
CDF—Program Planning Worksheet 
Program Planners 
 

 

Program Title 
 
 

 

Program Goals 
What do you hope to 
achieve? 
 
 
 
 
 

 

Target Population 
 

 

Date, Time, Duration 
What else is happening on 
campus at this time? 
 
 

Date:                                        Time: 
 
 
Duration: 
 
 
Competing Campus Activities: 
 
 
 
 

Location 
Who confirmed your room 
reservation?  If outdoors, 
what is your rain location? 
 
 

 

Publicity 
Who is in charge of: Flyers, 
word of mouth, email, 
tabling, and banners?  
 
 
 
 

Flyers/Banners: 
 
 
 
Email/Phone Calls: 
 
 
 
Tabling (be sure to reserve tables!): 
 
 
 
 



 
Resources 
Include a detailed budget, 
staff help, campus contacts, 
materials, and supplies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Budget: 
 
 
 
 
 
Materials and Supplies: 
 
 
 
 
Staff Help / Campus Contacts: 

Co-Sponsorships 
Where else have you gone 
for money?  What other 
money do you have 
secured? 
 

 

Is the program 
Jewish? 
If so, how? 
 

 

Evaluating The 
Program 
How will you measure your 
success? 
 

 

Program Script 
Include a short narrative 
describing the program from 
start to finish. 
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