
Program Planning Form

Contacted Branch Manager (date) 
 









Contacted Programming Supervising Librarian (date)  






Program Topic:  











Program Primary Organizer:  










Target Audience:  











Program Goal(s):  











Program Objective(s):  











Attendance Projected:  










Date and Time of Program:  










Person Responsible for Timeline and Deadlines:  







Location of Program:  










Proposed Program Format (choose all that apply):


  Lecture

  Panel


  Workshop 


  Book Talk

  Film Series

  Discussion Group


  Demonstration

  Other:  








Person Responsible for Speaker:  










Resources Needed:  












Refreshments:  
  No

  Yes

If yes, who is responsible and what will be provided:  








Accompanying Activities (choose all that apply):


  Exhibits

  Displays

  Handouts


  Bibliographies (book lists, video lists, etc.)


  Other:  











Person(s) Responsible for Accompanying Activities:  







Cost (approximate budget, which includes speaker fees, refreshments, prizes, etc.):  




Co-sponsor(s) (list organizations):  










Person Responsible for Publicity:  










Publicity Form Submitted (not optional!!):  
  Yes

Contingency Plans:  












Evaluation Form (not optional!!):   

  Yes 

Summary of Programming Results:  
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