
Program of Work Format 
The content is the star in the program of work. Six categories make up a well-rounded program of 
work: 

• Professional Development 
• Community Service 
• Business & Industry Connections 
• Financial Leadership Activities 
• Public Relations 
• Social Activities 

Use the Program of Work Worksheet to brainstorm activities and projects for each category. Then 
create the program of work from the list of brainstorm activities.  

The format of your program of work is flexible. Use what works for you and your members. Here 
are some examples: 

Calendar  

This is the program of work in its simplest form. 
Create a calendar for the school year with activities 
listed. This is a great “at-a-glance” document; 
however, no details are included as to goals and 
tasks of the chapter to complete these projects 
and events. 

Chart 

A program of work chart can be a great tool to keep members on task. Areas that can be included 
on a chart are: 

• Goals 
• Objectives 
• Tasks  
• Committee Assignments 
• Due Dates 
• Status 

Narrative 

A program of work narrative is a summary report on the activities, projects 
and events. A narrative is written in paragraph form.  

What Works? 

Is there another format that works for the chapter? That’s great – use it! It is important that the 
program of work format is one that works for all its members. 
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