
PLAN

SCHOOL EVENT PLANNING TIMELINE
Plan backward from [event date], using the school’s approval and booking deadlines.

1
Agree on the plan

By [date], confirm the
activity, advisor support, and
required school approvals.

Owner: [owner]
Status: [status]

2
Prepare participation

By [date], confirm the room
and access details, then
share invitations and sign-up
arrangements.

Owner: [owner]
Status: [status]

3
Check readiness

On [date], review materials,
helper roles, arrival
instructions, and the
change-of-plan contact.

Owner: [owner]
Status: [status]

4
Review and hand off

By [date], collect feedback,
close remaining tasks, and
save useful notes.

Owner: [owner]
Status: [status]



PLAN

CLASS
CONSULTATION
SCHEDULE

Set dates for listening, raising the
issue, and reporting back on [class
topic].

1 Prepare the question
By [date], check the question and feedback route with [teacher or
advisor].

Owner: [owner] Status: [status]

2 Invite responses
From [opening date] to [closing date], classmates can contribute
through [response options].

Owner: [owner] Status: [status]

3 Discuss the findings
On [date], [student representative] shares themes and missing
perspectives with [responsible school contact].

Owner: [owner] Status: [status]

4 Report back
On [date], share [response or progress update] through [class
channel], including unresolved questions.

Owner: [owner] Status: [status]



CHECK

CLUB PROJECT COUNTDOWN
Use [target date] as the goal, with time to resolve dependencies before the final week.

1
Confirm the scope

By [date], agree on
[deliverable] and check
[school permissions or
resource requirements].

Owner: [owner]
Status: [status]

2
Build the first version

By [date], complete [first
version] so [intended users]
can try it.

Owner: [owner]
Status: [status]

3
Make the final changes

By [date], address [feedback
or unfinished work] and
confirm launch readiness.

Owner: [owner]
Status: [status]

4
Share and review

On [date], release [project
output]. Review [evidence]
with the team on [review
date].

Owner: [owner]
Status: [status]

Local requirements: [responsible contact; approval status; verified date]



NEXT

STUDENT COUNCIL TERM PLAN
Check these dates against council bylaws and the school calendar.

1 Start of term

On [date], confirm roles, review the handoff, and
agree on [term priorities] through [decision
process].
Owner: [owner] Status: [status]

2 Student input

Gather feedback from [groups] during [dates].
Prepare [items or proposals] for [meeting date].

Owner: [owner] Status: [status]

3 Work and decisions

By [date], advance [agreed projects] and seek
[required school decisions or approvals].

Owner: [owner] Status: [status]

4 Review and transition

On [date], report outcomes, note unfinished
work, and prepare the next council’s handoff.

Owner: [owner] Status: [status]



PLAN

STUDENT ORGANIZATION EVENT TIMELINE
Work backward from [event date] and check campus booking, spending, and event requirements.

1
Confirm the essentials

By [date], secure [approvals,
venue, and budget decisions]
before making public
commitments.

Owner: [owner]
Status: [status]

2
Open participation

On [date], publish confirmed
event details, registration
arrangements, and an access
contact.

Owner: [owner]
Status: [status]

3
Brief the team

On [date], review the
running order, staffing,
equipment, and response to
possible changes.

Owner: [owner]
Status: [status]

4
Finish the follow-up

By [date], record feedback,
settle approved expenses,
and save the event handoff.

Owner: [owner]
Status: [status]

Local requirements: [responsible contact; approval status; verified date]



PLAN

COURSE
FEEDBACK
SCHEDULE

Show students when feedback on
[course topic] will be gathered and
discussed.

1 Prepare the feedback route
By [date], [student representative] confirms the question, privacy
explanation, and program feedback process.

Owner: [owner] Status: [status]

2 Collect different views
From [date] to [date], invite responses through [channels], including
[alternative participation route].

Owner: [owner] Status: [status]

3 Take themes to the forum
On [date], raise [topic] at [meeting] and ask for [response or next
action].

Owner: [owner] Status: [status]

4 Share the response
On [date], update students through [channel], including any
questions still awaiting an answer.

Owner: [owner] Status: [status]

Local requirements: [responsible contact; approval status; verified date]



CHECK

CAMPUS CAMPAIGN CALENDAR
Plan around the decision you want on [campaign issue], including time for a response.

1
Research and listen

By [date], gather student
experiences and check the
relevant campus decision
process.

