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Workshop Checklist 
Workshop Facilitator: ______________________________ Date: __________________

Location: _______________________________________________________________

Sponsor/Host: ____________________________________________________________

Number Attending: ____________

TO DO’S
TASK COMPLETED
DATE

· Contact Local Sponsor
__________________
______

· Food or Refreshments Confirmed
__________________
______

· Workshop Confirmed
__________________
______

· Workshop Proposal Mailed
__________________
______

· Workshop Proposal Approved
__________________
______

· Guides Ordered
__________________
______

· Travel Arrangements Made
__________________
______

· Agenda Set
__________________
______

· Publicity Prepared
__________________
______

· Speakers Contacted
__________________
______

· A/V Equipment Finalized
__________________
______

· Publicity Disseminated
__________________
______

· Materials Gathered and Sent
__________________
______

· Workshop Conducted
__________________
______

· Assignments’ Due Date
__________________
______

· Thank You Letters Mailed
__________________
______

· *Workshop Documentation 


Mailed to It’s Our Water!

State Coordinator
__________________
______

(*Including: Workshop Sign-in sheet, Workshop Participant Information Sheets, Workshop Evaluation Forms, Facilitator Reporting Form*)
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