
Program Planning Sheet
	PROGRAM / ACTIVITY

	Objective of Program
	(increase membership/retain members/create revenue/theme/etc.

1. ________________________________________________

2. ________________________________________________

3. ________________________________________________



	Name of Program or Activity
	

	Location of Program
	

	Presenter
	

	Confirmed?  Contract Signed?
	     ⁯ YES          ⁯  NO

	Date of Program / Activity
	

	Length of Presentation
	

	# of Expected Attendees 
	Minimum Number of Attendees  __________;  

Maximum Number of Attendees  __________



	PROGRAM / PRESENTER NEEDS 

	AV Equipment
	     ⁯  Overhead for Transparencies
     ⁯  Projector

     ⁯ Microphone

     ⁯  Other  ___________________________________________

     ⁯  Other  ___________________________________________



	Books Available for Signing
	     ⁯ YES          ⁯  NO

Who is supplying Books (Author, Anderson’s, PS Associates, etc.)

Name / Contact  _______________________________________

Address  _____________________________________________

          ______________________________________________

Phone  _______________________________________________

Email  ________________________________________________



	Other
	


	MARKETING / PUBLIC RELATIONS

	Local Council Contact Information

(for Program / Presentation)
	Name  ________________________________________________
Email  ________________________________________________

Phone Number___________________________________________



	Marketing Description
	

	Marketing / Public Relations
	Internal (IRC Website, Newsletter, etc.)

	Dates
	Who 

	
	External (Local Newspaper, etc.)

	Dates
	

	Door Prizes
	

	Potential Problems / Concerns
	


	BUDGET


Revenue Projections

	
	# of Attendees
	Cost Per Attendee
	Total Revenue

	Members
	
	
	

	Student Members
	
	
	

	Non-Members
	
	
	

	TOTALS
	
	
	


Expense Projections

	
	Total Expense
	Detail Breakdown (example:  4 t-shirts @ $7.95 ea)

	Speaker or Presenter Fee
	
	

	Meals or Food
	
	

	Door Prizes
	
	

	Membership Prizes
	
	

	Other
	
	

	TOTALS
	
	


Total Revenue of $________ (minus) Total Expenses of $________=Net $__________ profit/loss (circle one)
	OTHER / SPECIAL NOTES

	











