TRIBUTE TO WOMEN IN THE MILITARY ~ SOP

TITLE

By: Contact Name, Phone, E-mail

WHAT:
General description of task. 

WHO:
Special requirements for POC (i.e. base, bx, commissary access).  Who POC interfaces with. State whether the task is performed by more than one person.

WHERE:
Where POC needs to go to complete task (commissary, skills center, photo lab, etc). 

WHEN: 
Timeline of tasks, from start to finish.

HOW:
Details of task, from start to finish. 

PAYMENT:
Details of paying for item, if necessary (i.e. keep receipts, or coordinate with Treasurer.) 

OTHER:
Anything else?

EVENT DAY:
Specific actions required the day of the event, if any. 

ATTACHMENTS:

List of hard-copy or electronic attachments.

