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EVENT TITLE Memo:
Date: 
Event Time Frame: 
Reservation Time: 
Event location: 
Guest Count: 

Event Timeline:
[SAMPLE]
By 11:30 a.m. – Facilities set-up complete 
1 p.m. – [Planner] arrives on site
By 1:15 p.m. – Tech set-up complete 
By 1:30 p.m. – Catering set-up complete 
1:45 p.m. – [Main Host/ Speakers] arrive 
1:45 – 2:05 p.m. – Guests arrive 
2:05 p.m. – Program begins
2:45 p.m. – Q&A begins
3 p.m. – Program ends 
3 – 4:30 p.m. – Event break-down 


Facilities:
Setup complete by [Time]  and break-down beginning at [Time].
· Request information including furniture counts and placement

Event Tech: 
Setup complete by [Time] and break-down beginning at [Time].
· Request information including technical needs, cues, and technician requirements

Catering:
Setup complete by [Time] and break-down beginning at [Time]. 
· Food and beverage for [Quantity] people per menu 
· Charge to ACCOUNT NUMBER

Contact information: 
NAME
EMAIL
Office: /Cell: 
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