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Preplanning Check List (Put Dates When Completed)

. Publicity: Flyers Newsreleases Postcards
Posters Radio Television
Criudetins Arhcies
(attach contact and address, places, T.V. stations, radio
stations, newspapers, and example)




Facility Cost

Facility(s): Contract (attached)

Date due in office for printing

Program:
Content

Cover Artwork

EQUIPMENT NEEDS

In order to coordinate and utilize effectively all available resources,
please list all equipment and supplies (include awards, program, etc.) .
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SESSION/RESPONSIBILITY OUTLINE

Name Telephone
Address: City
Club:

Session/Responsibility: j%hﬂJcifz{S

Who Will Be Helping You? Responsibility Telephone
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In order to coordinate and utilize effectively all available resources, please

list equipment and supplies needed (please include projectors, filsm, food
items, and awards)
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Follow—UE (include date sent)

Thank You Notes (attach list)

Certificates and Awards /{«4 éﬂtﬂ [5 ol /21, b@dﬂS

(attach winners scores and awarrds; describe awards)

Sponsors (list name, address, item)
Program (attach copy)

Participants (attach sign-up sheet, if applicable)
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