                             GUIDELINES IN ACCOMPLISHING AWARD POINTS REPORT
                        Downloadable from District Website- www.3830rotary2008.org
A. Impotant dates to Remember:

1. Period covered by activities to be reported – July 1, 2008 to March 31, 2009

2. Deadline to submit Award Points Report   -     on or before April 5, 2009

3. Awards Night – May 30, 2009

B. Documents to be submitted :
1. Submit to your Assistant Governor - Hard copy of the Award Points Report including the supporting documents.

2. Email a soft copy of the Award Points Report – to the District Secretariat

& to the Chair of the Awards Committee:

COS Rachel Ocampo       - rachel_c_ocampo@yahoo.com
Sr. SAG Sally  Tongson     -sally.tongson@yahoo.com
C. How to fill up the Award Points Report

1. Report contains 5 pages in excel format.

2. In general,  the preparer of the report is asked  to type “1” if the club performed an activity, type “0” is there is no such activity. There are a number of activities where the preparer has to type in a number or a dollar value. 
For example,  how many club members attended the TRF dinner – in this particular case, the preparer is asked to type in a number.  Another example, is how much was contributed to the TRF (Annual Program Fund), the preparer should type in  the amount presumed to be in US $.

Please read carefully the form, a club can not be the main host and co-host at the same time of a particular activity.
Some columns have formulas, but the preparer just enters a number. 

3. The report automatically computes for the “Club Points Award”

4. The preparer of the report shall use only the column” Achievement Factor” where he types “1” or  “0” or a particular number/amount. In addition, the preparer also indicates the supporting document “  on the column “Proof Exhibit #”.
5. The exhibit no. Is the supporting document of the particular activity. For example, a club who indicates, he has inducted & paid for net 7 members should include as  the exhibit, the OR from RI.

6. The first 5 columns of the report are protected so that it can not be erased accidentally.

7. For purposes of determining the points for Child Mortality and Environment Projects, the following worksheets should be accomplished, prior to typing the numbers on the particular row for Child Mortality & Environment.

Appendix A   - Worksheet for Child Mortality with sample computation
Appendix B  - Worksheet for Environment with sample computation
Should the club have more than one Child Mortality Project, it should prepare separate worksheets.

8.  Shown in the following  are sample  Award Points Report by a mythical club including how the worksheets for Child Mortality and Environment.
Appendix C – sample Award Points Report

