[image: image1.jpg]






Teacher Resource 6

Co Constructed Event Planning Template – SAMPLE
	Name of event – What (Coffee House, Art Show, Benefit Concert, Senior Recital, Arts Awareness....)
	

	Date of event
	

	Time of event
	

	Location
	

	Event Coordinator/Contact Person(s)


	

	Message –What do you want to say to the target audience?

What do you want them to know/do?
	

	Objectives – Why – Be clear about what you hope to achieve at this event.
	

	Description of Event – What will take place and why?
	

	Risk Assessment – Identify risks and develop strategies to minimize risks
	

	Evaluation Criteria

What were our aims/objectives?
Did we achieve what we set out to do?

Did it come in on budget?

How do we measure effectiveness?

What tools do we use to measure our success?
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