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AFA Project Planning Sheet

Dear AFA member,

Thank you for agreeing to volunteer your time and energy for the Albinism Fellowship of Australia.  

So that the AFA committee can maintain accountability for the organisation, we require you to submit your plans and goals for this project to the committee before you begin.  We ask that you fill in as many of the details below as you can, and then continue to add to and maintain this document as the project progresses. This document will be kept in the AFA archives for future reference with similar projects. If you are not a member of the general elected committee, you must appoint a member of the committee to be your official liaison and report your progress to them on a regular basis.  This appointed committee member will then submit your report (and this document) and items for discussion back to the committee at their monthly meetings.  

All committee members are volunteers and have their own families and responsibilities.  This is why it is vital for the committee to be able to provide their own input to any project proposal regarding its suitability and workability.  In addition, if for some reason you are unable to complete the project and require someone else to take over, this document will enable easy handover to a new volunteer.  

We ask that you follow the protocols as set out below:

1. You may make enquiries and obtain quotes from suppliers and service providers; however, you may only make commitments to follow through with the project AFTER you have been given approval in writing and as recorded in the committee meeting minutes, by the general committee for this expense.  
2. You must obtain three (3) quotes and submit them to the committee for any expenses.
3. You must provide all receipts for expenses you have paid out of your own pocket before you are reimbursed, or alternatively, organise for payments to be made directly to the supplier by the treasurer.  
4. You should cc your appointed committee member in on any email conversations relevant to this project. 
5. Any correspondence used for this project should be signed by the secretary, and written according to the AFA’s ‘Guidelines for Communication’ which you can obtain from the Secretary. 
6. If your project requires content to be placed on the AFA website, this content must be approved by the committee before it goes live on the website.  

The form below is set out in a table; please use the Tab button to move between fields.  Please add rows and/or columns as required for additional information.  

	Name Of Project
	

	Name Of Project Coordinator
	

	Affiliated Organisation, Company, School
	

	Phone Number
	

	Email Address
	

	Committee Liaison (if applicable)
	

	Name of Co Investigators

(Affiliations?)
	

	What is the purpose of this project?

	

	What are the goals of this project? (how will you know when it is complete and/or successful? specific dates, amounts, numbers, times, anything measurable)

	1.

	2.

	3.

	4.

	5.

	6.

	Details of project:

(Note: If project is likely to require access to AFA membership personal information please provide additional details regarding: participant recruitment; data storage and security; privacy and confidentiality).

	

	What is the expected completion date?

	

	Who else is involved in this project? (volunteers/helpers)

	Name (Affiliations)
	Phone number
	Email address

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	Suppliers/service providers/advisors/contacts, and anyone else who has had/will have input

	Name/name of company
	Phone number
	Email address

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	Financial Forecast

	Expected Expenses
	Details
	Amount

	1.
	
	

	2.
	
	

	3.
	
	

	
	Total:
	

	Expected Income
	Details
	Amount

	1.
	
	

	2.
	
	

	3.
	
	

	
	Total:
	

	Total for completed project:
	

	Action required to complete project

	Action
	Person responsible
	To be completed by

	1.
	
	

	Notes:

	2.
	
	

	Notes:
	
	

	3.

	Notes:
	
	

	4.

	Notes:
	
	

	5.

	Notes:
	
	

	6.

	Notes:
	
	

	Give details of how feedback will be available to participants or informants:

	
	
	


Progress Report to committee

Date:

Progress Report to committee

Date:
Progress Report to committee

Date:

Progress Report to committee

Date:
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