PLAN YOUR PROJECT 
(60 minutes)


RELEVANCE: The most successful projects allow Rotary members and community members to take action together. We can use the collective expertise and experience of members and the community to plan projects that have a sustainable effect. A detailed plan and dedicated team will help a project succeed.
Learning objectives
At the end of this session, participants should be able to:
· Explain the features of a collaborative project plan
· Identify three elements of an effective financial management plan
Before the session
· Review the speaking points, discussion questions, and possible activities in order to plan your session.
· Ask for ideas and suggestions from your regional Rotary Foundation coordinator or district stewardship subcommittee chair.
· [bookmark: OLE_LINK2]Ask three to five past grant committee members to be your panelists. Assign them a presentation topic and a specified amount of time.  For topic ideas, look at the key messages listed below.
· Emphasize to panelists that the session will be interactive. They can ask questions of one another, answer questions from the audience, or ask participants to do or create something.
· Decide how you want to manage your panel. Here are some possibilities:
· Each panelist gives a short presentation, followed by questions.
· The moderator asks questions of each panelist and answers questions from participants. 
· At the end of the session, the moderator asks participants to discuss a question in pairs.
· Communicate regularly with the panelists, making sure that their presentations are the right length and aren’t repetitive. 
· Plan the transitions from one speaker to the next.
· Ask participants to read chapter 3 of A Guide to Global Grants.
· Make sure you have the materials you need.
· Review the resources listed below.
Resources
· Grant Management Seminar courses
During the session
· Welcome the participants and introduce yourself and the panelists. 
· Review the learning objectives and encourage participants to ask questions during the session. 
· Ask panelists to highlight these key messages for club members who want to start service projects: 
· Before deciding on a project, complete a community assessment, review and analyze the results, and discuss the project needs.
· Work with project partners and the community to develop a detailed implementation plan.
· Create a timeline that includes all the tasks and milestones. List each responsibility and document who is assigned to that task.
· Find experts in your district resource network with the skills to support the project goals. They could be:
· Members of the Cadre of Technical Advisers
· Members of Rotary Action Groups
· Identify measurable outcomes for your project. 
· Plan for leadership continuity through the duration of the project.
· Write a club financial management plan that ensures oversight of the project and the consistent administration of grant funds. Review this plan regularly.
· Avoid conflicts of interest. Be sure that committee members don’t stand to gain financially or personally from any part of the project.
· Celebrate your progress and successes. 
· Facilitate transitions between panelists and questions from participants. 
· Use these questions to start discussions:
· Why should you develop your project with community leaders?
· What is an example of a conflict of interest?
· If you think someone has a conflict of interest, what should you do?
· How do you celebrate your project’s progress and success?
· Lead the activity below if you have time.
· At the end of the session:
· Answer questions from participants.
· Highlight some key resources and where to find them.
· Review the learning objectives to make sure they’ve been achieved.
· Ask participants to note one idea from the session that they’ll use.


Activity
Purpose: Understand the importance of community involvement 
· Allow 15 minutes for this activity.
· Divide participants into groups of three or four. 
· Ask participants to discuss why community engagement is important and list what might go wrong if local residents don’t support the project. 
· After 10 minutes, ask each group to share with everyone three items from their list. 
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