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Event _____________________  

                     Date ________________________


	Done?
	Task

	

	
	Determine interest.  Is this a project that people will enjoy and will it be worth their time?

	

	
	Choose a date.  Check school, athletics, fine arts, and SAT calendars.  Confirm date with Mrs. Thrash.  _____________

	

	
	[bookmark: _GoBack]Secure Chaperone: Mrs. Thrash, a parent, Kiwanian or Faculty member.   ____________________________

	

	
	Make sign up sheet to post on Key Club Bulletin Board in the Key Club Suite.  Ask for name, locker number, if they need a ride, and their cell phone number in case of cancellation.

	

	
	Announce event in Morning Meeting.  Speak loud and clearly, giving all details of event, and where to sign-up.

	

	
	Secure Transportation.  You may need to reserve a mini-bus depending on project or location.

	 

	
	Day before check.  Announce one more time and see how many you have signed up.  Is this enough?  Do we need to cancel, promote a little more?

	

	
	Take attendance at event, give attendance to chaperone to register Community Service Hours.

	

	
	Write thank you notes to adults involved 

	

	
	Turn in this form to Mrs. Thrash with all boxes checked to show that you have successfully completed your event.
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