EVENT PLANNING WORKSHEET

PRIMARY EVENT INFORMATION

❒ ASB Event
   ❒ Fund Raising Event       ❒ Leadership Event      ❒ Other ____________

	Chairperson:  

Contact Number:
E-Mail Address:
	Asst. Chairperson:
Contact Information:
E-mail Address:


	Activity or Event:

Event Date:
	Objective for Having Event:


	Event Location:
	Event Time:



	Approved By:

Approval Date:


	Other Information:




OTHER APPOINTED COMMITTEE MEMBERS & DIRECTORS 

	Name
	Title or 

Assigned Area
	Contact Number
	E-Mail Address

	
	Event Planner
	
	

	
	Publicity (Flyers/invitations..)
	
	

	
	Equipment Setup
	
	

	
	Signage
	
	

	
	Pre-Cleaning
Post-Cleanup
	
	

	
	Setup (Tables/Chairs..)
	
	

	
	Music
	
	

	
	Podiums/Microphone
	
	

	
	Stage
	
	

	
	Parking & Safety
	
	

	
	Food & Beverage
	
	

	
	Hospitality
	
	

	
	Volunteers
	
	

	
	Photography
	
	


PRELIMINARY PROJECTED  BUDGET (Detailed Budget to follow-See attached)
	Income from Sales, Receipts, etc. - Estimated
	

	Incoming Donations, Estimated
	

	Subtotal
	

	Estimated Expenses


	              (                            )

	DIFFERENCE

FUNDS RAISED OR 

(NET COST TO HOLD EVENT)
	            $


ADDITIONAL INFORMATION: 
❒ Date available on School Calendar
❒ Leadership Committee Addressed
❒ Favorable Vote  ❒ Unfavorable vote 
❒ Received Staff Input 
❒ Favorable 
❒ Unfavorable 

❒ Chairperson Named
❒  Assistant Chairperson Named
❒ Approval received from Mr. Chan or Mr. Herrera (circle one)
❒ Green Dot Approval Required ❒ Not Required

❒ Green Dot Approval Received ❒ Not Received    ❒ Pending
❒ Preliminary Budget Submitted 

❒ Detailed Budget Submitted

Date Submitted:
________________
❒ Funds Required from “Friends of Animo” $__________  From Other Sources $________
❒  Assistance from Committee Chairpersons confirmed
❒ Social Events Committee  ❒ Volunteer Committee   ❒ Marketing/Publicity 
❒ Letters/Flyers to Parents Needed-English

Date Needed:_________________
❒ Letters/Flyers to Parents Needed-Spanish   

Date Needed:_________________
❒ RSVP or Tear-Off Response Slip needed
❒ Parental Permission Slips Needed
❒ Special Advertising Needed ________________________________________________ 

❒ Special Equipment Needed ________________________________________________
❒ Special Signage Needed __________________________________________________
❒ Other ___________________________________________________________
❒ Other ___________________________________________________________
❒ Other ___________________________________________________________
NOTES

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
