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Ceremony Worksheet 

Name of Ceremony _____________________________________________________ 

Purpose ______________________________________________________________ 

Theme _______________________________________________________________ 

Date of Ceremony ___________________________ Time ______________________ 

Place of Ceremony _____________________________________________________ 

Who will come? ________________________________________________________ 

Opening ______________________________________________________________ 

Songs, Poems, Quotations? ______________________________________________ 

Who Does What? _________________________________________________ 

Main Section __________________________________________________________ 

Who Does What? _________________________________________________ 

Badges or Awards? _____________________________________________________ 

Closing _______________________________________________________________ 

Who Does What? __________________________________________________ 

Rehearsal Needed? _____________________________________________________ 

Who will record ceremony? _______________________________________________ 

Decorations? __________________________________________________________ 

Who will bring them? _______________________________________________ 

Props? _______________________________________________________________ 

Who will bring them? _______________________________________________ 

Refreshments? _________________________________________________________ 

Cost? ___________________________________________________________ 

What funds will we use? ____________________________________________ 

Are invitations and thank yous needed? ______________________________________ 

Who will send them?________________________________________________ 


