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	EVENT OUTLINE


	EVENT FACT

	
	Title of Event
	

	
	Date
	

	
	Time
	Time of event : 

Arrival time of program participants:

	
	Location
	Venue :

Building :

Room number : 

Outdoor program : 

	
	
	

	EVENT OUTLINE

	
	Budget
	$ __________

	
	Purpose
	

	
	Format
	· Special events: concert, movies, performance, recreation, awards
· Community events: philanthropy, special projects
· Education events: conference, speech
· Cultural events: cultural dinner, performance, food fairs
· Fundraising events: drawings, projects
· Information events: distribution booths, speech

	
	Guests
	Guest category list

          Faculty

          Staff

          Students

          Donors

          Volunteers

          Community

          Others

	
	Attendees
	_____ Total number of invitation sent
_____ Number of acceptances / rsvps

_____ Actual number of attendees

_____ Cost per person

	
	Sponsor
	List of campus sponsor

List of community spopnsor

	
	Contact
	List of event manager, phone and email


