	
	
	



[image: ]Event Planning Form 
To be submitted to the Chair for approval prior to advertising to members

Event Coordinator      _______________________________________Date   _______________

Chair Approval               ______________________________________. Date. _______________

	Event Name

	

	Event Date

	

	Event Time 

	

	Location

	

	Maximum Number of Participants
	

	Method of advertising 

	

	Cost/ Budget

	

	Cost per member

	

	Deadline for payment by participants 
	

	Method of payment to venue
	

	Deadline for payment by coordinator to venue
	

	H&S Issues
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