PROGRAM PLANNING ANALYSIS

CHECKLIST

In order to facilitate efficient programs by indi-
viduals and organlzatlons, this worksheet was de-

signed.

Its purpose is to provide an itemized thought-

starting process and procedure as to WHAT may need to

be done.

HOW a particular factor is to to be accomplished

is another matter that involves either the particular
individual or group's ingenuity and judgment and the

seeking of adequate advisement.

ORGANIZATION

£ 7 Program Content-0bjective
£~ 7 Program Arrangement
-Master of Ceremonies
-Main Event
-Confirmation
£ Level of Support Needed for Program
/—7 Labor (Number of persons, number
of hours)
-Skilled
-Unskilled
-Committees, Sub-committees
-Chairperson, Sub-chairperson
~General Availability, Sources
/7 Planning
-Time-line Planning
-Alternate Planning
-Equipment
~Programming
-Location
Z—7 Testing
~-Equipment
-Setting
~Program
/—7 Record-keeping
/7 Cancellation of Procedure
-Deadlines
-Amount of Notice
-Who and how to contact

/7Evaluation

FUNDING

/7 Source of Income
Z/—7 Itemized Budget

/7 Petty Cash
/r—j7 Reserve

SCHEDULING

Indoor/Outdoor Location
Capacity

Date/Time

Scheduling Conflicts
Resolution of Scheduling Conflicts
Clean up, Trash Cans
Contract

Travel Request

Medical Release
Administrative Approval
Food Service Policy
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SUPPLIES - EQUIPMENT

L7 Chairs

/7 Tables

/7 Food Products
Utensils

Risers

Rental Equipment
7 Tools

/—7 Back-up Equipment
/7 Audio-Visual Equipment
-Microphones
-Speakers
-Projectory

-Tape Recorders
Lighting & Power
-Electrical Outlets
-Extension Cords
~Type of Lights
~Timing Adjustments
~Effect

-Distance
-Generator Sound
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CONDITIONS /7 Check Preparation
-Before Event

/7 Weather -After Event
£~/ Lawn Watering Schedule z::7C?eck ?ayment
Z—/7 Lawn Cutting Schedule Pmmeg%ii?ly after event
Traffi -Par billing
2= r vaktic ios
Z7 Clean-up Committee
OTHER ARRANGEMENTS L7 Gift for Guest
/~—7 Thank you Notes, Acknowledgments,
¥ aav 4 Parking Needs Certificates, Trophies
-Directional Signs
-Reserve Spaces MISCELLANEOUS CHECKLIST

~Bus Parking
-Special Arrangements
Publicity
-Provide media with sufficient
lead time
-Printed program (and distribution)
-Posters, fliers and banners
-Post Publicity
Police-Fire-Security Protection
Restroom Facilities
Food Servers and Preparers
Refreshments for Guests
Delivery of Food, Refreshments
Safety Checks
-Inspection
-Nearest Phone/emergency
-Who to Call/emergency
Honorary Guests
City, County, State Permit
Invitations
Keys
Bouncers
Insurance
Vehicles
Reporters & Photographers
Dressing Rooms
Cloak Room
/~7 Technicians
/-7 Overnight Storage of Money
/—7 Groundskeeping
~Special Permission to use
-Trash Can Delivery
-Trash Pick-up
Decorations
L7 Tickets
-Printing
-Ticket Taking
Special Needs (doctor, nurse,
crowd control, animal handlers,
feed)
Donations (letter of value - tax
deduction)
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