Activity Name: xyz
Activity Description:

Who is the recipient or audience? What is it? When and where does the activity occur?
· List details here.
Planning Details:
What tasks are required for preparation, setting up, and managing the activity?
Who does each task? Yourself or a team? Who can help (other parents, kids, coaches)? 

When each year should we start planning, requesting volunteers, and doing each task?

Where can one find existing supplies? Where could we rent or buy?

Share what we did and where, last year.
List your name and others who are knowledgeable or have helped in the past.

List any other helpful information, and contacts. For example, list the name and phone number of the person to call for Chick Fil A fund-raiser; or list all possible Banquet locations (with pros and cons) and contact information for reservations.
Activity Leader: 2011 <your name, email, phone>

· List details. Format into sections however it makes sense.
