ROTARY CLUB OF NORTHLAKES TOUKLEY – ACTIVITY PLANNER 


ROTARY CLUB OF NORTHLAKES TOUKLEY –ACTIVITY PLANNER
Project /Activity  Name

________________________________________
Activity Organiser 

            ________________________________________

Avenue of Service


________________________________________

Proposed Date


________________________________________
Proposed Venue


________________________________________

Brief Description 
                       ___ _____________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Key People Involved & their Roles
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Key Resources /Special requirements (e.g. trophies , certificates ,projector etc )
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Draft Budget for Activity /Event

Estimated Income 

Details 






        Amount  

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Estimated Expenses
Details







Amount

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Official Invitees  - Contact Details  

Name 


Address


Email

Ph/Mobile

 __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ACTIVITY CHECKLIST 







Yes/No
    

Details

Activity / budget approved by Board
   ______________________________
Date of Activity Confirmed

 _______________________________

Venue Confirmed 



_______________________________

Special Guest List mailed out

_______________________________

Resource Items Ordered 

Item____________________     _______________________________
________________________     _______________________________


________________________     _______________________________
________________________     _______________________________
________________________     _______________________________
Additional Planning Notes

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ACTIVITY DE-DEBRIEF

Name of Activity


   _____________________________________

Activity Organiser


   _____________________________________
Net Funds Raised


   _____________________________________
Was venue suitable ?

   _____________________________________
Were meals acceptable?

   _____________________________________
Were target numbers achieved?_____________________________________
Was activity worthwhile ?            ________________________________________
___________________________________________________________________

___________________________________________________________________

Organiser / Committee recommend –

a) Continue this event

___________
b) Not continue this event       ___________
Notes for next year’s committee  
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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