Planning a Ceremony

Dates/Times

Total Budget For Ceremony $

Activity

Date

Start Time

End Time

Ceremony Practice |

Ceremony Practice Il

Decorate for Ceremony

Final Setup/Practice before Ceremony

Ceremony

Clean-up After Ceremony

Purpose of the Ceremony

O Award/Recognition Ceremony
O Investiture
O Scout’s Own

Theme Ideas
O Costume/Toga

O Bridging (moving to the next level)

O Juliette Low’s Birthday
O Thinking Day

O Decade (50’s, 60’s, 80's)

O Girl Scout Birthday
O Leader Appreciation Day
O Other

O Girl Scout Sunday
0 Rededication

O Ecology/Go Green

O Holiday

O Mystery O Science O Seasons O Sisterhood

O Tea Party O Traditions O Tropical Paradise/Luau O Underwater World
O Other

Audience

O Girls in the Troop
O Girls from “other” Troops
O Community Group

O Other

O Parents O Grandparents O Siblings O Friends
O Parents O Grandparents O Siblings O Friends
Name:
Name:




Location Budget $
O Church O City Hall O Community Center O Home
O Library O GS Meeting Location O School O VFW-Legion
O Other
Street Address City State  Zip Code
Decorations Budget $

Item Who will bring... Item Who will bring...
O Banner O Napkins
O Balloons O Place Cards
O Bridge O Programs
O Candles/Holders O Runner for Floor
0 Centerpiece O Signs
O Confetti/Glitter O Streamers
O Flags/Stands O Table Clothes
O Flowers/Vases O

Other Items Needed To Decorate

O Lighter/Matches O Scissor
O Markers O Stapler/Staples
O Paper O Tape
O Pins/Tacks O
O Ribbon/String O
Equipment Budget $

Item Who will bring... Item Who will bring...
O CD Player O Power Strip
O Chairs O Projector
O Extension Cord O Projector Screen
O Laptop O Tables

O Microphone

O TV/VCR/DVD Player

OO Music

O




Special Roles (Beyond Decorating and Planning the Program) Budget $

Role Who will ... Role Who will ...
O Announce/MC O Operate TV/VCR/DVD
O Operate Laptop O Take Photo’s
O Video Tape
Refreshments/Menu Budget $
Option Details

O Meal (Pizza, Catered, etc.)

O Beverages (Coffee, Tea, Punch, Juice, Soda)

O Snacks (Cake, Cookies, Bars)

Miscellaneous Details Budget $




Program Details/Ideas

Budget $

Program Idea

Details

Person Responsible

O Brain Storming Activity (Pick Topic)

O Flag Ceremony

O Friendship Circle

O Games

O Poems

O Presentation on Laptop

0 Recognitions

O Sharing (Favorite Things, Special Moments)

O Skit or Play

0 Songs

O Speakers (Present a Topic of Interest)

O Talent Show

O Taps (Singing of at end)

O Video (Showing of a specific Video)

|

Oo|o|o|o|o|O




Program Schedule

L%

Planning ChecKlist...

O
(|
O

Reserve A Location
Reserve Equipment
Reserve Special
Speakers

Assign people to the
extra Positions

Arrange who will handle
Refreshments
Order/Buy anything that
needs to be purchased
Make and Send out
Invitations




Reflection on the Ceremony

Did the Ceremony fulfill [/fFnowhypot?r pose? Z Yes N o
What do you think worked well with the Ceremony?
What would you do differently next time?
Did the timing work well or should you have planned more/less time for specific activities?
I f you served refreshmentsé
Was the food the correct temperature? Z Y e s Z No
Were the quantities appropriate? Z Ye s Z No
Was the location/space appropriate for this Ceremony or was it too small or too large?
Did you keep within your budget? Z Ye's Z No
If you used outside vendors/performers/speakers, would you utilize them again? Z Ye's Z No

Did everyone follow-through with their responsibilities?




