
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: Santa Fun Run
	Organizing club: Rotaract Riga Daugava
	Contact person: Kārlis Bankovičs
	1 1: We want to have an open even that is generating a lot of fun and raising money for a good cause. Improve the public image of Rotaract and Rotary. Not many people know us so this is a great opportunity to show who we are to a broader society.
	22: This is a fantastic opportunity to shape Rotaract/Rotary public image we like. That we are open organization for everyone, we fundraise to help others and are not just a ''dinner club'' for old and rich people as this stereotype is widespread around Europe.
	44: Santa Fun Run is a Santa Claus run around the Old town of Riga. People buy tickets to participate in the 2km run and once they arrive in the main square of Riga on the day of the event they receive a Santa suit.After the run every participant receives a medal. Then we have DJs and a party for 2-3 hours.
	4: Goal was to fundraise at least 10`000 Euro, we got 14`300 Euro.
	5: Target audience is everyone who like to have fun and help others.
	523232323232: 
	7: 1. 13 weeks before2. 12 weeks before3. 12 weeks before4. 11 weeks before5. 11 weeks before6. 11 weeks before7. 10 weeks before8. 9 weeks before9. 4 weeks before
	777: 1. Building a team and assigning roles2. Booking the location3. Get the permission from the municipality4. Book the artists for musical performance5. Ticket sale platform6. Marketing and promo7. Look for sponsors8. Order the Santa suits9. Get the volunteers from Rotaract and Interact
	333333: 
	333333222: 
	11111: You need to find a location (the best is Christmas market), get the permission from municipality and Christmas market.We had some sponsors who donated money.
	222341: Santa suit per person (5-7 Euro)DJs - 300 EuroTent from which to hand out and sell the Santa suits - 100 EuroPhotographer/drone - 300 EuroWebsite maintenance - 200 Euro
	999: Rotaract Daugava ClubKārlis Bankovičs - Founding member and project leaderrotaractdaugava@gmail.cominstagram.com/rotaractdaugava
	9990: Rotaract Riga Daugava was making together this project with Rotary Riga International.Interact members as volunteers
	13414: ERGO - Insurance company (donated 2`000 Euro)SEB Bank (donated 2`000 Euro)
	134143333: 
	2343: 
	45443: We raised 14`300 Euro and donated it to the Ronald McDonald House Charities (they have a portable ''hospital'', are driving around the country side and helping poor families providing medical assistance and medicine free of charge)More than 500 people participated in the Santa Fun Run.We had around 1`000 participants before the Covid and now we are re-introducing back to the society.
	34324: This is a project we are doing once a year before Christmas time. After the first time you have made it, it is way easier to do it the next year because the strategy is known and the amount of contacts is multiplying.Event becomes more and more popular every year.
	12313: Find a great cause so people are interested to participate in the event.Partner up with Rotary so they can help you with connections in the city Hall to get the permissions.Get at least a dozen volunteers from Rotaract/Interact.
	1231322: 
	3: - Form a team- Marketing and PR expert- Connection with the municipality and the owner of Christmas Market- IT expert to develop the website and add the event to a ticket sales platform- Good contact with various singers and DJs- Broad list of contacts to get sponsors- Get the volunteers from Rotaract and Interact
	3111111111: 


