
2018 Leadership Activity Planning Guide

Name(s) of organizers:		___________________________________
Idea for activity: 			___________________________________
Date(s) of activity:			___________________________________
Staff Sponsor:				___________________________________

1) Date: (check the school calendar for conflicts and get your staff sponsor to sign below to verify the date is available)

	Signature from staff sponsor to verify date:______________________________


 
2) Location info. (In school?  In community? Need to book space?):
Where is the event to take place: _________________________________________________________________________________________
Who do you need to see to book the space used (gym/theatre/public park…) _________________________________________________________________________________________
 
	Signature from staff sponsor to verify location:____________________________


 
3)  # of student helpers needed: ________
Who will you use as student helpers? (ex. Leadership students, friends, Flex…) 
__________________________________________________________________________________________
How will you recruit your helpers? (ex. Leadership meeting, social media…)
_________________________________________________________________________________________ 
4) Equipment/supplies needed:
__________________________________________________________________________________________





[bookmark: _GoBack]
5)  Budget: 
Cost breakdown (approximate cost per item, attach a separate cost breakdown sheet if more space is needed)
	Item
	Approximate cost

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


Approximate total cost of activity: ____________
Need $ from Leadership?  Yes ____   No ____

	Signature from staff sponsor to verify budget:___________________


 
6) Promotional Plan:
Date for START of promotion____________
How promotion will happen (announcements, posters, social media…): 
__________________________________________________________________________________________
Target audience (In school or entire community?  Specific grade/group?)
__________________________________________________________________________________________ 

	
Signature from staff sponsor to verify promotions:_______________



7) Is Administration Approval required?
If your teacher sponsor suggests it, you must check in with Mr. Aerts, Mrs. Brown, or Mrs. Braun and get them to sign this sheet.
Admin approval needed?  YES______      NO______
	Signature from administration: __________________________ Date: _______________



