21st Century Family Night Celebration
Planning Worksheet
	Date of Event
	
	Time
	

	Location/Rooms
	

	Refreshments to be Served
	

	

	Details of Event
	Date Completed
	Completed by Whom
	Notes

	Planning Meeting
	
	
	

	Notify Staff
	
	
	

	Notify Custodial
	
	
	

	Advertising suggestions:   Morning Announcements, Media, etc
	
	
	

	Design Fliers
	
	
	

	Distribute Fliers
	
	
	

	POs for Refreshments
	
	
	

	Refreshments Purchased
	
	
	

	Invitations suggested to: Community members, School Board Members, legislators, anyone who supported your program, etc
	
	
	

	Other:
	
	
	

	Other:
	
	
	

	Other: 
	
	
	


