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Date: 26 June 2004

	Rotary Activities can be broadly divided into three groups: -

· District Activities

· Club or Local Activities

· Other Activities with special Rotary Links

4.1 District Activities

These include, but are not limited to, any activity that is controlled by a District Committee:- 

· International Student Exchange
· Australian-NZ Matched Student Exchange

· Ambassadorial Scholar Programme.

· District Conference

· GSE Teams, both inward and out.

· RYPEN

· RYLA

· Friendship Exchanges

4.2 Club Activities

These include all activities organised by Rotary Clubs that have little or no direct district involvement. Eg Fairs; Garage Sales; Fun Runs; Auctions.

Note however that in some part each activity will rely on the Rotary Insurance Scheme.

4.3 Other Activities

Yet to be defined, but may include such things as collecting money on behalf of the  Red Cross; tree planting on Mana Island; marshalling at a bike race.

4.4 Project/Activity Information sheet

See the next sheet

4.4 Project/Activity Information Sheet

       Starting point for all Projects/Activities

Rotary District 9940                 

PROJECT/ACTIVITY INFORMATION SHEET

Project Owners:………………………………………………………………………

Name of Project:………………………………………………………………………

Description of Project:………………………………………………………………

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

What are the dates or Timing of the Project.:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Where will the project take place:……………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Other Information or Comments:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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             4.5 Setting up a Project or Activity File
	Approved By
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	The following may assist Rotary members in setting up an Project/Activity file

Even though much of the work can be pc based, a hard copy file is essential for good project management.

Use an A4 hard backed folder with a set of say 10 dividers

Label Division 1 as the contents page, where you basically keep a list of all documents in the folder and their latest issue reference.

Division 2 This has information on the Activity, what it is, where it is located, and as much information about the project so that someone reading it would understand it.

See suggested format RM 003

Division 3 Keep in this section a full contact list of all the stakeholders.  Describe their relationship to the project, what arrangements are in place re payment or donations etc., or what care is needed or consideration is necessary.

See suggested format RM 004

Division 3 List here the specific outcomes that your committee or Rotary wants from the Activity.

This can be monetary, goodwill, friendship or anything else. It is the reason you are doing it in the first place.

See suggested format RM 005

Division 4 Keep the hard copy of you risk assessment pages here (RM 001)

Division 5 If you are going to use the ‘Risk Control Action Record’ (RM 002) keep copies of them in this division.

Division 6 Print off hard copies of the Likelihood and Consequence Tables and the Risk Matrix and keep here for quick reference.

Division 7 It may be appropriate to write a report on the activity when the project is complete or complete for that year.  Keep that in this folder, so full use can be made of the experience gained from the successful (or otherwise) completion of the project.

Use other divisions to keep any other relevant documents associated with the Activity / Project.


4.5.1      

Rotary District 9940
   Risk Management

   Risk Assessment  RM 001      










Version 5, 17 June 2004                        
Club/District Project


Project ……………………………………………………

Date ……………………………………………………..

                                                                                                                       L = Likelihood Rating       C = Consequence Rating

	Ref No
	Task
	Risk
	Potential Harm
	Risk Type

L      C
	Risk Level
	Method of Risk Management

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


4.5.2
Rotary District 9940

Risk Management

Risk Control Action Record 
RM 002








Version 5, 17 June 2004

TASK REF…………….

District Committee / Club………………………………………………. Project / Activity………………………………………….

Project Manager……………………………. Date……………………..

Insert task line from Risk Assessment Sheet for all High and Extreme Risks.(Use 1 Task per page and save under task ref no.)

	Ref no
	Task
	Risk
	Potential Harm
	Risk Type 

L        C
	Risk Level
	Method of Risk management

	
	
	
	
	
	
	
	


List Specific Action Steps taken (or to be taken) to reduce risk to acceptable level: -

	Ref No
	Action Steps
	Who by
	Comments

	1
	
	
	

	2
	
	
	

	3
	
	
	


Project / Activity Manager………………………… Date…………

Approved by …………………………………….. Date…………  Rotary Position…………………………………………

Review Date ………………….
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4.5.3 RM 003 Project/Activity Information sheet
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day

	Project Owners:………………………………………………………………………………………
Name of Project:………………………………………………………………………………………

Description of Project:………………………………………………………………………………..

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

What are the dates or timing of the Project.:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Where will the project take place:……………………………………………………

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

Other Information or Comments:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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4.5.4 RM 004 Project Stakeholders
	Approved By

Date

	Project Description: …………………………………………………………………
List ALL the stakeholders and describe their relationship to the project.

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

Who has overall responsibility?...............................................................................................................

Who will manage the project? …………………………………………………………………………

Who will help? .........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

RM 004 cont.
Who will benefit?  ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Who will be consulted? ……………………………………………………………………………………………………………………………………………………………………………………………………………………

Are Govt or Local Govt people involved?..............................................................................................

Who could be affected? …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………Who will   participate? ....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

…………………………………………………………………………………………………………..Keep contact details of all stakeholders.

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..…………………………………………………………………………….............................................................................                                                                    
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4.5.5 RM 005 Project Outcomes
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Date

	List the Outcomes required for the project to be a success: -

Primary reasons for carrying out the Project
…………………………………………………………………………………………………………………………………………………………………………………………………………………….
Also consider the following: -


Monetary


Personal Growth


Friendships


Community help


Goodwill


Fun and Fellowship


Membership growth


Recognition


etc 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………




_1152358486.bin

_1152358366.bin

