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Event Pre-Planning Form
Event Title: Event Date:
Purpose of Event:
What is the Goal
of the event
Who is our targeted audience: [IStudents [JCampus L Community

Type of Students
(Each has own needs, how will you
address them)

Campus Community

Community At Large

ICareer Paths

UNew Students UExisting Students
UEarly College UPSEO

"1Day Student [JEvening Student
[1Single CIWith Family

[Traditional [INon-Traditional

[Faculty "1Babies “Toddlers
[1Staff [IChildren [Teens
[IDirectors [1Young Adults [Adults
[IPres/V.P.’s [1Seniors

Notes:

Anticipated Attendance

<25  [125-50

[120-100  [J100-400 ([]400+

When will we have the event

[IWeek Day [JWeekend

[IMorning [JAfternoon [JEvening
[IMultiple days
Where will we have the event ‘lindoors [10utdoors

[1On Campus  [JOff Campus [1On Campus  [JOff Campus

[JSmall Room [JLarge Room [ISmall Room [JLarge Room

What will be going on at the event

[1Food

[1Entertainment

[1Concessions
[1Catering
[1Other(explain)

[JMusic ~ [JDJ | [ClIndividual
[ISpeaker [1Group

[lLocal  [INational

How will they hear about it:

[JFlyers [1Banners [INewspaper [1Web [llnvite

[IWord of Mouth  []Other

How much will this cost:

Location

Decorations

Publicity/Marketing

Entertainment

Prizes

Food

| nunnminin

Miscellaneous
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Where can we get

[JOur Account  [lJoint Venture [IGrants [IDonations [IOther
the funds from
Location Where Assigned To Date Due
Decorations What Kind Assigned To Date Due
Publicity/Marketing What Kind Assigned To Date Due
Entertainment What Kind Assigned To Date Due
Prizes What Kind Assigned To Date Due
Volunteers (How Many . . Date Due:
needed for each job) Assigned To:
[1Set Up [JTear Down [IGarbage [Tables & Chairs [IGreeters
# H # H # H
[1Servers | [Data [1Photos [THost/Hostess for Entertainment [IMarketing
H # # # H

Additional Thoughts:
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