EventPlanningTemplate

November 24, 2008

Event Profile
Name:  __________
Event Type (fund-raiser, social, panel, speaker, etc.):  __________
Venue/Facility/Host site:  __________ (see Contact Info for more information)
Max. number participants: __________
Any special equipment needed (A/V, whiteboard, laptop connections, etc.): __________
Start Date/Time:  __________

End Date/Time:  __________
· Holidays?
· Sports events?
· Check UNC events calendar: http://events.unc.edu/
· Academic and Administrative Calendars
· (See Dates for more information)
Objectives:  __________
Web Address(es):  __________
Number of attendees: __________
· # ASIS&T members __________
· Other affiliations (schools, organizations, etc.) __________
Serve refreshments? __________ 
Estimated costs (total): __________ (see Budget for more information)
Event Information Comments (Use this space to note important information not captured by the report such as unusual circumstances that positively or negatively affected attendance or execution):  __________
Event Details
Calendar
Customize for event

Calendar for year 2009 (United States)
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[image: image1.png]Jan 1 New Years Day
Jan 19 Martin Luther King Day
Feb 14 Valentine's Day
Feb 16 Presidents Day
Apr 12 Easter Sunday

Holidays and Observances:

WMay 25 Memorial Day
Jul3Independence Day observed
Jul4 Independence Day

Sep7 Labor Day

Oct 12 Columbus Day (Most regions)

Oct 31 Halloween

Nov 11 Veterans Day
Nov 26 Thanksgiving Day
Dec 24 Christmas Eve
Dec 25 Christmas Day





Calendar generated on www.timeanddate.com/calendar

Customize Countdown Counter to Any Date
http://www.timeanddate.com/counters/customcount.html
Contacts
We don’t need every scrap of info about someone, but if we get a business card, it’s good to put it here for the record
	Name
Title
Affiliation/Company
	Address
Telephone
Fax
Email
Mobile Phone
	Notes

	Contact1 Name*
Contact1 Title*
Contact1 Affiliation/ Company*
	Contact1 Address*
Contact1 Telephone*
Contact1 Fax*
Contact1 Email*
Contact1 Mobile Phone*
	Contact1 Responsibilities, such as:
Volunteer
Speaker/Panelist
Event Host
Information Contact


	Repeat for additional Contacts as necessary.
	
	


Venue
Any special details about the venue: when it needs to be booked, contact names, good/unusual things about it, etc.
Refreshments
If yes, who will purchase what and how much from who by when? How will it get to the venue?
Communications
Email notice text
When the final draft of the text is ready, paste it here. Refer to the mailing lists checklist for addresses to mail to.
Summary of event

Draft a little write-up following the event to be included in the annual report to ASIS&T or included on the Web site or chapter publication.

PDF flyer
Attach the final PDF flyer or graphic to this area; just drag and drop the PDF file into this document.
Budget
Any bills to pay? Reimbursements?
As details are collected (contact info for caterers, menus, price sheets, etc) capture that data here. If there’s a lot of information, consider creating a second file and refer to it here.
Catering?
· See http://www.events.ucla.edu/portal/7cateringsheet.doc for helpful details
Tchotchkes?
Rent venue?
Refreshments?
Debriefing / Lessons Learned
Use the questions as prompts to help us improve future events and, god willing, make less work for ourselves.
· What went right?
· What could be improved for the next event? Of this type? At this venue?
· What were things that you noticed? Did anything you notice surprise you?
· What would you like to see more of or less of next time?
· What could we add to this template that would help things run more smoothly next time?
Email/Activity Log

Copy and paste anything of interest or importance received via email, phone call, meeting, etc. Any factlet that doesn’t have a home in any other heading could go here. Be sure to include who sent the email and the date so we can track it back.
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