
Individual Project Planning Guide 
 
Name(s): ______________________________________________________________ 
Name of Project/Event: _________________________________________________ 
Projected Date of occurrence:__________________________________________ 
 
Objectives/Goals: 

A. Why is this project being done? 
_____________________________________________________________________
_____________________________________________________________________ 
B. Who will benefit from this project? 
_____________________________________________________________________
_____________________________________________________________________ 

 
List in chronological order the steps necessary to accomplish this project: 

Step – what will 
be done? 

Procedure – 
how will this 

happen? 

Person in 
charge 

Date Completed? 
Yes/no 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

 
 
 



Resources:  What resources will you need for this project? 
Resources 

Needed 
Where to locate Person to 

contact? 
Okay? 

    
    
    
 
 
Cost:   Will there be a cost associated with this project?  Remember, this is 
an individual project that you have chosen and therefore will need to fund 
(just like buying a tri-fold board for a class).  You may not use any 
materials beyond the basics that are used in leadership class (ie: you 
cannot use Ms. Brownstein’s paint or Mrs. Whelchel’s supplies, etc.) 
Cost?  Yes or No 
If yes, about how much? ________________________________________________ 
 
People to contact? 
1. ________________________________ Phone or e-mail? ___________________ 
2. ________________________________ Phone or e-mail? ___________________ 
3. ________________________________ Phone or e-mail? ___________________ 
 
Publicity:  What types of publicity do you need?  What will be most suitable 
to the project and the audience?  If posters, what will they say?  If 
announcements, what will be said?  Explain below. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Anything else?  Make sure that you think through every step and explain 
thoroughly. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
Ms. Bafus’ approval _________________________ 


