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ACA Sample Program Plan Template
	Name of Activity:


	

	Date:


	

	Venue arrangements:


	

	Audience:


	

	Inclusion plan:


	

	Program Goals 

     Management goals:

     Participant goals:
	

	Budget:


	

	Supplies and Equipment:


	

	Promotion:


	

	Registration/Cancellation:


	

	Task Timeline (with primary 

contact for responsibilities):
	

	Staffing:


	

	Speakers/Trainers:


	

	Exhibitors/Sponsors:


	

	“Day of” Detailed Schedule 

with times (animation plan):
	

	Evaluation:


	

	De-brief:


	

	Event summary:
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