
Project Template 
European Rotaract Information Center 

Name of the project: ………………………………………………………………………….……….... 

Organizing club: ………………………………………………………………………………….. 

Contact person: …………………………………………………………………………................



 I.                 ANALYSIS, OPPORTUNITIES AND MAIN IDEA FOR THE PROJECT. 

1.     ANALYSIS OF THE PROBLEM WE WANT TO SOLVE 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………
……………………………………….…………….………………………………………………
………………………….…………….……………………………………………………………
………………… 
 

2.     OPPORTUNITIES 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………
……………………………………….…………….………………………………………………
………………………….…………….……………………………………………………………
………………… 
 

II.               HOW TO EXECUTE THE PROJECT 

1.         ACTION GROUP 

Determine what are the roles you would need for the specific project and assign the roles 
between the members of your club/s. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
……………………………………………………….……….…….………………………………
…………………………………………………………………………………………..………….
………………………………………………………………………….…………….……………



…..……………………………………………………….…………….……………………………
…………………………………………….…………….…………………………………………
………………………………… 
 

2.               DESCRIPTION OF THE PROJECT 

White an overview of the essence of the project. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….………………………………………………………….…………….………………
…………………………………………………………………………………………………….…
………….…………………………………………………………………………...………….…
……………………………………………………………………….…………….………………..
……………………………………………………….…………….………………………………
………………………………………….…………….……………………………………………
………………………………… 
 

3.               GOALS OF THE PROJECT 

List specific goals you aimed. Provide statistics, if you have them. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….…………………………….…………….……………………………
……………………………………………………….….…………………………………………
……………….…………….……………………………………………………………………….
…………….…………………………………………………………………………...………….
………………………………………………………………………….…………….……………
…..……………………………………………………….…………….……………………………
…………………………………………….…………….…………………………………………
………………………………… 
 

4.               TARGET AUDIENCE 

Who is the target group of the project that will benefit from the project and in what way? 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….



…………….……………………………………………………………………….…………….…
……………………………………………………………………………………….…………….
………………………………………………………………………………………...………….…
……………………………………………………………………….…………….………………..
……………………………………………………….…………….………………………………
………………………………………….…………….……………………………………………
………………………………… 
 

5.               ACTION PLAN & TIME FRAME 

Write down the estimated time you need for each step and the order of doing them. 

Example: 

TIME FRAME  

24-18 weeks before 

 

TASKS 

● Identify the event’s goals 
● Build a team and assign roles

…………………………………………
……………………………….…………
….………………………………………
……………………………….…………
….………………………………………
……………………………….…………
….………………………………………
………………………………….………
….….…………………………………
……………………….…………….…
…………………………………………
………………………….…………….
…………………………………………

…………………………………………
……….…………….…………………
…………………………………………
………………………...………….……
…………………………………………
………………………….…………….
………………..………………………
……………………………….…………
….………………………………………
………………………………….………
…….……………………………………
…………………………………………

 
 

Provide a brief description of each step of the project in a list. Specify the tricky parts of 
the project and where things might get hard. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….…………………………….…………….……………………………
……………………………………………………….….…………………………………………
……………….…………….……………………………………………………………………….
…………….…………………………………………………………………………...………….
………………………………………………………………………….…………….……………



…..……………………………………………………….…………….……………………………
…………………………………………….…………….…………………………………………
…………………………………… 

 

6.               RESOURCES 

What do we need to replicate the project in another country. Please specify if the 
resource was funded/provided by sponsors with a (S) in front of each item/service in the 
list. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………………………….……………
.……………………………………………………………………………………...………….…
……………………………………………………………………….…………….………………..
……………………………………………………….…………….………………………………
………………………………………….…………….……………………………………………
………………………………… 
 

7.               BUDGET 

Of course, that will vary depending on the country. Please roughly calculate the 
expenses in euros, so everyone can make an easy estimation about their specific 
market. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………
……………………………………….…………….………………………………………………
……………….…………….………………………………………………………………………
………………………………………….…………….……………………………………………
…………………………………  

 

 

 



8.               ORGANISERS OF THE PROJECT 
Provide contact info of your club/s and responsible rotaractors. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………
……….…………….………………………………………………………………………………
……………………………………………………….…………….………………………………
………………………………………….…………….……………………………………………
………………………………… 

 

9.               PARTICIPANTS 

Have you onboarded other clubs, organisations or volunteers? Share your experience. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………
……………………………………….…………….………………………………………………
………………………….…………….……………………………………………………………
………………………………………….…………….……………………………………………
………………………………… 

 

10.           SPONSORSHIP 

Specify what kind of companies have you contacted, which of them supported the project 
and in what way. 

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………



……………………………………….…………….………………………………………………
………………………….…………….…………………………………………………………… 

11.           MEDIA COVERAGE 

Do you have any paid or unpaid mentions in media? Add links to social media, websites, 
etc.  

………………………………………………………………………….…………….……………
………………………………………………………….…………….……………………………
………………………………………….…………….……………………………………………
…………………………….………….….………………………………………………………….
…………….……………………………………………………………………….…………….…
………………………………………………………………………...………….…………………
……………………………………………………….…………….………………..………………
……………………………………….…………….………………………………………………
………………………….…………….……………………………………………………………
………………………………………….…………….……………………………………………
…………………………………  

III.             RESULTS 
 
1.     RESULTS AND OVERVIEW 

Summarise the results and the effect of the project. What kind of difficulties have you 
faced, what you did well etc. 

