Mini-Grant Exchange Activity Planning Sheet

Partner School_____________________
Partner School______________________

Teacher Planner__________________
   Teacher Planner_____________________

Exchange Activity_________________________________________________________

Scheduled for (date)_______________________________________________________

Location________________________________________________________________

Exchange preparation


Responsible Partner
Agenda for the day developed

___________________________________

Permission Slips from Parents

___________________________________

Busses ordered and confirmed

___________________________________

Location for activity confirmed

___________________________________

Parents invited (optional)


___________________________________

Lunch arrangements



___________________________________

Materials ordered



___________________________________

Development of back-up plan


___________________________________

Agenda shared with host staff


___________________________________
Press release prepared



___________________________________

Guest artist/speaker confirmed

___________________________________

List Other Details:

_________________________
___________________________________


_________________________
___________________________________


_________________________
___________________________________
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