build RKC membership
	

	Activity occurs within City of Redmond geographical boundary
	


Redmond Kiwanis Club - Service Projects Committee

General Info – The Service Project Proposal Submittal Form Application
Please use this form to submit your proposed Service Project idea – edit this Word.doc to include all the relevant information, using as many pages as you see fit (may insert charts or pictures, etc.) – brevity and succinctness is appreciated! This form and accompanying information is to help you plan and explain your project, and to understand what to expect from the submittal processes.

RETURN THIS FORM by email to SPC@redmondkiwaniswa.org – only emailed forms accepted.
Explanation of Questions
The following may help you understand the essential information to share about your idea:
1) Why - describe the primary purpose – up to 3 main reasons to run this project: tell the story of why this project can make a difference - the impact to the club, members and the community.
2) What - describe the proposed project and background – outline the specific project tasks: be clear about what happens during the project.
3) Goals - list any specific and/or measurable objectives: what does the project change and how might it be evaluated to show it achieved that change.
4) Volunteers - outline a) the specific volunteer positions/duties with the # of volunteers and # of hours required for each, and b) identify by name a Chair, if known (or is not you the submitter): tell about who makes this project happen.
5) Resources - outline the specific materials or supplies required: what items does it take to make the project happen, where do they come from, and who gets them.
6) Challenges - outline potential problems & solutions to successfully complete this project: what are going to be the hardest things to do to make this project happen and be successful.
7) Budget - outline all Income and Expenses: all the dollar facts and figures, with sum totals.
8) Timetable - outline the specific steps and corresponding dates to complete this project. Fill in Schedule blank with the first Start Date and whether it’s weekly, monthly annually, or 1 time.
The Checklist: the list provides broad categories of essential goals and characteristics of a viable RKC Service Project – if the majority of items are not checked, the submitter may wish to know why and offer some explanation within the answers to the questions above, or evaluate whether the project fits the intended goals for RKC commitments of volunteers or dollars, or is within the capability or capacity of RKC to reasonably implement.
The Application Process: The Service Project Committee will review the application, evaluate it against a standard set of filters (available on the RKC website), then forward its recommendation of ACCEPT or DECLINE to the Board along with a summary of the Service Project application and the SPC’s rationales - the Board makes the decision on RKC’s commitment to fulfill the project. At any point in the process the submitter may be asked to amend or update their application.
Email application questions to SPC@redmondkiwaniswa.org.
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