EB-CAMFT

Event Planning Checklist
(Front of this form to be filled out and presented to the Board for approval)
1.
Title of Event ______________________________________________________

2.
Location  ___________________________________________________________________

3.
Date ___________________________  Time _______________________________

4.
CEU's? __________________  For members only? ____________________

5.
Cost to attend (can be broken down several ways)


A.
Member _________________  Non-Member ________________


B.
Licensed _________________ Pre-Licensed ________________


C.
In advance ________________ At the door _________________

6.
Deadline for registration _______________________________

7.
Refund policy


A.
Must be requested by (date) _________________________


B.
Non-refundable processing fee _______________________

8.
How to confirm (i.e., via email) _____________________________________________

9.
How to announce  ___Flyer   ___Website   ___E-Tree   ___Other Chapter Newsletters   ___Other 

10.
Number of volunteers needed ________________

11.
Volunteer committees formed (e.g., set up, take down, clean up, advertise, etc.)  _______________________________________________________________________________


_______________________________________________________________________________

12.
Maximum that can attend ______________________  Minimum to break even _______________

Fiscal impact
Room rental

_________________________


Flyer


_________________________


Postage


_________________________

Food (refreshments)
_________________________


Food (meals)

_________________________


Speaker(s)

_________________________


Photocopies

_________________________


Other (specify)

_________________________


Other (specify)

_________________________


TOTAL


_________________________
(OVER)

EB-CAMFT

Event Planning Checklist

Supplies Checklist
(This part of the form for use by the Event Planner)
___ Registration list (w/ meal preference)

___ Speakers handouts

___ Pens

___ Name tags 
___ Sign in / sign out sheets

___ Evaluations

___ CEU certificates

___ Signs for registration table, for directions to room

___ Tape

___ Speaker biographies

___ Water for speakers

___ Flowers

___ Tables

___ Table cloths

___ Water for speakers

___ Coffee/tea (caffeinated, de-caf)

___ Sweetener (sugar, honey, artificial)

___ Creamer (milk, soy/rice milk)

___ Cups (hot and cold)

___ Stirrers

___ Coffee pots

___ Baskets/trays for food

___ Boxes for recycling

___ Chapter documents (brochures, posters, business cards, applications)

___ Other __________________________

___ Other __________________________

___ Other __________________________

___ Other __________________________

___ Other __________________________
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