	QUAA BRANCH EVENT PLANNING FORM

	This form is required to ensure that you, as a volunteer, and your event are covered for liability and to assist with promotional and planning purposes. The completion of the below form will ensure an online calendar (alumni.queensu.ca) posting within 4-5 days of receipt. Please note that Broadcast email text needs to be submitted separately to your Alumni Officer.

	EVENT DETAILS

	Branch Name
	
	Event Coordinator (MRP)
Name/Degree
	

	Phone
	
	Email Address
	

	Event Title
	You may wish to use a catchy title – this will be displayed in the calendar listing

	Event Description -
to be used for online events calendar (max. 1500 characters)
	Should we insert some text to help them think about this?  E.g 
Think about how you want to describe your event and get potential guests excited about attending – use marketing language and be clear about what they can expect from the event.

	Event Date (mm/dd/yyyy)
	
	Event Start Time
	
	Event End Time
	

	Event Go Live Date
	Date that the event should start to show on the online calendar

	Event Location 
	

	Event Location Address
	

	Event Cost/person
(please include 2% for credit card fees)
	
	Other pricing options (ie. recent graduates, family, advanced pricing, at the door, etc.)
	

	Event Cost/person includes
	Describe what value guests will receive for their event fee e.g. includes one drink ticket, light refreshments and entertainment

	Dress Code
	

	Maximum # of Guests
	This is the number that will be input into the event registration as a maximum “cap” for the event

	Things to think about
	Have you confirmed that the venue is accessible:  Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 

(All Queen’s alumni events should be hosted in accessible spaces - if there is an event for which an accessible venue is not possible, you should note this in the event description)

	
	Do you want to show the Who Is Coming list in online registration?:  Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	
	Is AV Required:  Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 

	Is Parking Available:  Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 
 Any special instructions to provide to guests? ___________________

	RSVP/Payment Options (please indicate yes or no)

	Online (Please allow 4-5 working days to get your event on the calendar ) 
	
	“At the door”
	Will you accept payment at the door for last minute guests?

	Email
	
	RSVP Email address
	

	Phone
	
	RSVP Phone Number
	

	Mail
	
	RSVP Mailing Address
	

	RSVP Date
	
	Is this date flexible?
	

	Note: Branches@queensu.ca and 613.533.2060/800.267.7837 (toll free in North America) are offered by the Department of Alumni Relations as additional registration options for QUAA Branch events. RSVPs via mail can also be collected at: 

Department of Alumni Relations, Queen's University, Summerhill, Kingston, ON Canada K7L 3N6

	EVENT COMMUNICATIONS

	Please submit the broadcast email text no later than the Thursday preceding each notice date. Note that broadcast emails are sent out on the 2nd Tuesday of every month.

	Broadcast Emails dates.
	Date of 1st Notice
	Tuesday, 
	Date of 2nd Notice
	Tuesday, 

	Additional Email Dates requested?
	

	Facebook Event Created? (yes/no)
	
	Facebook MRP
	

	Facebook Event Reminder Date
	
	Second Facebook Reminder?
	

	EVENT BUDGET

	BUDGET ITEMS (if applicable)
	EXPENSES ($)

	Room Rental
	

	Food & Beverage
	

	Audio Visual
	

	Decorations
	

	Marketing/Promotion
	

	Credit card fees (2% of registration fee)
	

	Others 
	

	Total Expenses
	

	Expected Revenue (expected attendance x cost/person)
	

	Projected Profit/Loss
	

	OTHER

	Addition support or supplies required from the Alumni and Student Engagement Unit or the QUAA (ie. thank you gifts for speakers/volunteers, etc).
	Some common requests include: 


