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	PACK 811 EVENT PLANNING INFORMATION

Event Name Here

Submitted by:
Your Name Here     January 1, 1910



	
	


I. Basic Description of Event:
     
     

II. Venue/ Location:
     
  

III. Usual Date/Timeframe of Event:
     

IV. Special Facilities / Equipment Needed:
 i.e.  Pinewood Derby Track, Rain Gutters, etc
  

V. “Common” Facilities /Equipment / supplies Needed:
i.e.  tables & chairs, decorations, etc. 
 
VI. Vendors and Outside Resources Required: 
purchases, freebies donated, help from Boy Scouts, etc
 

VII. Approximate Budget:

     


VIII. Food:

a. Provided by Pack:
     


b. Provided by Families:
     

IX. Planning Schedule and Tasks:   
	Days before Event
	Tasks

	60
	     

	40
	     

	20
	     

	10
	     

	5
	     

	3
	     

	2
	     

	1
	     

	Day of event setup
	     



X. Activities During the Event:

     
XI. Recommended Parent / Volunteer Jobs:
     
 

XII. Lessons Learned from Previous Event
a.  Most Recent Date Held:         


b.  Approximate Number of Scouts participating :        


c.  Approximate Number of Parents/Siblings attending:       


d.  Things that worked well, recommend doing again:
     
 

e. Problems, recommend doing differently next time:
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