PROGRAMME PLANNING SHEET

(Activities off the Club Premises)

Activity:




Club Section (Age, Group):

Venue:




Organising Team:







(Leaders, Members)

Date:

	KEY TASKS
	PERSON(s) RESPONSIBLE
	COMPLETED

	1.
	Insurance Check
	
	

	2.
	Costings (Admission Fees, Travel, etc)
	
	

	3.
	Booking Venue
	
	

	4.
	Arranging Transport
	
	

	5.
	Pre-Meeting with Members
	
	

	6.
	Parental Consent Forms (required)
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Duties During the Activity

	Task
	Person Responsible

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


