EWB Workplace Campaign Event Planning Template
September 2009


1.0 “Event Name”
1.1 Event Description

Type:

Duration:
Location:
Date:
Time:

Write a brief one or two sentence description of the event. 
1.2 Event Steps

1. List the steps necessary to prepare for the event, to run the event, and to conclude/wrap-up the event.
1.3 Timeline

	Step
	Date
	Complete?

	Assign a completion date for each step
	
	

	
	
	

	
	
	

	
	
	


1.4 Responsible Persons

· Specify who is responsible for completing each event step
1.5 Resources Required
· Prep:

· Implementation:

· Wrap-up
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