Content of a Project File

1.
All files should contain a Table of Contents which serves as an easy reference for the read to grasp instantly what is contained in the project file.

2.
An ideal Table of Contents is indicated below for your reference. This might vary according to the size of the project.

Table of Contents

Chairman’s Report

Administration

a.
Organization Chart

b.
Minutes and Agendas of meetings

c.
Evaluation

Survey and Analysis

a.
People Contacted and their Comments

b.
Reference materials on the Subject

c.
Press Cuttings

Planning

a.
Work Plan

b.
Proposed Time Schedule

c.
Job Description

d.
Originality

Execution

a.
Correspondence with Outsiders

b.
Correspondence with Jaycees/Jayceettes

Finance

a.
Statement of Account

b.
List of Sponsors

c.
Proposed Budget

Publicity and Promotion

a.
Press Releases (before and after the occasion)

b.
Invitation Letters to Press/Radio/TV Stations

c.
Promotional Radio Interview and Broadcast (enclose tape)

d.
Project circulars/posters

Participation

a.
By LOM members (list out)

b.
By Outsiders (list out)

c.
Government Officials 

Photos

Dividers made of hard cardboard should be used for easy reference.  Type in block letters the subject of each column, e.g.

-
Table of Contents

-
Chairman’s Report

-
Administration

-
Organization Chart

- 
Minutes and Agendas of Meetings, etc.
If possible, it’s best if softcopies of all the files can be recorded on CD Rom for future reference. 

