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INSTRUCTIONS:

1. Fill out all required fields.
2. Write N/A if certain fields are not applicable to the activity/project.
3. You may attach supporting documents if it will help in the processing of the project proposal.
4. The student group president AND moderator must sign the proposal as proof of their knowledge and endorsement of the project/activity. Digital / scanned signatures will not be accepted. 
5. Submit the proposal to the Office of Student Activities (OSA).

6. Incomplete proposals will not be accepted. 

7. Processing of project proposals by OSA takes at most three (3) working days. 
a. In counting the number of working days, fixed or usual holidays are NOT counted whereas sudden suspension of classes is counted. Saturdays are counted as one working day unless it is a holiday.

b.  Submission of requests for logistical arrangement to other offices/ departments is outside the three (3) working days initial processing by OSA.
* Note: Keep in mind the time tables of other offices/groups (i.e. OAS, UPPO, etc) that you will be working with to implement your project after OSA approves it.  
8. If approved, proceed with the next steps of the activity. If pending or disapproved, act on the remarks, comments, suggestions, and additional requirements needed as stated on the retrieved document. Feel free to consult with the OSA Professional if necessary.    

9. In cases when proposals are returned for clarifications and/ or organizations are consulted regarding details, the proposal will be approved only after the concerns are addressed. 
10. Attach the documents for logistical requirements to this project proposal when submitting to OAS.

Name of Organization:


Name of OSA Professional Assigned:
	Basic Project Information

	Project Title:
	

	Number of students involved:
	
	Student ID #
	

	Name of Person-in-Charge :
	

	Contact # of Person-in-Charge:
	

	Target Date and Time:
	

	Target Venue:
	

	Number of students involved:
	(Student Organizers)
	
	(Participants)
	


	General Project Classification

Please put a check (() on the box where the project can be broadly classified. Check ONLY one box.

	( General Assembly
	( Service-Related
	( Contest/Tournament
	( News/Manual

	( Skills Building
	( Advocacy Awareness
	( Exposure Trip/Tour
	( Fundraising

	( Community Building
	( Area Visit/Immersion
	( Stage Play
	( Minor Sale

	( Sports-Related
	( Exhibit/Fair
	( Talk/Seminar/Workshop
	( Major Sale

	( Concert/Party
	( Organization Week
	( Film Showing
	( Raffle/Ticket Sales

	( Others: ______________


	Audience

	( Members only
	( Ateneans only
	( Open to Public


	For outside activities, who is/are the adult supervisor/s? ________________________________________

	* Adult supervisors should stay for the entire duration of the activity.


	Nature and Description of the Project/Activity 
This is a description of the project concept overview, i.e. food sale, rummage sale, etc. Please limit to 50 words or less.

	


	What goal/s will this activity address?
Pls. refer to the organization’s submitted goals for the present school year.

	

	Ideal Impact of the Project / Objectives of the Project

1. How does this project get the organization closer to its vision-mission?  

2. What is the added value of this project to the organization and/or the community? 

	


	Key Performance Indicators

Indicate at least 3 performance indicators that you can use to measure how successful the project was, i.e. the number of people who attended or how much money was generated.  These indicators should be able to tell you if you were able to achieve the “ideal impact” you intended to make by the end of the project.  These indicators must be measurable. 

	INDICATORS

	1. 

	2. 

	3. 


	Organizations Involved

Specify the organizations that will be involved in the project. Separate those inside Ateneo from those outside Ateneo

	Inside Ateneo

Organization

Role Description

Contact Numbers

Outside Ateneo

Organization

Role Description

Contact Numbers




	Budget Summary

Provide a brief summary of expenses for the project. Include the specific breakdown of the expenses.
Where will the org get the money for this project? ____(DCB) ____ (Others) please specify: _________________



	
	Total
	
	Total
	
	Total

	Budgeted Expenses
	
	Projected Revenue
	
	Projected Net Income
	

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	


	Timetable

Include the specific dates and steps that will be undertaken in the whole project planning and implementation stage.

	Date of Execution
	Event

	
	

	
	

	
	


MECHANICS OF THE PROJECT

You may attach supporting documents (e.g. maps, sketches, etc.)

	Pre-Project Details

Describe the preparations that will be undertaken before the actual project. Details must include but not be limited to LOGISTICAL ARRANGEMENT and PROMOTIONS.   Please be as specific as possible. 

	DESCRIPTION

For Student Entrepreneurial Activities:
Number of Slots requested:

Set-up Date:

Clearing Date:

PRODUCT DESCRIPTION
Products/List of Menus

Name of Suppliers/ List of Concessionaires

Detailed Description of  Products




	Actual Project Details

Provide a narrative of the flow of events during the project itself and fill-up the booth shift schedule. 
DESCRIPTION

BOOTH SHIFT SCHEDULE

TIME

MON

TUE

WED

THU

FRI

8:00 – 9:00

9:00 – 10:00

10:00 – 11:00

11:00 – 12:00

12:00 – 1:00

1:00 – 2:00

2:00 – 3:00

3:00 – 4:00

4:00 – 5:00

(Clean-up)




	Post-Project Details

Discuss what actions the org will do upon completion of the project. 
When will the evaluation results be done?

	


Signed:

	[Full Name of President]

President

[Organization]
	[Full Name of Moderator]

Moderator

[Organization]


----------------------------------------------- please do not write below this line -----------------------------------------------

	For OSA use only:

	The activity is:
	Endorsed:

	
	

	( profit 
( non–profit
	

	
	signature of OSA Professional and date signed
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