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ExCEL After School Programs
21stCCLC Family Literacy Grant
Event Check List
School Site: ________________________________________________________
Type of Event

· Informational/Educational Workshop


· Family/Youth Event   

· Community Event
· Other:

Event Details
· Title: ____________________________________________________________
· Location:_________________________________________________________
· Activity Frequency:  
· Start Date: _________________   
End Date: _________________

· # of days per week: _____________   
# of weeks:________________
· Time of Activity: _____________
· Outreach protocols:

· School Newsletter

· Auto dialer

· Local newspaper/radio station

· Other: _____________________________________________________
· Translation provided via interpretation and/or materials


Audience
· Specific Target Audience: ________________         
· # of Participants:________ 
· Grade Level:___________


Responsible Members
· After School Site Coordinator: __________________________________
· School Administration:________________________________________
· Parent Liaison: _____________________________________________
· Teacher: __________________________________________________
· Other: ____________________________________________________
PROPOSED BUDGET FOR THIS EVENT: $______________________________
· Guest Speakers: _____________________________________
· Food: ______________________________________________
· Other: ______________________________________________
Brief Description of Activity:

REQUIRED DOCUMENTATION
Each site needs to submit the following documents for each sponsored event:
· Participant Sign In Sheets 

· Evaluations completed by each Participant

· A copy of the event’s Agenda and Packet of Materials distributed
· One sample workshop module that can be shared with other schools.


