	[image: C:\Users\mstearns\Desktop\Medium York Logo Hor.gif]
	Office of Institutional Events, Division of the President

	
	

	
	
	
	

	
	
	Pages:
	1

	
	
	Last Updated:
	11/22/2023 2:52 PM

	
	
	
	



EVENT PLAN & PURPOSE


	Name:
	Event Title

	Office/Division:
	

	MRP/Lead:
	

	
	

	Brief Event Overview:
	

	Theme/Concept:
	

	Purpose:
	

	What is the most important reason for bringing people together:
	

	Will there be swag, hand-outs, ribbons, pamphlets, etc:
	

	Are there rules/guidelines that should be shared with guests (e.g. phones, wear red)
	

	
	

	Date:
	

	Time:
	

	Locations (being considered):
	

	
	

	YorkU speaker(s):
	

	Media invited:
	

	Budget:
	

	Catering required:
	

	Invitations to be issued:
	

	Should the invitation focus on a particular theme/item:
	

	Expected # of invitees:
	

	Expected # of attendees:
	

	Groups to invite:
	

	Photography required:
	

	In-person / Virtual / Hybrid:
	

	
	

	Other YorkU Offices involved:
	

	Perceived Challenge(s):
	

	Other:
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