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Event Planning Worksheet/Schedule 

 

 

 

 

Name of Event:________________________________________________________________ 

 

Event Contact Person (Available the day of the event): _________________________________ 

     Phone Number: __________________________________ 

 

Date(s):_______________________________________________________________________ 

 

Time(s):_______________________________________________________________________ 

 

Location(s)____________________________________________________________________ 

 

 

Attach a sketch showing the area you wish to hold the event (i.e., 

location, size of area, etc.) 
 

List of items/support needed: ______________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

 

Date of Event Coordination Meeting:________________________________________________ 

 

  
 

 


