AA/PIRC Event Worksheet

Note: Attach Additional Forms (3): Publicity, Budget, Sponsorship

	EVENT NAME:


	LOCATION:

	EVENT COORDINATOR(S):


	DATE/TIME:




	Program

Format:


	Target Audience:
	Estimated Attendance:

	Program Goals

Objectives:


	Desired Outcomes:
	How will you measure results?:

	Location/Venue

First Choice & Contact #:


	Back-up Facility #1:
	Back-up Facility #2:

	Food

Menu:


	Pick Up:

Set Up: 
	Special Instructions:

	Decorations/Supplies

Supplies Needed:


	Pick Up/Set Up:
	Special Instructions:

	Audio/Visual

Equipment:


	Contact:
	Special Instructions:

	Set Up

Time:


	Special Instructions:
	Layout:

	Clean Up

Clean up crew:


	Special Instructions:
	

	Guest(s)

Travel & Parking:


	Housing:
	Thank You:


NOTE: Make sure to fill out and attach the following:

1. PUBLICITY CHECKLIST

2. BUDGET FORM

3. SPONSORSHIP FORM

ADDITIONAL NOTES:

(File made 9.29.06)



