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TITLE OF EVENT – Event Planner
DATE
TIME

	Event Title:
	

	Date:
	

	Time:
	

	Goal(s):
	

	Location(s):
	Location Name:
	Reserved by/Date:

	
	

	

	Guests:
	

	Invitations:
	[bookmark: _gjdgxs]

	Meeting RSVPs taken by:
	

	Briefings & Cue Books:
	

	TAPS:

	Parking:

Signage: 

	Facilities Order 
Work Order #:


	

	Catering
Confirmation #:

	

	Public Relations/Marketing:
	

	IT Support:

	

	Vendors:
	

	Timeline:
	

	Staffing:
	

	Notes: 
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