NHS Project Report Check List

In the order listed below, provide the requested information. Type it up in the list/outline format presented below, not in narrative form.

Project/Event Name

Date(s) Held

Names of Project Leaders

Date started to prepare

Date should have started to prepare if different than above

I. Preparation

List all of the steps needed to be accomplished before the event/start of project. Include any contact names, items to be purchased/borrowed, facilities needed, amount of money needed for supplies, tasks to be accomplished, arrangements needed to be made with administration/teachers/custodians, materials to be produced, number of NHS volunteers needed, amount of time needed, the number and duration of planning meetings needed, and anything else needed to be done beforehand.

II. During the event/project

List the number of NHS volunteers needed, duration of time needed, step-by-step tasks needed to be done during the event/project. Include arrival and departure times for set-up and clean-up if applicable.

III. After

List anything needed to be done after the project/event, including clean-up, follow-up tasks, thank you notes, deposits of money, return of materials,  or reports needed to be written up. 

IV. Mistakes you made (be honest)

V. Potential problems to be avoided/warnings to future project leaders

VI. Suggestions for future project leaders

Include suggestions for 1) Making the project/event run more smoothly, and 2) making the project/event even better

Attach to this report copies of any correspondence, handouts, planning sheets used, or anything else you found useful or think would be useful for next year’s project leaders.

