







Year____________

Activity Planning Report

To be completed upon completion of an event.  Return to the Extension Office within 30 days.  This report will be used by future committees to plan future events.

Name of person submitting report:________________________________________

Name of activity/event:_________________________________________________

Date of the event:___________________  Number of planning meetings held:_____

Approximate start date for planning:_______________

List tasks completed to prepare for the event:

List tasks carried out at event:

List tasks carried out after event:

What problems, if any, did you encounter in coordinating and carrying out this event?

What suggestions would you offer for improvements in the future?

