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U.S. Exchange Alumni Program Career Connections Seminar Application: Sample Work-plan

Please use the provided template to submit a detailed sample work-plan for activities and key deliverables/milestones you will complete during the anticipated 5-month subaward. Each subaward is expected to begin approximately 4 months prior to the event’s start date and end 1 month after the event’s end date. Applicants may shift the number of weeks as appropriate for their actual event date but should maintain this relative structure. 
Definitions for each of the columns are available below:
· Planned Activities – Use this column to share the activities that your organization will take to organize the event, e.g. “identify and contact prospective keynote speakers”, “share an agenda draft with IREX for feedback”, “engage vendors and gather quotes for catering”.
· Key Deliverables/Milestones – Use this column to determine checkpoints or achievement markers to confirm event organizing is on track, e.g. “all speakers confirmed”, “final agenda approved by the U.S. Department of State and IREX”, “vendor quotes submitted to IREX for procurement”.
· Notes – Use this column to flag relevant context, assumptions, or considerations about the activity.
Pre-filled event activities in red may be changed by the applicant. 
	Time Period
	Planned Activities
	Key Deliverables/Milestones
	Notes

	16 weeks before the event
	
	
	

	15 weeks before the event
	
	
	

	14 weeks before the event
	
	
	

	13 weeks before the event
	
	
	

	12 weeks before the event
	
	
	

	11 weeks before the event
	
	
	

	10 weeks before the event
	
	
	

	9 weeks before the event
	
	
	

	8 weeks before the event
	
	
	

	7 weeks before the event
	
	
	

	6 weeks before the event
	
	
	

	5 weeks before the event
	
	
	

	4 weeks before the event
	
	
	

	3 weeks before the event
	
	
	

	2 weeks before the event
	
	
	

	1 week before the event
	Final confirmations (speakers, site visits, vendors), finalize run‑of‑show
	
	

	Event Week
	1.5‑day Career Connections Seminar (event delivery, vendor coordination, on‑site management)
	
	

	1 week after the event
	Initial reconciliation and debrief
	
	

	2 weeks after the event
	Draft reporting, MEL follow‑up
	
	

	3 weeks after the event
	Synthesis of outcomes
	
	

	4 weeks after the event
	Final report submission
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