JWC 195

Special Topics: Leadership

AMERICAN JEWISH Checklist
UNIVERSITY

- Create, organize, market and implement a prograntev
o Program can be a club event, part of a Theme Weak sndependent program
o Program must go through appropriate approval psod¢a®gramming Group
o Program must take place during current semester

- Update SharePoint
0 Put event on SharePoint
o Complete evaluation on SharePoint after event
o If you do not have access to SharePoint, find arattudent who does or speak
with a Programming Group member (If you are anceffifor a chartered club,
you will be given access)

- PaperworkDue within two weeks of event date. Maximum t{&p students can receive
credit for a single program. Each student must tniindependent paperwork.)
o0 Executive Summary

Complete an Executive Summary. A template is atél on SharePoint
or from a PG member.
Summary will be accepted only with correct spelliggammar and
punctuation. DOUBLE-CHECK IT!!
An executive summary is your opportunity to evatugdur program in
detail. Anyone reading your summary should be &bf@int a clear
mental image of the event. Things that did noag@lanned should
include reasons why and steps to avoid the isstieeifuture. Things that
worked better than expected should include

reasons why and ideas on how to make it eyenSample Budget for My Event

better next time. MM/DD/YYYY
Include attendance list of who participated in
your event REVENUE
0 Budget Club Funds $ 25.00
Should be included as a separate attachment ASAJU Funds |$ 50.00
Includes both revenue and expenses Fundraising |$ 62.00
Revenue- Where did you get the funggubtotal $137.00

to pay for the event

Expenses- food, table cloths, copies, EXPENSES

prizes/give-aways, etc. Copies $ 255
Sample Images from My Event 0] Marketing Food $ 45.16
Should be included as a separate attachment Prizes $ 75.00
Copies of emails, flyers, facebook invites, etc Misc. $ 12.45
o Pictures Subtotal $135.16
Should be included as a separate attachment
At least five pictures from the event itself, |[NET | [$ 1.4

unless event occurs on Shabbat