Owner: [owner]
Status: [status]

2
Confirm the request

On [date], agree on [specific
ask], supporting evidence,
and who is authorized to
represent the campaign.

Owner: [owner]
Status: [status]

3
Submit and discuss

By [date], send the request
to [decision-maker] through
[accepted route]. Seek a
response by [date].

Owner: [owner]
Status: [status]

4
Report and review

On [date], share the
confirmed response,
unresolved issues, and the
campaign’s next agreed step.

Owner: [owner]
Status: [status]



NEXT

COMMITTEE TERM PLAN
Confirm the student organization’s priorities using its bylaws, campus process, and members’ capacity.

1 Agree on the starting point

On [date], review the handoff, current
commitments, budget, and member feedback.

Owner: [owner] Status: [status]

2 Set delivery checkpoints

By [date], assign [priority work] to [owners], with
[milestones and approval requirements].

Owner: [owner] Status: [status]

3 Review capacity

On [date], compare progress with coursework
and other commitments. Adjust [scope or
schedule] through [decision process].
Owner: [owner] Status: [status]

4 Prepare the transition

By [date], publish [term update] and document
unfinished tasks for the incoming committee.

Owner: [owner] Status: [status]

Local requirements: [responsible contact; approval status; verified date]



PLAN

COMMUNITY
SESSION
PLANNING
TIMELINE

Build the plan for [session topic]
around how residents can
realistically take part.

1 Define and prepare
By [date], confirm the purpose, venue, access arrangements, and any
local permissions.

Owner: [owner] Status: [status]

2 Invite different perspectives
From [date], share invitations through [routes] and offer [alternative
way to contribute].

Owner: [owner] Status: [status]

3 Host and record
On [session date], [host] guides [discussion] while [note-taker]
records themes using [agreed approach].

Owner: [owner] Status: [status]

4 Return the findings
By [date], share what was heard, the next decision, and how to ask
questions.

Owner: [owner] Status: [status]

Local requirements: [responsible contact; approval status; verified date]



CHECK

VOLUNTEER RECRUITMENT SCHEDULE
Recruit for [specific roles] with enough time for the organization’s onboarding requirements.

1
Define the roles

By [date], [coordinator]
confirms tasks, time
commitments, support,
training, and any required
checks.

Owner: [owner]
Status: [status]

2
Invite interest

From [date] to [date], share
roles through [channels]
with [clear application or
contact route].

Owner: [owner]
Status: [status]

3
Prepare new volunteers

During [dates], complete
[selection, checks, training,
or briefing] through
[organization process].

Owner: [owner]
Status: [status]

4
Start and check in

First shifts begin [date], once
required checks and training
are confirmed complete.
[Contact] will check task
clarity and support needs on
[review date].

Owner: [owner]
Status: [status]

Local requirements: [responsible contact; approval status; verified date]



CHECK

NEIGHBORHOOD PROJECT CALENDAR
Coordinate [project] with local permissions, partner availability, and the people affected.

1
Listen and confirm

By [date], gather [resident
input] and check [permission
or site decision] with
[responsible contact].

Owner: [owner]
Status: [status]

2
Prepare the work

By [date], confirm materials,
roles, timing, and the plan
for disruption or changes.

Owner: [owner]
Status: [status]

3
Deliver the agreed stage

On [date or date range],
complete [specific work] with
[named lead or team].

Owner: [owner]
Status: [status]

4
Review and maintain

On [date], check the result
with residents. [Owner] takes
responsibility for
[maintenance or follow-up],
with the next review on
[review date].

Owner: [owner]
Status: [status]

Local requirements: [responsible contact; approval status; verified date]



NEXT

LOCAL GROUP QUARTERLY PLAN
Use [quarter and year] to focus the group’s work on a manageable set of commitments.

1 Agree on the priorities

At [meeting date], review local feedback and
choose [priorities] through the group’s decision
process.
Owner: [owner] Status: [status]

2 Assign the work

By [date], confirm owners, resources, and
approval routes for [planned activities].

Owner: [owner] Status: [status]

3 Check progress together

On [date], review completed work, open
problems, and capacity. Agree on any changes
to the plan.
Owner: [owner] Status: [status]

4 Report and prepare

By [date], share [community update] and decide
which unfinished work carries into the next
quarter.
Owner: [owner] Status: [status]

Local requirements: [responsible contact; approval status; verified date]


