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The purpose of the Activity Summary Sheet is to provide a brief overview of details relevant to a particular activity. It is these details that are confirmed at the relevant planning meeting and used as the basis for developing the relevant Activity (and/or Exercise) Instructions. 
(Insert program name)

Activity Summary Sheet

Activity name: 

(Insert activity name)

Activity type:

Tick one

· Briefing

· Discussion group/forum

· Training

· Workshop

· Exercise (Discussion/Functional/Field)

Duration: 

(Insert duration, i.e. 2 days)
Date/s:


(Insert dates)
Location: 

(Insert location and venue details if known)
Person responsible for coordinating activity:
(Name)

(Phone numbers)

(email)

Aim of activity (broad statement of intent. What you are trying to achieve.):

(Insert details)

Objective/s (specific statements of outcomes including performance, conditions and standards. What is required of participants.):

(Insert details)

Participant details:

(List expected participants for this activity)

Number of participants:

	· participants
	

	· trainers/facilitators/presenters
	

	· other (please specify)
	

	· total
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