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Learning Day Planning Template

As you plan your Learning Day event, this template lists some of the details you may want to track in one place. This could, for example, be made into a Google Drive document that all organizers have access to and regularly update. 

Date(s) of Learning Day:

Budget: 
· Venue:
· Catering:
· Design of Agenda:
· Printing of Agenda:
· Honoraria:

Core Team of Organizers:

Number of NSG communities invited: 

Maximum number of attendees: 

Maximum number of participants from each community:

Save the Date Sent Out (approximately 6 weeks before event):

Registration Opens (approximately 4 weeks before event):

Registration Deadline (approximately 1-2 weeks before event): 

Location requirements:

Location:

Catering: 

Supplies to rent:

Supplies to buy: 

Tech needs: 

Hotel for out of town guests: 

Number of out of town guests: 

Designer of Program: 

Deadline for Program to be sent to designer: 

Theme of event (if applicable):

Host(s):

Indigenous Guests: 

Project Leader presenters:

Guest Speakers (if applicable): 

Workshops/Skill Building Sessions:

Interactive Activities: 

Networking/Brainstorming Sessions:

Volunteer/staff roles (i.e. IT, live streaming, food, supporting hosts/presenters/facilitators): 

Raffle or Door prize: 

Closing activity: 

Honoraria amounts:
· Workshop facilitators/presenters: 
· Host(s): 
· Indigenous guests:
· Interactive activity leaders:
· Project Leaders:
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