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Planning and Cooperation 

A successful activity requires careful planning and group cooperation. Use 
this form to outline the tasks which need to be performed and to delegate 
responsibilities to all those involved. This organizational tool should help make 
any activity a success. 

General Information 

*18 U.S.C. 707 

Name of Activity __________________________________________________________ 

Date _______________________________________ Time ________________________ 

Location __________________________________________________________________ 

Purpose or Objectives _____________________________________________________ 

Intended Audience ________________________________________________________ 

Planning Committee ______________________________________________________ 

Estimated Cost or Expense Involved ________________________________________ 

Visit our web site at: 
http://www.uaex.edu 

University of Arkansas, United States Department of Agriculture, and County Governments Cooperating 

http://www.uaex.edu


Specific Information 

Who Is When Will Task 
Task Responsible? Be Complete? 

Secure and prepare facilities. . . . . . . . . . . . . . . . . _______________________ ________________________ 

Develop budget. . . . . . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Contact resource people. . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Send invitations to special guests. . . . . . . . . . . . . _______________________ ________________________ 

Obtain equipment . . . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Provide food/refreshments. . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Provide door prizes . . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Provide transportation . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Obtain funding . . . . . . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Secure insurance coverage . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Publicize activity . . . . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Serve as host/hostess . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Arrange for printing (programs, agendas, etc.) . . _______________________ ________________________ 

Obtain awards and plan for recognition. . . . . . . . _______________________ ________________________ 

Coordinate clean-up. . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Write thank-you notes . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Evaluate the activity . . . . . . . . . . . . . . . . . . . . . . . _______________________ ________________________ 

Other: 

____________________________________ . . . . . . . _______________________ ________________________ 

____________________________________ . . . . . . . _______________________ ________________________ 

____________________________________ . . . . . . . _______________________ ________________________ 
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