Special Event Worksheet

1) What is the purpose of event?

2) What is the goal of event?

3) Who is my targeted audience?

4) What resources are readily available?

5) Who do I know that has special skills that might be willing to volunteer time or assist in planning the event? (list both name and skill)

6) What type of event?

7) Theme ideas?

8) Budget items? (list major expenses and income, donations)
9) Tentative timeline and major responsibilities to pull off event.

10) List any potential logistics issues.
11) How will event be evaluated?

12) How will we follow-up after event? 

