Leadership:  Planning Template
Date: _____________	Chair(s): ___________________________	Minutes: __________
Name of Event:  ______________________________________________________________
Purpose of Event:______________________________________________________________________
Date of Event: _______________________
Roles and Responsibilities
	Responsibility
	Who is responsible?
	Due date

	Create and keep track of “to do” list
	







	

	Communication (in preparation for event)
· Communicate to leadership committee
· Communicate to admin.
· Communicate to staff
· Communicate to parents


	







	

	Advertising (communication to students and community once event is planned)
· Flyers
· Posters
· Announcements
· Parent list serv (through office)
· Newsletter
· _________________

	









	

	To buy list / budget (and where is $ coming from?)




	









	

	Equipment needed





	










	


Event Feedback / Reflection
[image: ][image: ]STARS (What went well?) 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[image: ]WISHES (What needed improvement?) _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
[image: ]PEARLS OF WISDOM (What do we need to consider for next time?)
______________________________________________________________________________________________________________________________________________
[bookmark: _GoBack]____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[image: https://encrypted-tbn3.gstatic.com/images?q=tbn:ANd9GcQI7dzPnynAB-h8a870uSoGXiVzoTvb7iXwFQDKR-ZW8nbgr6qUquaNLlY]
Anything else?
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