………………………………………………………………………….…………….…………
…………………………………………………………….…………….………………………
……………………………………………….…………….……………………………………
…………………………………….………….….………………………………………………
………….…………….……………………………………………………………………….…
………….…………………………………………………………………………...………….
………………………………………………………………………….…………….…………
……..……………………………………………………….…………….……………………
…………………………………………………….…………….………………………………
……… 

2.     ADVICES 

What are the most crucial parts of the project that need special attention? 
………………………………………………………………………….…………….…………
…………………………………………………………….…………….………………………
……………………………………………….…………….……………………………………



…………………………………….………….….………………………………………………
………….…………….……………………………………………………………………….…
………….…………………………………………………………………………...………….
………………………………………………………………………….…………….…………
……..……………………………………………………….…………….……………………
…………………………………………………….…………….………………………………
……… 

3.     SUSTAINABILITY 

Is the project sustainable? What will change in the years? 

………………………………………………………………………….…………….…………
…………………………………………………………….…………….………………………
……………………………………………….…………….……………………………………
…………………………………….………….….………………………………………………
………….…………….……………………………………………………………………….…
………….…………………………………………………………………………...………….
………………………………………………………………………….…………….…………
……..……………………………………………………….…………….……………………
…………………………………………………….…………….………………………………
……… 

 


	Name of the project: Christmas For Ukrainian Kids
	Organizing club: Rotaract Riga Daugava
	Contact person: Kārlis Bankovičs
	1 1: Recognizing the significance of the Christmas season, especially in the eyes of children, this project is designed to create an unforgettable festive experience for Ukrainian kids who are refugees and now living in Latvia.Our Rotaract club aimed to not only share the joy and warmth of the Christmas season with these children but also foster a sense of community and solidarity.
	22: 
	44: 
	4: The goal was to provide Christmas feelings to as many kids as possible. The more money we fundraised, the more kids we could have in the event.
	5: The target audience was ~200 Ukrainian kids (this number is because of the capacity of the venue and money for the kid's personal gifts).
	523232323232: 
	7: 1. 6 weeks before2. 4 weeks before3. 2 weeks before4. 2 weeks before5. 1 week before6. 1 day before7. 1 day before8. Day of the event
	777: 1. Fundraising2. Plan the event program3. Set the date4. Gather a list of Ukrainians and invite them5. Buy all the gifts for three categories of kids (by age)6. Packing the gifts the day before the event7. Decorating the venue8. Team of members to volunteer during the event.
	333333: 1. Fundraising - it was a crucial part of the whole project. Without funding, we couldn`t make an event.2. Plan the event program - Cooperate with a partner organization to think of an entertaining program (one of the volunteers in the organization is a movie director thus planning was her strong side)3. Set the date (this was a bit tricky as there are so many events happening around Christmas time and I was travelling for New Year for 2 weeks. We made the event on the 14th of January)4. Gather a list of Ukrainians and invite them (Partner organization is the main point where Ukrainians go to collect donated goods, clothes, furniture for home etc. Thus they have a list of people to contact)5. Buy all the gifts for three categories of kids (by age) - it took us some time to figure out what gifts to buy and eventually split kids into three age groups. Buying in such big quantities the same gift was challenging.
	333333222: 6. Packing the gifts the day before the event (we were around 20 Rotaract/Interact members doing it so it went smoothly)7. Decorating the venue8. Team of members to volunteer during the event. (not an issue as all of the members wanted to help as much as they can)
	11111: - Fundraising money is crucial to make an event like this- Local partner, one of the organizations that are helping Ukrainians because they will have a potential list of participants.- Good contacts with various types of companies to make a deal with them to provide for example food and beverage for free- Team to execute the project- Volunteers- Location of the event. We were lucky to have Tavi Draugi as our partners as we could make an event in the warehouse where people are donating goods for Ukraine.
	222341: We fundraised 6`700 Euro during Independence Day Charity Ball so we had money for gifts, Santa Claus, a bubble machine, music, entertainment and lots of food.Santa Claus - 200 EuroLights/stereo - 500 Euro (the cost of transportation and work, rent was free of charge)Gifts (Teddy bears, candies, bubbles, gingerbread, board game - Uno) - 6000 Euro (for 200 kids)
	999: Rotaract Riga Daugavainstagram.com/rotaractdaugavarotaractdaugava@gmail.comKārlis Bankovičs+37129327314
	9990: Interact Riga helped as volunteers, the evening before to pack gifts for kids and during the day of the event to distribute gifts and play with kids. Organization Tavi Draugi was our partner. Since the day war started in Ukraine they opened a warehouse where people can donate food, clothes, furniture etc. Then with the help of volunteers, it got sorted, packed and delivered to Ukraine.www.tavidraugi.lv/en/
	13414: Food and beverage companies - providing free goodsStereo and light equipment - providing us with free sound and lights system
	134143333: 
	2343: Instagram reel:https://www.instagram.com/reel/CnmT1nUjP1zMedia article about this event:https://vs.lv/raksts/izklaide/2023/01/18/svnikolaja-dienu-jeb-ziemassvetkus-ukrainu-berni-nosvin-jestra-ballite-video
	45443: As a result, we managed to make an amazing Christmas event for ~200 kids and their families. The parents of the kids were grateful for our project as we could provide them with a real Christmas and make kids very happy.
	34324: We hope that by the next Christmas Ukrainians can go back to their homes and celebrate Christmas with their families. But if not we are planning to fundraise money for another Christmas event for kids.
	12313: It is very important to be highly motivated to make this event and selflessly help other people. Then you will have a desire to make a successful project. The crucial part is to have a good team with the right skillset and raise money.
	1231322: 
	3: - Active communication to get partners and sponsors- Reaching out to Ukrainian families and inviting them (partner organization did it)- Creative idea generation for decoration- Buying gifts (physically going tot buy them)- Volunteers during the event
	3111111111: 


