CEC Activity and Event Planning Form [image: ]
	School Name:
	

	School Location:
	

	Activity/Event Information

	Activity Name: 
	   
	Date of Activity:
	

	Duration:
	
	   Location:
	

	Purpose of Activity:
	


	Description of Activity:
	



	Number of Expected Participants:
	 
  
	Expected Participants (please circle or tick): 
	· Parents
· Teachers
· Community Members
	· Students
· Out-of-school children
· Community leaders
	· Edu. Authority (please specify) _____________
· Other (please specify) ___________________

	Relevant Partners:
	

	Materials Needed:
	




	Tasks to be Completed: [list tasks to prepare for activity]
	Allocation of Tasks: [list persons responsible for each task]

	

	

	

	

	

	

	

	

	

	

	Advertising/Community Mobilisation Plan:
	



	Contingency Plan:

	



	Anticipated Budget:
	

	Date of Signature:
	
	Signature of CEC Representative:
	





[bookmark: _GoBack]
Verified by People in Need (signature): _______________________________________ Date: ______________________
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towards the eradication of poverty





