A Song for the World

Event Planning 

	WHAT
	WHO
	WHEN
	PROGRESS / ISSUES / COST

	Develop Budget 
	
	
	

	Obtain Venue 
	
	
	

	Alumni Contact / Promo
	
	
	

	Funding / Financial 
	
	
	

	Marketing  
	
	
	

	Event Insurance
	
	
	

	Publicity / Press / Reviews
	
	
	

	Production / Staging
	
	
	

	Alumni participation in show
	
	
	

	HS student participation

	
	
	

	Celebrities / Cameo’s
	
	
	

	Equipment / Instruments
	
	
	

	Tickets  / Book Sales
	
	
	

	Program / Bio / Printing
	
	
	

	Event Media Coverage
	
	
	

	Finance / Banking
	
	
	

	Accommodations/Transport
	
	
	

	Links to UWPIAA & UWP
	
	
	

	Reception after show
	
	
	

	Book sales support at show
	
	
	

	Local Bookstores
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