
Design Your Kick-off Event 
 

 
Writing down your ideas on paper will help you in planning and carrying out your plans.  
It is OK if they need to be changed later. 

 
Date of your event: 
 

Time of your event:    

Date to begin promoting your event: 

 
Materials needed:   

Description of activities:       

 
Members involved:       Responsibility: 

 

 
_______________________________  _____________________________ 
 
________________________________  _____________________________ 
 
________________________________  _____________________________ 
 
________________________________  _____________________________ 
 
________________________________  _____________________________ 
 
________________________________  _____________________________ 

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

You may add additional sheets if more space is needed. 


