Program Planning Action Guide

Use this worksheet to assist your group in planning an event. As you discuss each item, write down short notes about the event. Use the other side of the worksheet to assign tasks and deadlines.

	Event Name:


	Event Goal:

	Event Sponsors & Contributions:

1.

2.

3.

4.

	Event Budget:

	Event Date:


	Event Time:
	Event Location:

Reservation & Cost:

	Audio Visual Equipment & Costs:

1.

2.

3.

	Food Needs & Costs:

1.

2.

3.

	1. Speaker/Presenter Contact Information & Cost:


	2. Speaker/Presenter Contact Information & Cost:

	Information Needed for PSA, Ad, Story, Editorial, etc.:



	Publicity/Marketing Contacts:

Contact Name                Contact Phone/Fax         Contact Email                 Cost of Advertising

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	How attendees will evaluate the event:

1.

2.

3.

4. 
	How we will evaluate the event:

1.

2.

3.

4.


	Task
	Person Responsible
	Due Date
	Who To Contact: 

  Name                    Email                   Phone

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8. 
	
	
	
	
	

	9.
	
	
	
	
	


TASKS

