
Multicultural Affairs Program Planners 
 

To be turned into Multicultural Affairs Office a month prior to proposed event 
 
 
Name of the Activity: 

_______________________________________________________________ 

Date & Time: ___________________________________________________________ 

Alternate Date & Time: ___________________________________________________ 

Location:_______________________________________________________________ 

Estimated attendance: ____________________________________________________ 

Number of participants limited?   Y   N  Sign ups?    Y  N 

Is there a charge?    Y   N                                If yes, Charge $________/person 
How & when will any charges be collected?___________________________________ 
 
Name of proposal 
writer____________________________________________________________ 
 
 
Goal of the activity?  What do you want to accomplish?  What is your objective/purpose? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Who are the participants in this activity?___________________________________________ 

______________________________________________________________________________ 

 

Faculty/Staff members involved? (Who? In what way? How will requests for participation 

be handled?).  _________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Who are your target audience members?  Why?  ____________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Food/supplies needed:__________________________________________________________ 

______________________________________________________________________________ 

ITS equipment? _______________________________________________________________ 

ITS services?___________________________________________________________________ 

Printing services?______________________________________________________________ 

Mailing services?_______________________________________________________________ 

 

GENERAL PROGRAM 

DESCRIPTION________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

List who will be responsible for the various phases of planning & the timeline: 

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
 
Target budget & costs for this event: 
 
Budget Total___________________ 

Location ______  

ITS _____    

Food _____ 

Decorations ______  

Printing _____                                         

Advertisement _______ 

Cost Total ____________ 
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Post-Program Summary 
 

 
Do you believe the event was successful? Why or why not? 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

Number in attendance: __________________________________________________________ 
 
Total amount received from attendees (if you collected a fee per person)_________________ 
 
How do you feel this event benefitted the audience/participants? _______________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What would you change to improve this event/program in the future? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
What was the actual costs spent on each area of the program: 
 
Budget _____________ 

Location__________  

ITS _________    

Food _________ 

Decoration __________   

Printing  _________                                         

Advertisement __________ 

Cost total _____________ 
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