4-H Event Coordinator:

Thank you for taking on the responsibility of organizing this important 4-H event.  The following is a checklist to help you in the planning process.  Please keep our office informed of your progress and provide us with a completed copy of this worksheet upon completion of the event.  Remember that you need to delegate the tasks on this sheet so that you are not overwhelmed.  Ask for help anytime.

Event: 

Date: 

Event Location:
Event Coordinator: 
Event Helpers:


	Name
	Assigned Task
	Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1) Organize as many meetings as necessary to coordinate the event.

(Create meeting announcements that can be put in the newsletter or call/e-mail event helpers)

List Meeting Times/Dates/Locations

2) Keep notes on event planning meetings if applicable and submit them to the county office.
(Focus on important facts and key contacts. Do not use minutes format.)

3) Secure a date and location for the event.

(Don’t sign any contracts- work with Colleen Tschumperlin if an agreement is needed) (Try to reserve rooms several months in advance)(Dates may need prior approval from County Council so get started early) 

Does the location require a signed contract?  ____Y ____N

If yes, Please call Colleen Tschumperlin at (858) 505-6538

4) Create informational/publicity material that can be disseminated by the office staff. You may request existing documents but please do not ask the staff to create the fliers for your event.
(Using Microsoft Word or Publisher is best for our staff to edit)(Remember our membership needs notice of event happenings as early as possible)

Informational Fliers should include:

1. Date

2. Time

3. Location name and address

4. Entry forms

5. Rules applicable

6. Other important event details (Food, parking, fees, etc.)

7. Contact information

5) Keep track of all expenses and income for the event.

(Keep all receipts, make sure council has a written budget for the event, use request forms when getting reimbursed from council.)

Event Budget 

	Item Description 
	Income $
	Expense $

	
	
	

	
	
	

	
	
	

	
	
	

	Net Income and Expense
	
	


Event Budget Example

	Item Description 
	Income $
	Expense $

	Council Funding (reimbursement)
	$400.00
	

	Facility Cost
	
	$250.00

	Ribbons
	
	$50.00

	Decorations
	
	$100.00

	Net Income and Expense
	$400.00
	$400.00


*** All Countywide and Area Events that are funded by the San Diego County 4-H Council should be free to participating members.  If it is necessary to charge an event fee for management purposes then the fee should be affordable and should be based on cost recovery system.  All checks should be made payable to San Diego County 4-H Council and all money collected needs to be submitted to the County Office.  Fundraising that occurs at these events needs to be in a club’s approved budget and advertised on event fliers.

6) If necessary create a protocol/agenda/rules for how the event will be handled.  

(Provide a written copy of rules or manuals that govern the event.  Keep a written copy of the agenda or schedule of events.  This will help make planning the event easier each year.)  Attach a copy of the agenda.
7) Provide recognition at the event for participants and judges.

(If awards are approved for this event, what will they be and how many…Terri Barratt needs 3 weeks notice for certificates, pins, and ribbons. Be specific when placing your orders.)(Keep a list of participants and judges for your records.)

Awards Needed
	Award Type
	Quantity and Type

	Certificates 
	

	Participation Ribbons
	

	1st Place Ribbons
	

	2nd Place Ribbons
	

	3rd Place Ribbons
	

	Medals
	


Please indicate if event specific certificates or awards are required: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Event Judges
	Notes

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Participant Name
	Age
	Club
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8) Get the membership involved.

(Get teens to help plan the event or help with judging, remember 4-H is about youth development and there is no better way for members to learn than by actually doing.)
9) Create a write-up on the event that can be featured in the County Newsletter. (Please remember to provide photographs.)(Remember the 5 w’s…Who, What, Where, When, Why.)

10) Evaluate the event.

(As a committee decide what went well and what needs adjusting)(Provide the county office with your findings)

	
	
	Yes
	No

	1.
	Does the event relate to youth development educational objectives or goals?
	
	

	2.
	Was the facility appropriate for the event?
	
	

	3.
	Did the program keep members engaged?
	
	

	4.
	Did the event run smoothly?
	
	

	5.
	Does the amount of participation justify the work and money involved to hold the event?
	
	

	6.
	Is the activity developmentally or age appropriate?
	
	

	7.
	Is the event free of bias (ethnic, cultural, gender, etc.)?
	
	

	8.
	Is it clear what participants are to learn and do?
	
	

	9.
	Are proper safety practices emphasized?
	
	

	10.
	Was the event properly advertised?
	
	

	11.
	Does it adhere to UC 4‑H YDP policies, mission and core values?
	
	

	12.
	Did the membership enjoy the event?
	
	


 Suggestions:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Event Planning Checklist

·  Submit a date for the event to San Diego County 4-H Council.

·  Provide a budget for the event to San Diego County 4-H Council

·  Reserve a facility for the event. Work with Colleen Tschumperlin to get contracts.

·  Provide the County 4-H Office with meeting fliers and event fliers.

·  Submit receipts and reimbursement forms to County Council.

·  Turn in all money collected to the County 4-H Office.

·  Recruit teens and/or junior leaders to work as event helpers/planners.

·  Recruit judges/help for the event.

·  Create an agenda or program for the event and submit it to the County 4-H Office.

·  Provide copies of event rules/protocols to the County 4-H Office.

·  Order awards from Terri Barratt for the event.

·  Submit a newsletter article with photos recapping the event.

·  Evaluate the event.

·  Submit all planning notes to the County 4-H Office.

·  Send a copy of this completed worksheet to the County 4-H Office

Narrative of any significant program changes and the results or impacts of these changes.  Include any recommendations for changes for the next program year.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
