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Focus Group Task Sheet

	Project
	:
	

	Date
	:
	

	Location
	:
	

	Coordinator
	:
	


	#
	Tasks
	Person Responsible
	Completion Date

	
	BEFORE
	
	

	1
	Set date
	
	

	2
	Book facility
	
	

	3
	Design/customize flyer
	
	

	4
	Circulate flyer among colleagues
	
	

	5
	Circulate flyer among community partners
	
	

	6
	Circulate flyer among other contacts
	
	

	7
	Invite participants
	
	

	8
	Customize moderator guide
	
	

	9
	Order refreshments
	
	

	10
	Arrange for childcare
	
	

	11
	Arrange for supplies
	
	

	12
	Follow up with caterer
	
	

	13
	Follow up for childcare
	
	

	14
	Follow up with participants
	
	

	15
	Prepare necessary documents/ forms
	
	

	16
	
	
	

	
	DAY OF
	
	

	17
	Make copies of needed documents
	
	

	18
	Registration
	
	

	19
	Coordinator
	
	

	20
	Facilitate focus group (moderator)
	
	

	21
	Take notes
	
	

	22
	Audio/video recording
	
	

	23
	
	
	

	24
	
	
	

	25
	
	
	

	
	
	
	

	
	AFTER
	
	

	26
	Analyse data
	
	

	27
	Write report
	
	

	28
	Submit report (to ______________________)
	
	

	29
	Disseminate findings to community partners
	
	

	30
	Disseminate findings to interested participants
	
	

	31
	
	
	

	32
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