[image: image1.jpg]¥ 2™\, phone: 510.533.5989
. . . . /
Community Transformation Through Creative Education espds égjgwww.oaklandleaf.org
PR

9 Office: 1434 34th Avenue, Suite 1 Oakland, CA 94601

Mail: PO Box 7256  Oakland, CA 94601 fax: 510.533.8825





Oakland Event Proposal Form

Today’s date: _____________

Employee Name: ______________________________.

Department: ______________________________.

Title of event:

Event description and goals of the event:

Purposed Date of event and running time:

Please list resources needed for event by writing support needed and please be specific to what is needed or if already obtained please list information next to each category:

Venue:

Sound and stage equipment:

Pre-sale tickets:

Vending:

Support with obtaining Special Performing artist:

Promotion Support:

Roles chart 

(This chart is to identify specific task that need be accomplished as well as who is going to be responsible for completing the task and deadline for completion of each task.)

	What
	Who
	When

	
	
	


Reflection (post event)

Reflection date: __________

Reflection Participants:  

*Note; please quote reflection participants, so all stakeholders viewpoints are identified in their role in the event.

How was the experience of the event? Was it fun, did any thing go wrong, etc?

Out of the goals that were set what was accomplished and what was altered or not achieved?

Reflecting on the event coordinator’s role:

	What was done well?
	What do you feel can be done better?

	
	


Employee Signature: ______________________

Event Coordinator Approval: __________________________

My goal as Event Coordinator is to best support every event in the Oakland leaf community to the best of my abilities. I hope this tightens our order of operations and keeps the community in better communication. Event Proposal forms can be Dropped off at the leaf office or emailed back to me @ djtwelvz@yahoo.com.

 Thank you, Clemente Peña Event Coordinator.
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