
Event Planning Guide
Proposed Date(s)

Proposed Location(s)

Goals & Objectives
[bookmark: _GoBack]
Roles & Responsibilities

Event Strategy
· Who are VIP invitees and target audience?
· What is the stewardship strategy?
· How will we recognized guests and speakers at event?
· What are the follow-up plans?

Estimated Budget 

Host(s)/Financial Contribution (if applicable)

Attendees
Projected #: 
Projected Attendee Group(s):
Required VIP Attendees:

Invitations
Style/Type:
Projected #:
RSVP to: 

Sponsoring Department
Department Contacts(s): 

· Photographer
Contact:

· Videographer
Contact:

Media
Contact:
· Press release
· Invite to event
· Send photos after




