ACTION PLAN & SCOPE OF WORK

Residence Hall:__________________    

Group Info:

	NAME
	EMAIL
	PHONE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


_____________________

	OBJECTIVES/ OUTREACH STRATEGY
	TASKS
	DATE/ TIMING
	PROJECTED EXPENSES
	ROLES & RESOURCES
	SUCCESS INDICATORS/ METRICS

	1.  Posters


	1.  Choose content and design
	Mon 1/27 
	None
	 Everyone
	

	
	2.  Make posters
	Mon 1/27 
	None
	 Everyone
	

	
	3.  Get poster approval from facilitators
	Mon 1/27 
	None
	Jane
	

	
	4.   Post up posters and documentation (eg, pics of posters)
	Mon 1/27 
	None
	Sam and Dave
	

	 2.  Focus Group


	1.  Choose date/time, focus group questions, incentive (eg, pizza)
	 Mon 1/27
	None
	Everyone
	

	
	2.   Design publicity for focus group event
	 Mon 1/27
	None
	Jane
	

	
	3.   Put up publicity
	 Thu 3/2
	None
	 Jane and Zach
	

	
	4.  Purchase pizza and give receipt to Adam
	Thu 3/9
	$30.00
	Zach
	

	
	5.   Conduct Focus group
	Thu 3/9
	None
	Everyone
	Participation and feedback

	
	6.    Documentation (e.g. pics of event)
	Thu 3/9
	None
	Sam
	5 good pictures
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