Event Planning Worksheet

	Event
	

	Date
	

	Basic Information

	

	Time
	

	City
	

	Type
	

	Contact Info for Host
	

	Name
	

	Address
	

	Phone
	

	E-mail
	

	Location Info
	

	Address
	

	Phone
	

	Site contact
	

	Additional Info
	

	$$$ Goal
	

	Ticket price
	

	Number of expected attendees
	

	Target audiences
	

	Logistics
	

	Catering
	

	Invites
	

	   Number
	

	   $ Amount
	

	Mailing ETA
	

	   Postage
	

	Follow-Up Calls
	

	Date to begin
	

	Host Committee
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Notes
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