Planning Phase 2
[Insert EVENT TITLE here]


	PLAN OUTLINE

	Timeframe

	Completion date:



	Length of operation:



	Target population

	Population/area to reach:



	Language(s):



	Demographics:



	Cultural issues:



	Logistics Involved

	Facility details (site visit, access, hours):



	Transport (vehicles, drivers, parking permits, routes):



	Food (vendors and orders):



	Equipment (e.g. AV, tables):


	Material (development, distribution):



	Printing (time, costs, process, vendor):



	Other Than Personnel Services (OTPS) requests:



	MOUs on access, pre-visit, custodian, security:



	Reverse Logistics:



	Staffing

	Staffing Policies:



	Staff Requests with days, hours/day, necessary skills, reporting structure:


	Payroll set-up:



	ConRef number:



	Training:



	Safety:



	Cancellations:



	Dismissals:



	Surge staff:



	Demobilization Notice:



	Finance

	Consult with Finance to secure funding:



	Projections and budgeting:



	Estimated cost of personnel and other-than-personnel services:



	System for tracking expenses:



	ConRef Number:


	Payroll Set-up:



	Invoice Tracking:



	Security

	Agency Police:



	Police Department:



	Building Operations:



	Building personnel:



	Fire Warden:



	Evaluation Method:
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