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Project Work Plan 

 Event Name:							Today’s Date:		 Event Date: 		 
 Club/Organization: 												
 Project Manager Name:				 Email:				Phone #:			

1. Use the Project Plan as a Template for planning and conducting a successful event. 
2. Submit Project Work Plan to SALP three weeks for assistance in executing event.  
3. Keep a copy for your organizations records.

Part I: What Forms Do You Need? 
1. Using a classroom or other space on campus? Fill out a Facility Use Application 
2. Doing a fundraiser? Fill out a Fundraising Request Form (2 week notice minimum required)
3. Collecting money? Turn in a GHC Activity Deposit Form to Business Office at end of day 
4. Does your event involve food? One Food Handlers Permit required at duration of event 
5. Going off campus? Fill out a Request for Advance Approval of Travel, and Cash Advance for Student Activities Travel form (not included in Project Work Plan packet) 
6. Recommended For All Events: Fill out an Event Wrap-Up and Debriefing worksheet 

Part II: Tasks to be Completed & Date Due 

	Week
	Tasks to be completed:
	Due Date
	Team Member
	Date Completed

	
	Task 1: Event/Agenda Schedule Tentatively Finalized 
	
	
	

	
	
	
	
	


	
	Task 2:
	
	
	

	
	
	
	
	

	
	Task 3: Meet with group To Approve Project Plan 
	
	
	

	
	     Fundraising Request Form (2 weeks notice)
	
	
	

	
	    Request for Advance Approval of Travel Form
	
	
	

	
	    Cash Advance for Student Activities Travel Form
	
	
	

	
	Task 4: Fundraising Goals & Budget Allocation Set
	
	
	

	
	
	
	
	

	
	Task 5: On Campus Location Secured 
	
	
	

	
	     Facility Use Application Form 
	
	
	

	
	     Food Handlers & Temporary Food Service Permit 
	
	
	

	
	Task 6: 
	
	
	

	
	
	
	
	

	
	Task 7:  Equipment, Materials, Supplies & Resources 
	
	
	

	
	
	
	
	

	
	Task 8: Advertising Design 
	
	
	

	
	
	
	
	

	
	Task 9: Posting Misc. Advertising 
	
	
	

	
	
	
	
	

	
	Task 10: Arrange Volunteers for Duration of Event 
	
	
	

	
	
	
	
	

	
	Task 11: 
	
	
	

	
	
	
	
	

	
	Task 12: Event 
	
	
	

	
	
	
	
	

	
	Task 13: Event Wrap-Up & Debriefing 
	
	
	


Part III: Backwards Plan 
	
	Week 1 
	Week 2 
	Week 3 
	Week 4 
	Day of Event

	Logistics
	



	
	
	
	

	Publicity 
	



	
	
	
	

	Hospitality 
	



	
	
	
	

	
	



	
	
	
	

	
	



	
	
	
	





Part III: Day of Event  
	Time
	Name
	Phone
	Email

	



	

	
	

	

 

	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	



Part IV: Project Sign-off: 
1. Project manager  		___________________________________ 	date: _____________     
2. Advisor 			___________________________________  date: _____________      
4. Student Activates Coor.  	___________________________________	date: _____________ 	
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