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Event

Title: _________________________________________________________
Description: ___________________________________________________
Purpose: ______________________________________________________
Date: _________________________   Time:  _______________________   
Location:   ____________________________________________________ 
       ____________________________________________________

NRCS Staff Participation

Name:  ______________________________________________________
Phone: _____________   Email: ________________ Office: ____________             

Role: ________________________________________________________ 
Total Hours: __________________

Partners Involvement
Organization: ___________________   Name: _____________________

Phone: _________________   Email: ____________________________ 
Address: _____________________________________________________             

Role: ________________________________________________________ 
Audience 
Total Number in Attendance:  ________
Please check all that apply to describe the audience:
	Race  
	[   ] American Indian 
	[   ] Asian Pacific Islander 
	[   ] Black 
	[   ] White  
	[   ] Other

	
	
	
	
	
	

	Ethnicity
	[   ] Hispanic    
	[   ] Non-Hispanic   
	
	
	

	
	
	
	
	
	

	Gender
	[   ] M
	[   ] F
	
	
	

	
	
	
	
	
	

	Disabled
	[   ] Y
	[   ] N
	
	
	


Additional Comments
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supporting Documents (on file with completed form)

Supporting documents that have been filed in my office with this form include (please circle appropriate choices):

· flyer 

· advertisement

· registration forms

· press releases
· sign-in sheets

· Other __________________

Outreach Coordinator

Barbara Phillips
USDA-NRCS
220 Davidson Avenue 4th Floor
Somerset, NJ 08873
Phone: 732-537-6044
Fax: 732-537-6095
barbara.phillips@nj.usda.gov




Directions: This form is to be completed by any employee who engages in outreach activities (county fairs, career fairs, school/community presentations, workshops, partner events, history month activities, etc.). Send a copy of the completed form to the Outreach Coordinator within �14 days of the activity, and file the original with any supporting documentation of the event in your office’s 230 Civil Rights file. 
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