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Presentation Action Planning Template

Instructions: Use this form to record the steps you or your chapter determines necessary, who will take ownership over completing each step, and targeted as well as actual completion dates.
Adapt these templates as needed for the specific outreach activities your chapter undertakes. 
	Major Steps
	Additional Steps
	Responsible Lead
	Responsible Others
	Target Date
	Notes
	Completed
Date

	Contact school districts or individual schools/teachers regarding role APWA can play.
	
	
	
	
	
	

	Appoint a coordinator to work with individual schools/departments.
	
	
	
	
	
	

	Have potential speakers complete the Speaker Template
	
	
	
	
	
	

	Have the school or organization complete the Presentation Information Request Template
	
	
	
	
	
	

	Determine speakers, time frame and topics
	
	
	
	
	
	

	Schedule times to present the materials 
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