[image: image1.jpg]Mohave
Community
College








Activity Worksheet (fill-able)
Title:       
Brief Description/Purpose:       
Day: 
       Date:      /     /     Time:  From  
       To       
Chairperson:        Volunteers:       
PrePlanning

Minimum of six week start-up 

Reserve room/s (facility set-up forms):       
Set Budget:  $       *Purchase requisition:         Petty Cash:       
Other clubs  participation:       
*Requires minimum two week turn around time.

Publicity

Who:  
     Type/s:  Posters         Flyers:        PSA’s:       
Press Release to (PIO/Marketing):         Event Photography:       
Guidelines:         Publicity budget:  $     
Decorations

Who:  
       Budget:         Deadlines:       
Utensils/supplies:       
Description of items:       
Refreshments

Who:  
       Budget:         Deadlines:       
Storage (before/after):        Storage:  
     
Description of items:       
Entertainment

Who:  
      *Contact:       
*Requires special handling. See Advisor

Evaluation

What worked:       
What didn’t:  
     
NOTE:  IF ACTIVITY IS A FUNDRAISER, COMPLETE REQUIRED FUNDRAISER APPROVAL FORM. ACITVITY MUST COMPLY WITH COLLEGE FUNDRAISING POLICY.

Budget


           Planned

           Actual

Publicity
     

     



Decorations
     

     



Refreshments
     

     



Entertainment
     

     



Prizes
     

     



Other
     

     



TOTAL COSTS 
     

     



Income

Ticket Sales
     
Donations
     
Other
     
Other
     
TOTAL INCOME 
     
TOTAL PROFIT (OR LOSS) FOR EVENT   
     
· Activity MUST BE APPROVED IN WRITING by the Club Advisor, Director of Student Services, Campus Dean, and Dean of Student Services.

· The club advisor will arrange for a formal accounting of funds to the business office.

· Any solicitation of prizes from vendors outside the college must be approved by the club advisor and accompanied by a letter signed by the Campus Dean.

NOTES:  
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