GET WITH THE PROGRAM!
PROGRAM CHECKLIST

Program name




Date _______ Day of the Week ________
Planned By:





  Start Time __:__  End Time __:__

Location
 Details:



               
*Room requests, set-ups or equipment needs must be specified
If other than Hillel, have you reserved  the space?                       

 

Describe Program Activity:

Who is the target audience?  

What is your ideal number of students who will attend this event?

How will you try to get them there?






Note:  Creating a committee serves 2 important purposes:

1. YOU don’t have to do all the work yourself!  That makes it more FUN and you don’t get burned out!
2. You get more people INVOLVED!  They feel useful, have FUN and want to come back again!

Do you have a committee?
Who is on your committee?

Are you expecting Hillel staff at your event?  If so, who and what do you want their role to be?
Transportation (if necessary):
Food Needed?


____No


____Yes  What    


      








_____________________


               _____________________
Who’s Responsible for purchasing it? 

Who will set up and clean up?

Supplies?


____No


____Yes  List Here


Who’s Responsible?



Cost to Attend = $____

Who will collect money?








Describe arrangements for:


cash box











change











table and people to work it











[see other side]

Budget?

Please indicate all expenses for this program and any sources of income.  (indicate whether funding will be from Student Service Fees, Hillel, or some other source)  

Estimate of people attending = #____

Minimum # of people needed to break even= #

RSVP Required: 
      yes          by 

 date

                            ___ no

NOTE:   choose 1 of the following:

Program will be canceled by 
 date if ____# of participants have not RSVP’ed and paid

The Student Board has voted to cover the costs of this program regardless of the # of participants

Publicity?



____Phone Calls



Who?



When?




____Flyers 



Who will make the flyers?






Who will put them up?


   

Where?  _______________   When?  ___________________

Be as specific as possible about any of the methods below in terms of who will make the

ads, send notices, or create the publicity material.  Do not just expect it to get done.  You

will have to initiate whatever it is  you want to  happen and then follow through to make 

sure it happens.

____  Sidewalk chalking

____  MN Daily ad

____  Facebook ads

____  In the Hillel Calendar

____  On the Hillel Website

_____ In the weekly Hillel e-mail

_____ Other
What do you need help with?  Talk to Michael, the Hillel Student Board Vice-President or Andrea for anything you can’t figure out by yourself.  We are here to help you!
 Have a great program!

