Activity: _____________________________
Who is the event for? ___________________


Goals of the event (should be measureable, attainable, and achievable):

____________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________

Objectives of the event (should be measureable, attainable, and achievable):

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date: ______________________
Back-Up Date: ______________
Deadline for sign-ups: ___________

Location: ______________________________		(Confirmed/Unconfirmed)
Back-Up Location: _______________________

Proposed Start Time: _________________
Proposed End Time:  _________________

Lessons Learned from similar events:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Create a schedule for the event:
· Map out and plan from start time to end time

	Time
	Activity
	Location

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	










Budget:
[bookmark: _GoBack]
	Source
	Income
	Expenses
	Notes

	





	
	
	

	





	
	
	

	





	
	
	

	





	
	
	

	





	
	
	

	
Totals

	
	
	






The Plan:
· Date Presented to Advisory Council: __________________
· List the supplies needed
· Are any chapter members bringing anything?
· If so, list the member and what they’re bringing
· What’s the plan for communication? For advertising?
· Facebook posts?
· Tweets?
· Flyers?
· Radio?
· MA DeMolay Social Media?
· Newspaper?
· Email?
· Group text?


What are some possible roadblocks to success?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Is there anything else important about the event?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
