NJ LCC 4 – Event Planning and Preparation
Welcome Back!
This program is sponsored by New Jersey DeMolay and certificates of award are distributed at our annual convention.  
For the fourth and fifth Leadership Correspondence Courses, members and sweethearts must plan (LCC 4) and execute (LCC 5) an event which will benefit your chapter. The event may fall under any category, such as fundraising, civic service, masonic service, visitation, etc. It may be a social or athletic event, be used for an Obligatory Day observance, Chevalier observance, charity, or just for fun. Basically, any event will do. (Note: Events executed this way are still eligible for consideration in other state programs.)

In LCC 4, you will be asked to plan the event and answer the questions below to the best of your ability. Once your submission of LCC 4 has been received by the Education Department, you will receive an email containing approval, and may begin working on the event. Once the event is complete, you may submit a response for LCC 5.  
Please email the completed course to Dad James Chwalyk at njdemolayedu@gmail.com, and let him know if you have any questions. Printed courses may also be mailed to:
Dad James Chwalyk
39 Newark Avenue
Bloomfield, NJ 07003
Thank you!
1) Please enter your name:    ___________________________________________

2) Please enter today’s date: (MM/DD/YYYY)   ______________________________

3) Please enter your New Jersey Chapter name:   ____________________________

4) Please enter your email address:   ______________________________________

5) Which LCCs have you already completed?  (Check all that apply.)
___ LCC 1    ___ LCC 2    ___ LCC 3   ___ LCC 4   ___ LCC 5

6) [bookmark: _GoBack]What is your affiliation with NJ DeMolay?
___ I am an active DeMolay.
___ I am a senior DeMolay.
___ I am an Advisor.
___ I am a parent of a member.
___ I am a Sweetheart.
___ Other, please specify:    ______________________________________________
7) What is the event and what is its purpose?    





8) Who else will be involved in the planning for this event? (Don’t forget to include Advisors!)  





  
9) When will the event take place? (Don’t forget to include the date and start/end times.)  




    

10) Where will the event take place? (Include the name of the location and address, if possible)  







11) Who will be invited to attend the event?     








12) What supplies or equipment are necessary to execute this event?   






13) Will this event cost money to execute? If so, provide a breakdown of your budget in the space below.     





 

14) Approximately how many people do you plan on attending this event?    


15) Do you plan on charging money for the event? If so, how much and why?    







16) Is transportation needed for this event? If so, what are the arrangements?    




17) How will you promote this event?    







18) Create a timeline for promotion below. (Don’t forget to check publication rules and Deadlines).








 

19) Will people need to RSVP for this event? If so, by when and why?     





20) How can you be contacted if more information is needed about the event?    






21) If the event has to be changed, postponed, or canceled for any reason, how will you notify the participants and what additional preparations need to be made?    







22) Include any additional information about the event below. (Optional)    







Please email completed courses to Dad Chwalyk at njdemolayedu@gmail.com or mail to:

Dad James Chwalyk
39 Newark Avenue
Bloomfield, NJ 07003
