PROJECT WORKSHEET
Tentative name of project: _________________________________________________________
	Type of Project
	Check as many as apply:

(Service/intervention

(Curriculum development/training

(Research
	(Student scholarship

(Other:



	Statement of Need 
	In general terms, what need will the project serve?



	
	Related to this need, what are the problems (or gaps) that require a solution? 



	
	What is the urgency in solving this problem now?



	
	What happens if the need is not addressed?



	Documentation of Need
	How will you document the need for your project?

(Statistical Analysis -- data form public records or internal sources:

(Studies and Journals -- literature review:

(Key Informant -- quote from expert(s):



	Project Description
	

	Goals 
	In general terms, what will the project do?



	Objectives 
	In specific and measurable terms, what outcomes will lead to the accomplishment of these goals?  (Make a list.)


	Activities/

Methods/

Implementation
	What specific activities will take place to accomplish these objectives? (Make a list.)


	Collaboration
	What organizations will be involved?
	What will their role be?

	
	
	

	
	
	

	
	
	

	
	
	

	Staff Responsible
	What staff will be needed to carry out the project?
	What will their responsibilities be?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Evaluation
	How will the project’s progress be tracked?

How will the project’s outcomes be demonstrated? 

Who will conduct the evaluation?

	Sustainability
	How will the project be sustained beyond its initial funding?

	Dissemination
	What audiences could benefit from learning about the project?
	How will you communicate with them?

	
	
	

	
	
	

	
	
	

	
	
	

	Budget


	What costs do you anticipate for the project?


	Estimated Amount

	
	Personnel
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Non-Personnel
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Appendices
	What information will it be useful/appropriate to include in the appendices?

	
	(IRS Determination Letter

(Financial Documents

(Other:
	(Staff Resumes

(Letters of Support
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