Planning an Event

This check list is designed to be an aid in planning. Fill in all items completely. If they do not apply, indicate by an “N/A”. List the members, advisors and parents attending the event in the “People Attending” column to the right.
Items to Consider
· Is there a day of the week that is better than another?

· Is there a best time for this event?

· Is there a group discount? If yes, how many does it take for the group discount?

· Do we need reservations?
Event Details

1. TYPE (picnic, dance, bowling, etc.):

2. DATE: 


TIME: From _________________To________________
3. LOCATION:
Reserved: Yes
No

4. ESTIMATED MEMBERS PARTICIPATION: ________
5. ESTIMATED ADVISOR NEEDED: __________
6. DIRECTION TO GET THERE:

7. MEETING PLACE AND TIME:

8. ITEMS NEEDED FOR EVENT (i.e. grill for picnic, or tv for game night):
9. REFRESHMENTS, ETC. AND COST (i.e. Sandwiches, Cookies, DJ for dance, etc):
10. TOTAL COST: $________________

COST PER INDIVIDUAL: $________________
11. WHAT ATTENDEES SHOULD BRING (if anything):
12. ATTIRE:

13. ADDITIONAL NOTES:
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________
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