
PROJECT PROPOSAL

(Name of Project)
	Prepared by
	

	Version #
	

	Date
	


Project Background

Project Objectives / Deliverables

Project Scope – what will be included / not included?

Communications Strategy / Promotion
Stakeholders

	Town (if relevant)
	Surname
	First Name
	Organisation
	Email
	Phone 
	Mobile
	Fax
	Postal Address
	Postcode

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Stakeholder Assessment

	This consultation can provide a useful research tool to inform the risk management plan

	Organisation / Role / Name
	Issue / area of concern
	Asset / Strength

	Eg: Police / Officer in Charge 
	
	

	Eg: Neighbouring residents
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Project Team
	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Proposed Milestones / Timeline 
	Location / Milestone
	Action / Item
	Comments
	Who
	By When
	Cost
	Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Budget Information
Expenditure




Income    

   

	Projected Expenditure

Budget Item
	Total Projected Budget
	Funding Source


	In-kind Contribution


	Cash Contribution


	Total Contribution
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	Organisation
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Sponsors
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Total Funding From Other Sources
	
	
	

	
	
	
	
	
	

	
	
	AMRSC Contribution
	
	
	

	
	
	CASH
	
	
	

	
	
	INKIND
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Total AMRSC Contribution
	
	
	

	
	
	
	
	
	

	TOTAL PROJECT BUDGET
	(A)

$
	TOTAL PROJECT FUNDS
	$
	$
	(B)




Note: if cell A exceeds cell B, additional funding will need to be sought.

APPENDIX 1

RISK MANAGEMENT ASSESSMENT TABLES

[image: image1.emf]
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5
	Step 6
	Step 7

	Risk Statement

(Identify types of risk)
	Likely hood
	Consequences
	Risk

Magnitude
	Priority
	Responsibility
	Identify and list Treatment Options

	Fire occurring in premises during event.
	C
	4
	High Risk
	High
	Project Officer
	· Check fire equipment is operational

· Advise patrons where location of safe area



	Food/Water contamination
	D
	4
	Significant Risk
	Significant
	Project Officer
	· All food outlets to comply with Local Health Regulations

	Injury sustained by participant or audience member
	B
	2
	Significant Risk
	Significant
	Designated First Aid Officer
	· Designated First Aid area

· Maintenance of First Aid kit

· Notify ambulance

· Render First Aid where required

	Heat exhaustion
	C
	2
	Moderate Risk
	Moderate
	Designated First Aid Officer
	· Free potable water on site

· Designated First Aid area

· Maintenance of First Aid kit

· Notify ambulance

· Render First Aid where required

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	









