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PLANNING YOUR EVENT TASK LIST

The following tasks have been developed to assist Waste-Free Lunch Challenge planning. Insert or delete tasks as appropriate along with who is responsible and when the task is due. 
	
	Task
	Responsibility
	Deadline
	Comments

	1
	Select a Coordinator/s
	
	
	

	2
	Confirm the date
	
	
	

	3
	Register the classroom
	
	
	

	4
	Put a notice in the school newsletter 
	
	
	

	5
	Send out press release to local news
	
	
	

	6
	Put up a poster on the school noticeboard
	
	
	

	7
	Set up a demonstration table 
	
	
	

	8
	Schedule announcements 
	
	
	

	9
	Conduct Normal Day Waste Audit 
	
	
	

	10
	Send letters home to parents about the WFLC
	
	
	

	11
	Complete daily Waste Audits during WLFC
	
	
	

	12
	Use Waste Audit Tool to calculate final results
	
	
	

	13
	Complete Entry Form
	
	
	

	14
	Submit Entry Form by October 28, 2011
	
	
	


[image: image2.png]in partnership with
A program of

Council of Ontario






