EVENT REQUEST FORM:
Items with an “*” are optional.
Event Information:

Event Title:

Event Date(s):

Start Time:

End Time: 

Event Audience:

Event Marketing Tagline:

Suggested Event Marketing Description Paragraph*:
Event Location:

Street Address:

Phone:

Location Contact:  

Location Contact Phone:

Location Contact Email:

Primary Section Contact for Event (Referred to as Event Planner in marketing materials):


Name:


Email:


Phone:


Cell Phone:

Event Fee:

Member Registration:

Non-Member Registration:

One-Day Registration:
Please note non-member registration includes membership to your section.
Refund Policy (Can have up to 5 amounts & dates):

Refund Amount #1:

If Canceled By #1:

Event Hotel: 

Address:

Phone:

Fax:

Reservations Phone:

Room Block Name*: 

Room Rates*:

Number of Rooms in Block*:

Block Release Date*:

Alternate Hotel*:

Address:

Phone:

Fax:

Reservation Phone:

Reservation Email:

Meals: 


Included in Registration: 


Not Included in Registration:


Additional Meals Fees for Guests*:  



Breakfast
Day:

Cost:



Lunch

Day:

Cost:



Dinner

Day:

Cost:

Agenda Detail (Repeat for as many sessions as event requires):



Session Date/Time:

Session Title:



Session Description:



Speaker Bio*:



Speaker Photo*:



Link to Speaker Website*:



Class Size (Maximum number of attendees):
Vendor Registration*:


Vendor Fee Non-Member:

Vendor Fee Member:


Vendor Block (How many spaces available):

Vendor Show Dates:


Set-up Time:


Break-down Time:


Location (If different from Event Location)*:


Address:


Internet Available:


Electricity Available:


Vendor Coordinator (If different from Event Planner)*:


Vendor Coordinator Email*:


Vendor Coordinator Phone*:

Additional needs:
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