
PROJECT REPORT 
 
PROJECT:        TOTAL RECEIPTS:        
 
PERSON IN CHARGE:       TOTAL EXPENSES:     
 
DATE OF PROJECT:       PROFIT:      
 
CLUB PARTICIPANTS:  Remember to include planning, set up, event, clean up, and follow up hours 
for each member serving on the committee or at the event.  Write on back or attach sheet as 
needed.  Note non-members attending or participating on the back. 

NAME HOURS NAME HOURS 

    

    

    

    

 
RECEIPTS:  Itemize a list below all sources of cash received, such as ticket sales, raffle, cash 
donations, etc.  Attach any related tracking paperwork.  Name & address of those making large cash 
donations should be attached for the purpose of sending thank you notes. 

SOURCE AMOUNT SOURCE AMOUNT 

    

    

    

    

 
IN KIND DONATIONS:  List all items such as paper products, food, prize items, printed materials, 
and other goods donated for this project.  Note the name, address, phone # for any donor so a 
thank you may be sent and to assist the next time this project is undertaken. 

ITEM DONATED SOURCE VALUE 

   

   

   

   

 
EXPENSES:  Itemize a list of the items purchased in support of the project.  Budget, any ledger 
sheets kept for this project, and photocopy of receipts should be attached.  Original receipts are 
given to the Treasurer for reimbursement. 

ITEM PURCHASED SOURCE COST 
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CONTACTS: (List of who assisted with project, Hall rental, caterer, newspaper, etc.)  List names, 
phone numbers, websites, email, etc. 
 
 
 
 
 

PROJECT NARRATIVE:  


