Event Plan TEMPLATE
[bookmark: _GoBack]
[bookmark: _gjdgxs]Event Name: Click or tap here to enter text.
Date: Click or tap here to enter text.
Location: Click or tap here to enter text.
Audience: Click or tap here to enter text.
# Attending: Click or tap here to enter text.

Team Members Attending:
Click or tap here to enter text.
Event Leader: Click or tap here to enter text.
Office Contact: Click or tap here to enter text.
On Site Contact: Click or tap here to enter text.

Objectives:
Click or tap here to enter text.

Key Messages:
Click or tap here to enter text.

Our Sponsorship/Support Level: Click or tap here to enter text.

Marketing before and after event: Click or tap here to enter text.

Planned Activities at the Event: Click or tap here to enter text.

Materials Shipped by date: Click or tap here to enter text.

