Celebration Checklist


· Talk to your boss or sponsor or customer about having an event
· Gather everyone’s name who participated on the project

· Determine the type of event you wish to have

· Determine the amount of money that will be needed

· Get approval to hold the event

· Schedule the event

· Send invitations out to everyone who participated on the project

· Prepare for the event

· Hold the event

· Thank everyone!

· Have fun!

NOTES:

