Project Plan of Action

	Clear It:  

In charge: _______________________

____   school calendar

____   major events calendar

____   room request

____   custodial services
	Publicize It:

In charge: _______________________

____   posters

____   newsletters

____   faculty announcements

____   special promos

	Get the Equipment: 

In charge: _______________________

____   chairs

____   tables

____   flags

____   P.A. System

____   lights

____   podium

____   cash box

____   tickets

____   props
	Workers:

In charge: _______________________

____   ticket takers

____   judges

____   transportation for guests

____   pick up need items

____   set it up

____   sell it

____   count it

	Clean up:

In charge: _______________________

____   pick up

____   take down

____   erase

____   throw away

____   make clean
	Give Awards: 

In charge: _______________________

____   thank you notes

____   prizes

____   special recognition awards




If you have any questions, contact the project chairperson:

Name:

Phone:

Cell Phone:

E-mail:

What other things must be done?

Event:  _________________________  Responsible: _________________________

Event:  _________________________  Responsible: _________________________

Event:  _________________________  Responsible: _________________________

Event:  _________________________  Responsible:  _________________________

