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Event: ___________________________                      Date of event: _______________ 
 

Event Coordinator: ___________________________________   
 
List each task that is required and to whom the task is assign to in order for this event to be 
successfully completed. 
 
                     Task to be completed         Date to be completed by 
 
A. __________________________________________      _________________________ 
 
B. __________________________________________      _________________________ 
 
C. __________________________________________      _________________________ 
 
D. __________________________________________      _________________________ 
 
E. __________________________________________      _________________________ 
 
F. __________________________________________      _________________________ 
 
G. __________________________________________      _________________________ 
 
H. __________________________________________      _________________________ 
 
I. __________________________________________      _________________________ 
 
J. __________________________________________      _________________________ 
 
K. __________________________________________      _________________________ 
 
L. __________________________________________      _________________________ 
 
M. __________________________________________      _________________________ 
 
N. __________________________________________      _________________________ 
 
O. __________________________________________      _________________________ 
 
P. __________________________________________      _________________________ 
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Event: ___________________________                      Date of event: _______________ 
 
Committee: ______________________    Committee Chair: ______________________   
 
List each task that is assigned to this committee, date to be completed, and to whom the task is 
assign to in order for this event to be successfully completed. 
 
                       Task           To whom task is assigned          Due Date 
 
A. ____________________       ______________________          ________________ 
 
B. ____________________       ______________________          ________________ 
 
C. ____________________       ______________________          ________________ 
 
D. ____________________       ______________________          ________________ 
 
E. ____________________       ______________________          ________________ 
 
F. ____________________       ______________________          ________________ 
 
G. ____________________       ______________________          ________________ 
 
List each task that was assigned to this committee, and the date it was successfully completed. 
 
 
                       Task           To whom task was assigned     Date Completed 
 
A. ____________________       ______________________          ________________ 
 
B. ____________________       ______________________          ________________ 
 
C. ____________________       ______________________          ________________ 
 
D. ____________________       ______________________          ________________ 
 
E. ____________________       ______________________          ________________ 
 
F. ____________________       ______________________          ________________ 
 
G. ____________________       ______________________          ________________ 


