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The Jett Foundation e Fighting Duchenne Muscular Dystrophy

EVENT PLANNING WORKSHEET

Event: Date:

Time: Ticket Price:

Target Audience(s):

Expected Attendance:

Project Manager(s):

Volunteer(s):

Format (check all that apply):

[ IReception [ INetworking [lFocus Group
[1Dinner [1Social [ 1Sporting Event
[lLuncheon [ IEducational [1Other
[1Breakfast [IPanel Discussion
[ LoGisTICS

Site:

Contact:

Contact #:

Capacity:

Rental/room fees:

Deadlines:

Contract: I IReceived [1Changes Made [ 1Signed [ 1Returned

[ 1Deposit required $ due by

Directions/parking info. [ IReceived and added to electronic file

Catering
Contact:

Contact #:

Type of menu:

[IMenu approved [1Counts Needed By: [1Counts Sent

Per person cost: $

Beverage Service Needed:
Costs: §
Set Up Time:
Day of Contact (if different):




