ACTIVITY PROCEDURE IMPLEMENTATION TEMPLATE

Name of Activity:

I Purpose and Expectations:

Explain the purpose in detail and the expectation of what an individual should learn and skill sets that should be accomplished.

II Outline all tasks in chronological order.  


Include timeline e.g. 2 months before, 1 month before, 1 week, 1 day, etc.

III People contacts:


Name, position, phone number, email and area of responsibility

IV Budget

V Problems to be anticipated

V Thank-you list


1. verbal


2. email


3. formal notes (if at all possible )

