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FORM A- ACTIVITY PLANNING SHEET 
 

The following items should be listed in your activity planning sheet: 
 

Activity Goal 
 Meeting 

Date(s) 
 

Fundraising Goal 
 
 

Time/Place 
 

 

DESCRIPTION OF THE EVENT REQUIRED MATERIALS 

   

 

 

What tasks need to be 
done? 

 
Who is responsible for the 

task? 
 

When will the task be 
completed? 

 
Was the task 
completed? 
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