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Project Haven House Proposal


written by:  
_______________________________

date:  

_______________________________

Project: 


· Description: what is the fundraiser/event

· Date/Location:  where will the event take place

· Purpose: what is your goal for the event? (it may not just be to raise money)

· Reason:  why is this a good event?

· Intended Audience: who will participate? (SHHS students only, other students in the district, students from other school, etc.)

· Number of participants: how many people do you expect will participate? 

· Staff: who will staff the event?  do we need chaperones?  will we need facilities?

· All venues need a student to chaperone ratio of 22 to 1.  Chaperones include at least one administrator, faculty members and adults (parents or guardians).  

· Marketing: how, when, where will you need to market? Flyers, email blasts, community banners, Swarthmorean ad, etc.)

· Cost: will you have to purchase items for the fundraiser?  how will the costs be covered?  what is the cost to the participant of the event?

· posters or other things required to market the project or set-up the project?

· will the project or venue require the purchase of refreshments?  

· will the project require chaperones or facilities personnel that may need compensation?

· Donations: will you ask for vendors if they are willing to donate goods?



Concluding Expectations: 

The expectation statement identifies measurable outcomes of the event or project.  Measurable events include more than the amount of money raised.  Measurable events include the following:

· Number of students involved in the project

· Number of measurable service hours

· How people have been touched by the project in some way.

Time Line:

The project should include a timeline that identifies the particular step-by-step procedures leading up to the event.  For example, if an event is going to take place in one month, what are the day-to-day operations leading up to the actual event.  The time line includes:

1. Actual Dates

2. Secured Location for Event

3. Purchase of Items

4. Marketing

5. Sales

6. Schedules for all workers of the project.

7. Identified Chaperones

8. Set-up

9. Clean-up

In your proposal please mention the following in full sentences.  Not all items will be relevant, but make sure you define all aspects of your proposed fundraiser.  This is what you will submit to the advisors who will then seek approval from school administrators.





The timeline is what you will submit to the advisors to plan for the event.  You, as the ambassador(s), will direct the staff what to do and when.





This can be submitted after the proposal and after brainstorming the event at a staff meeting.





Try to be as detailed a possible!









