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EVENT PLANNING FORM
Student Name: ______________________________________________________

Email:______________________________________________________________
Club Name: _________________________________________________________

Club account number:_________________________________________________
Event Name: ________________________________________________________
 Description:________________________________________________________________________________________________________________________________________________
Type of food being served_____________________________________________

Type of beverage service: _____________________________________________

Number of attendees expected _________________________________________
Venue Name:_____________________________________
Venue point person: __________________________________________________
Venue contact information: __________________________________________

Begin Date and Time: _________________  
End Date and Time:_______________
Will a check need to be cut for payment of the event?_______________

Cost per person if known: Includes food and beverages ($60 per person Max) $____________
Please Submit Through Email or to Mike Rice in Student Affairs

