Journal Format Example
October 11

· Stayed in class until everyone completed their evaluation
· Brainstormed program ideas and appropriate days

· Volunteered to be a supervisor of the Youth at Risk program

· Approached Sarah Smith with Girl Scouts and Anthony Akers regarding a need for a Youth at Risk program

October 16

· Volunteered to do “Names and Introductions” for the Professional Development program with Jenny

October 17

· Visited clothing shop for Professional Development program outfit

· Contacted Mad Dog clothing store regarding borrowing clothes for fashion show and discount cards to hand out to participants

October 18

· Responsible for registration at the Mario Kart Tournament
· Cheered for participants

· Answered participant questions or directed them to appropriate person

· Helped set-up and clean-up

October 19
· Visited Mad Dog clothing store to find outfit for Professional Development program

October 22

· Received an email from Sarah Smith discussing an interest in a teambuilding program for the Girl Scouts

October 23

· Volunteered to do Mr. Radford budget 
October 24

· Picked up outfit and coupons from Mad Dog

October 25

· Met in class to review Professional Development program etiquettes

· Participated in fashion show/returned Mad Dog outfit later that evening expressing our appreciation for allowing us to borrow the outfit

· Jenny and I were in charge of the Names and Introductions booth

· Helped clean-up

October 26

· Approached Kroger regarding the Mr. Radford emphasizing it was a charity event and asked them to donate the beverages

· Received $40.00 gift card for Kroger

October 28

· Sent Mr. Radford budget information to Katie and Andrew
· Sent email to Sarah Smith explaining specific program details would be sent to her that friday

October 30

· Assigned as Backstage Manager for the Mr. Radford pageant

November 1

· Purchased beverages for Mr. Radford 

· Volunteered to go purchase pens when it was discovered there were none for the evaluations

· Responsible for backstage: reviewed the program’s schedule with participants to establish a mutual understanding of the night’s events, reminded participants of proper language for the charity event, tried to keep backstage calm yet exciting and organized, offered assistance to the participants if they needed help

· Helped clean-up

November 2

· Sent Youth at Risk program details to Sarah Smith

November 6

· Volunteered to get the RT Lab camera and printer for the Senior Citizens program

· Explained to Stephanie we had many drinks left over so could use those instead of the facility having to buy them

· Angela and I gave an overview of the Youth at Risk program and asked the class to each come up with 2 game ideas by Friday

· Discussed with Angela appropriate product assignments and sent them out to the class (assigned sections to class because we ran out of class time – asked for those who needed to turn in a product to let us know or if anyone wanted to switch assignments) as well as a reminder about the games
November 8

· Brought beverages and camera/photo printer to program

· Helped set-up/clean-up

· Visited West Campus with Mark, Angela, and Michelle to discuss activities options for the Youth at Risk program

November 11

· Began Youth at Risk PowerPoint briefing with the products that were turned in on time

November 12
· Worked with Angela to arrange the Youth at Risk program outline and activity assignments

· Updated PowerPoint 

November 13

· Reviewed late products and addressed last minute changes

· Completed PowerPoint and presented the briefing to the class

· Met with Fred to review the program outline

November 15

· Printed off copies of the program outline and game explanations for all class members

· Created program certificates

· Arrived early to West Campus

· Brought drinks, camera/printer, program outlines, sign supplies, certificates

· Greeted participants and parents upon arriving

· Encouraged the girls in the activities

· Worked with Angela to keep track of time and adapt the schedule accordingly

· Presented the girls with photos and certificates

· Helped clean-up

