Sample Event Scheduling Form 

BACKGROUND INFORMATION
Name/description of event:   ___________________________________________________________________
Event sponsor:  ______________________________________________________________________________
Event date: _____________ 
Event time: _____________
Event location:  ______________________________________________________________________________
Sponsor contact name: _______________________________________________________________________
Sponsor contact phone, fax and/or e-mail: _______________________________________________________
Description of requested Member participation (if speech, give length and topic; if activity, give details): ____________________________________________________________________________________________
____________________________________________________________________________________________
Other VIPs attending:   _________________________________________________________________
Requested RSVP deadline: _____________
Other info: ___________________________________________________________________________ ________

_____________________________________________________________________________________________
ACTION TAKEN
Confirmed _____________ Regretted _____________ Date: _____________
If Confirmed Lodging (if needed): ____________________________________________________________________________________________

____________________________________________________________________________________________
Driving directions: ____________________________________________________________________________

 ____________________________________________________________________________________________
EMERGENCY CONTACTS
BEFORE EVENT DATE
Name: _______________________________________________________________________________________
Phone, fax and/or e-mail:  _______________________________________________________________________
ON EVENT DATE
Name: _______________________________________________________________________________________
Cell phone, fax and/or e-mail: ___________________________________________________________________
Advance prep. needed (i.e., background briefing, talking points, speech, press release):______________________________________________________________________________________
Assigned to: __________________________________________________________________________________
Date due: ____________________________________________________________________________________
Additional materials to bring (i.e., award to be presented, generic outreach materials):___________________ ____________________________________________________________________________________ _________

_____________________________________________________________________________________________
Staff attending:   ______________________________________________________________________ ________

_____________________________________________________________________________________________
_____________________________________________________________________________________________
Other info: ____________________________________________________________________________________
