Virginia Athletic Trainers’ Association
	COMMITTEE/ GROUP/ REGION:	Comment by Jay Sedory: Committee/Group: 
The Committee or requesting party and region where party is located. 	Comment by Funkhouser Beth: These comments are designed to help you complete the proposal. Please let us know if you have any questions. vatacontact@gmail.com
	Executive Council
	Date: 

	 Title: 	Comment by Jay Sedory: Title: 
The title of the project you and the group will refer to in emails or Agenda items.

	ENCLOSURES:  	Comment by Jay Sedory: Enclosures: 
All of the necessary support documents in PROPER name.  If you had to search your computer, what is the file name? Is there website referenced?  Put it here.
                                             

	1.  Background:  	Comment by Jay Sedory: Background: 
Summary of the background information regarding project.  Previous events, problems, or changes that promoted the project.

	2.  Purpose 	Comment by Jay Sedory: Purpose: 
Simply “why” are we doing this.  Give justification for our actions in this project


	3.  EXECUTION:   

A. METHOD:	Comment by Jay Sedory: Method: 
Main bullet points on HOW the project will completed
 
· 

     B.  PROJECT DEVELOPMENT:	Comment by Jay Sedory: Project Development: There will ALWAYS be 3 phases.  Prep, execution, review.  Just like injury prevention programs.  

PHASE I (Preparation  Phase, [timetable]): 	Comment by Jay Sedory: PHASE I: 
Usually the longest section because everything is about planning.
Dates from the start of discussion to the day before “execution”

[bookmark: _GoBack]PHASE II (Execution Phase, [timetable]):  .	Comment by Jay Sedory: PHASE II: 
On the day or days, week, or month of implementation what will happen?  

PHASE III (Review Phase [timetable]):  	Comment by Jay Sedory: PHASE III:
 When will the project be reviewed?  Will we have a meeting or debrief? When will be re-evaluate this?
 
   C.  TASKS:	Comment by Jay Sedory: TASKS: 
This section notifies what everyone is responsible and needs to be held accountable.  Officers/Region Reps/Committees, etc

	Officers	Comment by Jay Sedory: Officers: 
What each group will be doing.  INSERT rows for additional committees or groups. This should always be present
	- President:

- President elect:

- Secretary: 

- Treasurer: 


	Region Representatives 	Comment by Jay Sedory: Region Representatives: 
If a specific region rep has a specific task, the add a separate row for them. 
This section will always be present
	-

	Constitution & By-Laws
	-

	GAC
	

	Membership
	

	Public Relations
	

	CUATC
	

	Scholarship
	

	Honors & Awards
	

	Student Affairs
	

	CEP
	

	Annual Meeting	Comment by Edward Sedory: You may delete rows if committee is NOT involved.
	

	COORDINATING INSTRUCTIONS:

TIMELINE:  	Comment by Jay Sedory: TIMELINCE: 
Main dates for completion.  Hard dates that must happen

5 MARCH 12: Submit request to Officers

7 MARCH 12: EC will discuss if changes are needed and proceed 

12 MARCH 12: President will assign members to task group

4 APRIL 12: Initial revisions submitted to EC

21 APRIL 12: Final recommendations submitted to EC

5 MAY 12: Project complete


	4.  FUNDING AND BUDGET:   This will be a zero cost and zero income project	Comment by Jay Sedory: Funding & Budget: 
Line items for cost or submit quote and type “refer to enclosure”


	5. PROJECT GROUP DETAILS: 	Comment by Jay Sedory: Project Group Details: 
What will the work group look like?  Who will be involved?  List by name.  Prefer to add phone numbers for reference.
Project leader must be listed as EC or Committee Chair or Committee member
A. Project leader:  Jay Sedory, President Elect, 434-262-6151 cell
B. Project group: 2 EC members, 2 regular members, 1 committee chair
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