Event Form

Event:
____________________________________________________________

Purpose:
____________________________________________________________

Location:
____________________________________________________________

Date:
__________________________________

Time:
__________________________________

Theme?
____________________________________________________________

Estimated Number of Attendees:
__________________________________________

Key Speakers:____​​​_____________________________________________________ 

     _________________________________________________________

     _________________________________________________________

     _________________________________________________________

Equipment/Supply Needs:_______________________________________________

____________________________________________________________________

____________________________________________________________________

Refreshments:
______________________________________________________

_____________________________________________________________________

Material to Be Printed:
________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Other Notes:
______________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________

Attendees

Government: (local, state and federal)

Development Partners: (everyone involved in financing, architect, accountants, etc.)

Local Organizations:

Manager, Resident Manager, staff:

Media (TV, Newspaper, Radio)

Anyone else?

