
Single Event Planning Questionnaire

Project Team Members, 

Use the attached LTTR Event Planning Questionnaire to help determine if a community event is a good candidate to add to the LTTR project, and to guide the logistics of getting LTTR participants involved.

LTTR 	Team Member: __________________________________		
Event Contact Person: __________________________________
Contact’s Address: _____________________________________
Work Phone: ____________ Cell Phone: ___________________
Sponsoring organization: _______________________________
Event Name: _________________________________________
Event Date/Time: _____________________________________
Brief description of event: ______________________________
____________________________________________________
____________________________________________________
# of LTTR participants that can be accommodated: ___________		
What will LTTR participant(s) do @ the event? _____________
____________________________________________________	
____________________________________________________
Describe any preparation required of the LTTR participant(s)
____________________________________________________
____________________________________________________
Meeting place and time: ________________________________
Directions to Site: _____________________________________
____________________________________________________
Pick-up place and time: ________________________________
Parent/chaperone:  	⁬ required   ⁬ optional
LTTR staff required: 	⁬ required   ⁬ optional
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LTTR Equipment Needed:
⁬ Audio deck	⁬ GPS	unit   ⁬ Video cam  ⁬ Digital cam ⁬ Para. mic
Brown bag OR lunch $$ needed? _________________________
Liability release required?  Y   N 
Who provides? __________________________________
Special clothing/equipment required? ______________________

Which LTTR criteria apply?		

⁬ Age appropriate (11-17)	⁬ Out of school time
⁬ Builds coalition with other organization
⁬ PR opportunity for recruiting volunteers
⁬ Event will draw publicity for community awareness
⁬ Data collection for: ⁬ web ⁬ radio ⁬ exhibit
⁬ Staff available, if required: ____________________________
⁬ Requested equipment is available
⁬ Project objective(s) met by event: _______________________
____________________________________________________
____________________________________________________
⁬ E-mail notification on:  _________     ⁬ Calls made on: _________
⁬ Go for it!	⁬ Do it, but modified as noted	⁬ Turn it down
Date of decision: ___________	LIAA staff initials: ____________
List LTTR team members/youth who participate in event:
________________________________________________________
________________________________________________________
________________________________________________________

Notes/Follow-up: 
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