
Sample Program Planning Worksheet 

 

Month: _______________ 

 
Program/Event User group Presenter Location Planned Date(s) Anticipated 

Attendance 

Actual 

Attendance 

 
 

      

 

 

      

 

 

      

 

 

      

 

 
Publicity / Promotion Plans 

 

 

 

Resource Materials Available or Needed 

 

 

 

Staffing or Volunteer support 

 

 

 

Collaborators / Partners 

 

 

 



 


